
Introduction

This white paper is intended for SharePoint and Exchange IT professionals and developers deploying Microsoft® Office SharePoint® for email 
management. The right strategy can maximize user adoption of SharePoint as an email management tool and minimize the burden on IT. 
The wrong email archiving strategy can quickly become an IT administrative challenge. In this white paper, guest writer Joel Oleson, Microsoft 
SharePoint Architect, addresses five myths and provides the truth about best practices for email management in SharePoint.

Guest Writer

Joel Oleson - SharePoint Sr. Architect, Consultant, & Speaker

Professional blogger, speaker, trainer, and IT evangelist, Joel is known worldwide in the SharePoint space for his 
prescriptive guidance delivered through his www.sharepointjoel.com blog and appearances at Global Tech-Eds and 
SharePoint Conferences. This year he spoke at TechEd SEA in Malaysia, the IT Forum in Barcelona, and SharePoint 
Conferences in Seattle, Dubai, and Istanbul. He recently completed seven years at Microsoft, most recently as 
Sr. Technical Product Manager and IT SharePoint Architect. Joel is now continuing his community evangelism for 
SharePoint.

Overview – Five things you must know about SharePoint and Exchange

With the growing demands for compliance, doing more with less, and information reuse, CIOs, Information Architects, and System 
Administrators have an overwhelming number of technology choices and strategies to consider when designing a solution to manage and share 
their information assets. I’m sure we would all agree that emails and attachments form a large part of those assets. Today, users must sort 
through thousands of emails to find the critical ones while being pressed to make decisions immediately. It’s difficult to find, categorize, and 
sort content to stay efficient, so data gets lost, and more and more time is spent searching for information.

In this white paper, I’ll discuss five things you MUST know if you are developing an email management solution. The focus is on high level 
issues that can affect the overall architectural approach. I’ll dispel some of the myths surrounding out-of-the-box functionality available on 
Microsoft platforms, and provide guidance on how to manage some of its limitations. Where possible, I will describe some of the choices that 
Microsoft IT made internally to deal with some of these limitations.

Along the way, Colligo Networks will provide tips on how their Colligo Contributor Add-In for Microsoft® Office Outlook® can improve your email 
management solution in SharePoint by making users more efficient, while reducing the burden on IT.

Whether you are architecting an email archiving solution or consulting for a customer, this white paper is designed for you.

Dispelling Myths & Revealing Truths about Email Management with SharePoint

White Paper

Joel Oleson
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Myth #1: Mailbox Folders Are a Great Place To Store And Organize Emails and Attachments

It’s very common for people to think, “I need access to an important document so I’ll email it to myself and then I’ll have it offline in my PST 
folder.” While this may provide value to a single user, it conflicts with the goals of enterprises that are trying to make content reusable. When 
important files are stored on individual user desktops or laptops in personal PST files, the information becomes an island that no one else can 
access. 

Worse still, PST files are not generally backed up, which means critical information is lost when files become corrupted through a hard disk 
crash. Of greater concern are the millions in corporate assets that disappear each year through hardware theft or loss; information on laptops 
and mobile devices is even more of a liability than the hardware. 

In addition to the convenience of mailbox folders, email feels like a safe place to store information. However, since email is usually the first 
thing exposed to the firewall, there is a risk that critical corporate information can be compromised or stolen by hackers.

In reality, PSTs are a thing of the past. As email evolves, PSTs are being phased out in many corporations. Quotas force mail purging, and the 
liability of some confidential conversation from years ago can simply get expired.

So what’s the alternative to storing email in mailbox files and PSTs? Why SharePoint, of course. If users can easily save their important emails 
and attachments in lists and libraries that relate to their projects, teams, and groups, that content becomes searchable and reusable by others 
in the corporation. Since users can then take advantage of version control and history, emails can evolve to published content in knowledge 
repositories. Like other documents in SharePoint, emails now inherit a history, and the collaboration around them is tracked and relevant.

The use of SharePoint to manage email at organizations has been growing. Take Microsoft for example. A quick scan of the SharePoint 
environment returned .MSG/.EML files among the top 10 file types. It followed the ones you’d expect (the common office file types), but ranked 
higher than Visio and Project files. When stored in SharePoint document libraries, .MSG files can be quite rich and look just the way they 
appeared in Outlook. They even get the familiar envelope icon and, most importantly, the body and attachments are searchable.

There are a few things to consider when developing email management solutions in SharePoint. If the application is for archival purposes to 
comply with regulations, content types can be useful to specify an expiration policy so that emails sent to a records center are automatically 
deleted after a specified hold period. If the application is more about collaboration and content management, there needs to be a mechanism 
to ensure that important conversations and documents that need to evolve end up in SharePoint, while unimportant information is not stored.

This cannot be accomplished with an automatic push mechanism that just sends everything up to the server. In addition to creating a storage 
nightmare, that would pose some big security risks. For those reasons, I recommend that emails and attachments saved in SharePoint are 
selected by proactive information workers who know the relevancy of the content and who want to do the right thing for their team and the 
company.

If the solution enables users to apply metadata at the time content is moved to SharePoint, documents will have the context that will make 
them searchable and discoverable in the knowledge repository, document management system, project site, team site, or MySite. This enables 
the content to live on and reach its potential. We need to learn to share; it’s one of those things we learned in Kindergarten, and it’s a lesson 
we can apply to our adult life. If we keep email and attachments in our mailbox and don’t share them, the information may well die there.

Truth: SharePoint is a better place to store email and attachments for archival and collaboration applications.
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Myth #2: Public Folders Are Dead

In early 2006, the Exchange Team at Microsoft outlined their thoughts about the future of Public Folders in a blog post titled “Exchange 12 and 
Public Folders.” It was intended to let customers know that Microsoft was de-emphasizing Public Folders for certain applications, but many 
misunderstood this to mean that Public Folders were dead. 

Microsoft’s position was clarified in March 2008 in a post titled “Updated Exchange Public Folder Guidance,” which encourages use of 
SharePoint for new deployments and migration where overlap exists. This blog confirmed that Microsoft will continue to support Public Folders 
in the next release of Exchange and for an additional 10 years from its release. 

This post also provides the first scenario-based examples where Public Folders and SharePoint are compared. I know both the SharePoint team 
and the Exchange team were involved since I was on the SharePoint team when it was designed and played a role in getting it cross posted on 
the SharePoint team blog.

Use Public Folders Currently? New to Public Folders?
File Sharing Strongly consider SharePoint SharePoint is better option
Team Calendar Similar functionality Consider SharePoint first (similar)
Contact Sharing Similar functionality Consider SharePoint first (similar)
Discussion Forums Similar functionality Consider SharePoint first (similar)
Distribution Group Archive Similar functionality Consider SharePoint first (similar)
Custom Applications Strongly consider SharePoint Strongly consider SharePoint
Organizational Forms Similar functionality Use InfoPath

Above is my version of the table in the blog post. I’ve changed some of the wording to make it easier to understand, with a bit of commentary 
emphasis on really investigating SharePoint functionality when both Public Folders and SharePoint have overlap across a scenario. SharePoint 
is “strongly encouraged” for most application development, though in some instances there still may be some advantages to Public Folders. 
For example, the capabilities of team calendars in Exchange vs SharePoint should be compared against the specific requirements of 
the application. Also, if you are looking at email-enabled lists in SharePoint, you may find that Public Folders are a better match for your 
requirements. 

    Colligo Tip

Colligo Contributor Add-In for Outlook improves the adoption of SharePoint for email 
management while improving the quality of the metadata.

As Joel mentioned, it is really important to make the solution attractive to end users (to ensure 
it gets used), while providing a mechanism to set metadata (for search) and content type (for 
retention). Colligo Contributor Add-In for Outlook enables users to drag-and-drop emails and 
attachments right into Outlook folders that are synced to SharePoint document libraries. It is 
very easy to use because it supports the familiar Outlook operations, so information workers 
readily adopt it to move selected content to SharePoint. Contributor Add-In also supports 
the manual application of metadata or automatic application of folder-level metadata. It is 
ideal for both compliance and collaboration applications since it extracts all the properties 
from emails (To, From, Subject, Date, etc.) and saves them as metadata. Users can select 
the content type so that hold periods can be specified. All emails moved through Colligo 
Contributor are saved in the .MSG format, so they can be easily opened again using Outlook.

Colligo Contributor Drag-and-Drop Interface
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While de-emphasizing Public Folders, Microsoft didn’t stop evolving them altogether. For example, in Exchange 2007 there were new ways of 
managing the Public Folders with Powershell cmdlets. Please note that the functionality and features require investments on the part of the 
customer. However, the current guidance is that Public Folders are now in maintenance mode.

It’s illustrative to look at what Microsoft IT is doing internally with Public Folders. They decided to impose constraints both on time and size 
to limit the growth of the stores. Microsoft IT also turned off replication to reduce the unnecessary growth of storage. New folders were locked 
down to exception-based requests, with new provisioning requests pointed to SharePoint (with the common exception of distribution list 
archiving).

So why is Microsoft IT moving more content to SharePoint? In contrast to Public Folders, SharePoint was designed as an application platform 
and it’s important to note that this is the continuing direction of Microsoft. Both Windows SharePoint Services and Office SharePoint Server are 
major investments for them and they will continue to augment their functionality to support the common scenarios of customers.  

While Exchange Public Folders were previously the endorsed solution by Microsoft for sharing email, SharePoint is now the recommended 
solution. If you are still considering Public Folders, it’s important to understand they have several well known limitations and challenges, 
described next.

Public Folders and custom applications built on them are the bane of the life of an exchange administrator. Control, performance, scale, and 
replicating chaos are a number of common concerns. Public Folders require heavy upfront and ongoing management.

Security is also often a concern due to the public nature of email-enabled Public Folders. Organizations are exposed to large risks if the 
random content flying around in emails is not controlled, so Public Folders need to be carefully managed. Security and liability are definitely 
something to be considered in all cases where email content is stored. It’s important to understand who has rights to store email on the server.

Public Folders can also be an HR nightmare. These “public” social dumping grounds often become a place where pictures and music are 
exchanged. As well, DLs (Distribution Lists) can get buried in group and team email-enabled security groups.

Bottom line: If you are deploying both Exchange 2007 and SharePoint technologies (WSS or SharePoint Server), it doesn’t make sense to build 
up a huge Public Folder deployment. It’s confusing to users and additional overhead for the team managing Exchange. 

But should you use Public Folders when you are doing a Groupwise, or Lotus Notes migration? For nearly all your Notes applications you should 
seriously look at SharePoint. For email it’s a no brainer… it’s Exchange. For discussion groups and archiving, you’ve got a decision to make. 
When migrating to SharePoint, you should do it with an understanding of what you get out of the box, and what you get with a partner. Most 
gaps you find in SharePoint are filled by a very solid partner ecosystem.

One last point: If you plan to customize SharePoint sites and site templates, have a look at this blog post on Features and Solutions. Features 
allow reusable pieces of functionality to be created and deployed to other sites, without modifying site templates. Solutions allow you to 
package Features in a cabinet (.cab) file and define important metadata about those Features.

Truth: The Exchange Team will include Public Folders in the next version and at a minimum support them for 10 years after the release. 
However, they encourage you to seriously consider SharePoint for application development.
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Myth #3: A SharePoint Deployment Isn’t Complete Until You Turn On Email-Enabled Lists

Emailing a post to a blog … very cool or archiving an Exchange Discussion List to a SharePoint list … super cool … but be careful. Email-
enabled self service lists can easily get out of control. Microsoft IT, which loves to use nearly every feature of SharePoint, decided against using 
email-enabled lists.

Email-enabled lists can be a significant IT resource drain. Without the proper planning and management, AD objects will be created with 
archiving and no lifecycle. Contact account naming standards are another reason. IT doesn’t want to see random contacts in AD.

Everyone wants to have the document library called “docs” and everyone wants to have the discussion list called “discussion.” If you have a 
process or even a workflow to get requests and manage these requests, you can better manage who needs them, when they are needed and for 
how long. So, my recommendation here is to know what you’re doing. Otherwise, it’s very easy to end up with a mess.

Like Public Folders, email-enabled lists can also pose security risks if not managed properly. Fortunately, they are more often secured to the 
context of the team so they are not as much of an exposure.

List scalability can pose problems with email-enabled lists. You don’t want to send all data from all users to one list. Put content in context in 
different site collections, sites, folders, as it relates to the context of the group, team, or project. 

Most SharePoint environments don’t need the email-enabled functionality and the oversight it requires. Those that decide to use it should 
plan to set-up specific content objects and point the lists at them. Steve Smith’s document called “How to configure Incoming Email Enabled 
Libraries in MOSS2007 RTM using Exchange 2003 in an Active Directory Domain” explains in detail how to set-up email enabled lists. Don’t be 
surprised if it’s more complex to set-up than initially thought. I recommend setting it up in a preproduction environment first and learning how 
it works, then exercising administrative tasks and troubleshooting tasks around maintenance of the list, inbound SMTP, and AD contact objects.

    Colligo Tip

Colligo Contributor Add-In for Outlook coupled with SharePoint can provide the functionality of Public 
Folders without the drawbacks.

Like Public Folders, Colligo Contributor Add-In for Outlook enables a convenient method for sharing emails 
and attachments in SharePoint through Outlook folders. Unlike Public Folders, the addition of shared 
folders to mailboxes does not necessitate IT involvement. They can be added by end users themselves, 
based on existing user permissions set in SharePoint. Optionally, IT administrators can push out a 
configuration file to the clients that automatically links a set of SharePoint document libraries and folders 
to Outlook without user intervention. This file can also be used to manage a number of configuration 
options, including default metadata for individual folders.

Joel mentioned that SharePoint is a better option if you are migrating Lotus Notes applications. It is 
important to consider some gaps that need to be filled when doing these migrations: (1) mail and document management system integration, (2) a rich client experience 
on the desktop, and (3) offline caching for mobile and remote workers.

Lotus Notes users will be accustomed to a rich desktop client that integrates with the email application and works online and offline. Out-of-the-box SharePoint only 
supports an online browser-based experience. Outlook 2007 syncs with SharePoint document libraries, discussions, and a few standard lists, but it doesn’t support 
elements such as custom lists, content types, metadata, or views that users are used to in Notes applications. It also doesn’t support drag-and-drop from Outlook to 
SharePoint.

If you are looking to provide an equivalent to the Notes client, the Colligo Contributor Add-In for Outlook supports these advanced elements that are used to migrate 
Notes applications, and it integrates SharePoint with email. In addition, it can cache SharePoint lists and libraries (including views and metadata) so the applications and 
content can be used offline.
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In summary, I’d suggest you get answers to the following questions before implementing email-enabled SharePoint lists:

▪▪ Are those contact objects in a separate OU?

▪▪ How do you know if the inbound SMTP stops working?

▪▪ Can anyone send to the list?

▪▪ Does the item show up the way you expect it to, or are just attachments showing up?

▪▪ Does the metadata look like you expect it to?

The answers will help you better understand the nature of these special lists and help you better take advantage of this functionality, if you 
decide to use it.

Truth: Use with caution - to be successful, email-enabled lists require management & oversight to scale past a few thousand items.

    Colligo Tip 

Users can move emails and attachments, and their associated custom metadata and content types to SharePoint with a simple drag-and-drop. IT overhead is very low.

While very powerful, email-enabled lists have some potential drawbacks that should be well understood before deploying them. These are described below:

1)	When an email is sent to an email-enabled list, attachments are stripped off and stored separately 

2)	The email body is stored as a .EML file, which cannot be opened in Outlook

3)	Users cannot specify different content types within Outlook

4)	Users cannot specify custom metadata

Colligo Contributor is an easy-to-deploy and manage .NET client Add-In for Outlook that enables users to move content to SharePoint through a simple drag-and-drop 
interface. It stores emails and attachments together in a single .MSG file, which can be opened in Outlook. Both content types and custom metadata can be set at the time 
of drag-and-drop. In addition, emails can be automatically moved to SharePoint using Outlook rules.

Myth #4: Managed Folders Linked to SharePoint Lists Will Solve All Archiving Needs

Managed Folders were introduced in Exchange 2007 to provide administrators with an easy way for users to archive email. Any Managed Folder 
can be configured such that all emails sent to it are routed to SharePoint. It’s an incredibly insightful feature and when implemented properly 
can reduce mailbox sizes, while capturing the intended emails and attachments. When not implemented properly, Managed Folders can be 
abused, causing SharePoint to become a dumping ground. 

One poor example of managed folder design could be a managed folder called “Keep.” If everyone is told to put their email in that one folder 
and it’s archived to SharePoint, it sounds like a perfect solution for email archiving. However, there are some serious drawbacks. First, scale 
is an issue. Putting all that junk into one list can overwhelm SharePoint since it doesn’t scale well to support millions of items in one list, 
especially if there is a single view.  Second, what about the security of that list? Managed Folders require extensive administrative set-up. It’s 
an IT option in Exchange, not a feature that is end user configurable.

So what does a good Managed Folder design look like? An example might be a folder titled “Legal Hold,” which is used to archive items under 
legal hold because of an investigation or other circumstance. On the SharePoint side, a specific document library is set-up and secured, then 
a legal site administrator is responsible for any tagging and for managing the views for the LCA team. A special search view might be set-up 
with specific indexed columns to support a quick and easy search. To avoid performance problems, avoid the “All Items” view. I’ll discuss 
performance issues related to SharePoint list scalability next.
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Truth: Managed Folders can work well, but require a solid information architecture design & trained administrators who understand how 
to manage scalability.

    Colligo Tip

If you need to route emails and attachments to SharePoint, Colligo Contributor Add-In for Outlook can offer the capabilities of Managed Folders without the adminis-
trative overhead.

Colligo Contributor reduces the IT administration required to manage the routing of email content to SharePoint since it enables users to set-up their own links between 
Outlook folders and document libraries in SharePoint, based on existing user permissions set in SharePoint. Like Managed Folders, Colligo Contributor automatically ex-
tracts email properties and moves emails and attachments to SharePoint when users drag-and-drop them into a folder in their mailboxes. In addition, Contributor enables 
the users to tag content with custom metadata and choose content type at the time emails and attachments are moved to SharePoint. This can reduce the workload for 
legal site administrators and ensure that the proper retention policies are applied to content at the time it is saved by the user.rendered through the Outlook interface.

Myth #5: It’s Better to Keep All Emails and Attachments in One Place, and Then Use Metadata to Search SharePoint Content

Storing all emails and attachments in a single document library is a common practice and popular method for personal storage, however this 
is not a recommended best practice for knowledge repositories. In SharePoint, document libraries require special information architecture 
because of performance degradation associated with lists that contain a large number of items.

To gain a better understanding of the issues, there are a few documents that I would recommend developers and architects review, as outlined 
below.

The white paper called “Working with large lists in Office SharePoint® Server 2007” has charts and metrics based on query time with 
performance considerations being a key indicator. The recommended limit of 2000 items per folder popularized in WSS 2.0 is not a bad one 
for those that don’t have the time to invest in designing a query based interface, though there is no performance “cliff” at 2000 items in a list. 
You may want to recommend to your users that they keep their lists under 1000 or use 3000 items as an upper limit at which point IT gets 
involved in assisting teams and groups to more efficiently scale their lists.

Microsoft IT recently published a white paper titled “SharePoint Performance Optimization” that discusses ways of optimizing render time of 
sites and reducing database blocking. At Microsoft, the IT team has set-up a scan to detect large lists over 3000 items to ensure proper usage 
and divide up content where appropriate.

Another useful article is the one on capacity boundaries on TechNet. It’s a good resource for seeing guidance on “limits” within the product 
along with charts on list performance.

If you currently have lists with a large number of items, or cannot avoid them in your application, below are a few quick ways to improve their 
performance.

1)	 Views can have a big impact on performance. The default “All Items” view should be avoided because it can take tens of seconds to 
render as a list grows into the tens of thousands. Views with too many items can can cause content database locking during query time. 
Changing the default view to something with a smaller number of items can often be a quick fix.

2)	 Filters are another way of limiting the number of items displayed in SharePoint. Note, however,  these queries can be inefficient in large 
lists.

3)	 For document management deployments, use folders and sub-folders for better scale and retrieval. Keeping each folder with less than 
2000 will support better performance. Even better, limit folders to one hundred or so to prevent unnecessary scrolling.
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4)	 Using Indexed columns is another way to manage list scalability and increase index query optimization.

5)	 The most efficient method of retrieval is search queries.

Truth: SharePoint lists exhibit performance problems as list size grows, so it’s best to limit the number of items in lists and use views, 
folders, and filters to improve query performance.

    Colligo Tip

Colligo Contributor has a number of optimizations to improve content retrieval performance, and supports default metadata at the folder level.

Colligo Contributor will reflect performance optimizations to the client since it supports folders, views, and filters. In addition, the performance of the Contributor interface 
is usually significantly better than the browser for content cached locally, for example when accessing content for a specific view. A unique feature in Contributor, which is 
not available out-of-the-box in SharePoint, is default folder-level metadata. This feature can provide advantages for tagging content since users can set default metadata 
values that get applied automatically when content is dragged into a SharePoint folder in Outlook. Colligo Contributor 3.2 supports large SharePoint folder hierarchies 
rendered through the Outlook interface.

Summary

SharePoint is a great platform for managing email and attachments and has several advantages in the right scenarios. In addition to providing 
the capability to store, organize, and search for content, SharePoint enables email to become part of the content that is shared throughout 
the organization. This improves collaboration and content re-use. There are a number of alternatives for moving emails to SharePoint, including 
out-of-the box methods such as email-enabled lists, managed folders, and third party applications such as Colligo Contributor Add-In for 
Outlook. The key to success is building an architecture that is scalable, while making it easy for information workers to use.

PST Files – While some of the capabilities of Exchange and SharePoint overlap, there are distinct differences and advantages of one platform 
over the other for different scenarios. When important files are stored on individual PST files throughout the organization, the information 
becomes inaccessible islands. Worse still, PST files pose security and data loss concerns, and often lead to the loss of enterprise content. In 
reality, PSTs are a thing of the past. Storage and sharing of email and attachments in SharePoint offers distinct advantages for collaboration, 
document management, and discoverability through a rich search interface. 

Exchange Public Folders – While I don’t recommend deploying Public Folders for new applications, you needn’t worry if you already have them. 
They will continue to be supported by Microsoft in the next major version of Exchange server after Exchange 2007, and for at least 10 years 
thereafter.  For new Exchange deployments, SharePoint is “strongly encouraged” for application development.

If deploying both Exchange 2007 and SharePoint, it doesn’t make sense to build up a huge Public Folder deployment because it’s confusing 
to users and requires additional overhead for the team managing Exchange. Microsoft is making major investments in SharePoint and has 
indicated that it’s the preferred application platform for collaboration and document management going forward. 

SharePoint Advantages – As discussed, SharePoint offers a number of advantages over PST files and Public Exchange folders for email 
management: 

▪▪ It supports the sharing of email across the enterprise

▪▪ User-based email and attachment selection ensures that “important” content is stored

▪▪ SharePoint centralizes critical enterprise content on secure company servers

▪▪ Email becomes “structured” enterprise content when custom metadata is applied
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▪▪ The email body and attachments become findable and reusable

▪▪ Information workers can take advantages of the version control and history features

▪▪ Content types support retention policies and regulatory compliance requirements

▪▪ SharePoint improves collaboration and enterprise content management

“Out of the box” there are two ways highlighted in this white paper that Microsoft supports the integration of Exchange and SharePoint to 
support email management: (1) “send to” email-enabled SharePoint lists and (2) “auto copy” Managed Folders to SharePoint.

Email-Enabled Lists – Email-enabled self service lists can easily get out of control and become a significant drain on IT resources. Microsoft 
IT decided against using email-enabled lists internally. Most organizations don’t need the email-enabled functionality and the oversight it 
requires, and users prefer to access archived emails in .MSG format (rather than the .EML format created in SharePoint lists). With proper 
planning and design, email-enabled lists can be deployed successfully. However, Managed Folders are a better alternative.

Managed Folders – Introduced in Exchange 2007, Managed Folders provide administrators with an easy way for users to archive email. 
Managed Folders can be configured to “auto copy” emails added to them to SharePoint libraries. This incredibly insightful feature can 
significantly reduce mailbox sizes, while capturing the intended emails (in .MSG format) and attachments. Still, abuse must be avoided to 
ensure that SharePoint does not become a dumping ground. Managed Folders require a solid information architecture design, and trained 
administrators who understand scalability and how to manage it.

SharePoint Scalability – Storing emails and attachments in SharePoint can have great advantages for project and knowledge management 
in corporations, if they are secured in the proper context. However, SharePoint lists and libraries can quickly be bogged down with too much 
content if not carefully managed. The scalability of SharePoint lists is a major consideration and requires oversight, especially when using 
email-enabled lists.  The default “All Items” view can be particularly problematic.  

Training and guidance may be required to change corporate culture so users understand where and how content should be stored. Training 
users to tag content with metadata will increase the usefulness and “findability” of documents. Folders, custom views, indexed columns, and a 
query-based design are best for large lists to ensure fast performance. 

Third-Party Solutions – When deploying SharePoint for email management, it’s important to consider what you get out of the box with 
Microsoft, and what you get with a partner. Most gaps you find in SharePoint are filled by a very solid partner ecosystem. For example, Gold 
Certified Microsoft Partner Colligo Networks offers an Add-In for Outlook that makes it easy for users to drag-and-drop emails into SharePoint, 
while reducing the burden on IT. I would encourage you to try their .Net client-only solution to see if it can meet your Outlook and SharePoint 
integration requirements.

Colligo Summary

If you are planning to use SharePoint to manage email, consider the advantages of using Colligo Contributor Add-In for Outlook.

CIOs, Information Architects, and System Administrators who are planning to use SharePoint to manage email and attachments should consider deploying Colligo 
Contributor Add-In for Outlook. It’s a small .NET client-only application, so it takes just minutes to install and try. A free trial is available at www.colligocontributor.com. 

Contributor Add-In significantly improves the user experience for storing emails and attachments in SharePoint, leading to greater adoption of SharePoint for email 
management throughout the organization. Because Contributor Add-In supports online and offline access through the Outlook interface, applications that have been 
developed or migrated to SharePoint are available to users without having to leave the Outlook interface. Finally, Contributor Add-In is easy to deploy and configure and, 
because users self provision SharePoint lists to Outlook folders, requires little ongoing management from IT.

The following screenshot highlights some of the features of the Colligo Contributor Add-In for Outlook:

http://www.colligocontributor.com
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About Colligo Networks Inc.

Colligo is a leader in client collaboration software, helping organizations drive SharePoint adoption by providing an intuitive user experience 
that better integrates SharePoint into the way users work on their desktops. Information workers can easily access, modify, and create 
SharePoint documents, forms, lists, and metadata through familiar desktop interfaces. Contributor Client delivers instant access, online and 
offline, for mobile and remote workers. Contributor Add-In integrates Outlook with SharePoint for better email and document management. 
Colligo is Microsoft Gold Certified. Learn more at www.colligo.com.

1)	Sync SharePoint document libraries with Outlook folders

2)	Create new documents and fill out forms from site templates

3)	Content available online and offline

4)	Filter and sort content

5)	Full support for metadata

6)	Support for views

The table below summarizes the features and benefits of the Colligo Contributor Add-In for Outlook, as highlighted in this white paper:

Feature Benefit

Access SharePoint content within the Outlook interface Eliminates context switching between Outlook and the browser

Users self provision the association of Outlook mailbox folders with SharePoint 
lists

Eliminates IT overhead to manage integration of Outlook folders & SharePoint

Users can move email and attachments to SharePoint via drag-and-drop to 
Outlook folders	

Ease of use increases user adoption of SharePoint for email management

Automatic extraction of email properties to SharePoint metadata Eliminates the need for users to enter email metadata

Custom metadata applied at time of drag-and-drop Improves findability & eliminates need for users to set metadata later

User selection of Content Types Enables users to apply different email retention policies to different types of emails 
& attachments

Supports SharePoint site features such as metadata, views, & custom lists Applications will operate through the Outlook interface (e.g. for Notes migrations)

Local SharePoint cache & client run-time engine Supports offline access to SharePoint content &  applications

API and Software Development Kit Enables development of custom applications, add-ons, & deployment options
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