
Send e-mail to a shared documents folder in SharePoint 

 Navigate to the Shared Documents Library 

 > Settings > Document Library Settings 

 

 

 

 >  Incoming e-mail settings (under Communications) 

 

 

 Enter an e-mail address 

for this document library. 

 

 

Check Save original e-

mail if you want the 

body of the e-mail to be 

saved in the document 

library. 

 

Determine whether you 

want people with 

permission to use the 

library only or all MU 

users to be allowed to 

send e-mail to this 

library. Note: incoming 

email only accepts email from Marquette addresses  

 Open Outlook and send an e-mail with an attachment to the address you made for the document 

library. The attachment and possibly also the body of the e-mail will show up in the library. 


