SharePoint Feature – Incoming Email
As of June 2011, a new feature was implemented for SharePoint called Incoming Email. In a nutshell this feature allows users to add content to SharePoint libraries or lists by sending an email to an email address assigned to that list. 

The following list types can be enabled for Incoming Email:

· Document Libraries

· Picture Libraries

· Slide Libraries

· Calendars

· Announcements

· Discussions

· Blogs

Each library or list where you want this feature needs to be activated separately. This is because each list needs a unique email address. There are other settings that could vary from list to list also. Here is how you get to the Incoming Email settings.

1. Select “List or Library Settings” from the Settings drop-down menu in the list or library toolbar.

2. Select “Incoming e-mail settings” within the Communications section of the Settings page.

3. On the Incoming Email Settings page, you activate the feature, input the email address and choose other settings pertinent to that list or library.

4. Note that if you do not see the Incoming e-mail settings link, that indicates that the list does not qualify for that feature. For example, Tasks, Action Items and Issue Tracking lists do not have this feature.

 Please refer to this instructional web page from Microsoft that shows you how to set up each type of list.

Formatting Email Addresses
It is important to follow our recommended format for the prefix of the email addresses associated with your SharePoint lists and libraries. Following our suggested format has these two advantages:

1. It will greatly increase the chance that the system will accept it on the first try as being unique

2. The prefix of the address will indicate the list that it applies to without too much confusion. This will help with troubleshooting any issues with receiving emails because the support personnel can more easily get to the list the email address applies to.

Note that SharePoint only asks you for the prefix as the suffix is fixed (sp.ucop.edu). The prefix is the string before the @ sign. 

Here is the recommended format:

Site collection name-Site name-list name@sp.ucop.edu
We recommend that you abbreviate the site and list names so that addresses aren’t too long.  Also, it recommended that you separate words with dashes (hyphens) to make them readable.
Examples:

1. Announcements list on Help Center site: 
help-ctr-ann@sp.ucop.edu
2. Yellow Room Calendar on Communications site within External Relations site collection: 
er-comm-yellow-cal@sp.ucop.edu
3. Continue the Journey Documents on Graduate Studies site on ORGS site collection:
orgs-grad-cont-jour-docs@sp.ucop.edu
The table below contains the abbreviations and uses for each list type:

	List Name
	Suggested Abbreviation
	Uses

	Document Libraries
	docs
	You regularly receive documents from outside parties that need to go on your SharePoint site.  Also a way to bypass the email attachment size limitation (need to verify this)

	Picture Libraries
	pics
	A way to easily get photos from your mobile phone to your SharePoint site.

	Slide Libraries
	slide
	Same as document libraries.

	Calendars
	cal
	You want to manage your meetings in Outlook, but you want to keep a record of them in your SharePoint calendar.

	Announcements
	ann
	Your department head sends out regular email newsletters, alerts or announcements but doesn’t want to use SharePoint directly. A good way to populate your SharePoint announcements lists based on their emails.

	Discussions
	dis
	You can initiate a SharePoint discussion by sending an email to it. All subsequent email replies will auto-populate the SharePoint discussion.

	Blogs
	blog
	An executive can participate in a blog without using SharePoint.


