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Where to find OnePlaceMail in Outlook
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Ways to save content to SharePoint

Drag & Drop emails or
attachments to SharePoint
locations in the folder pane

Select one or more emails
and use the OnePlaceMail
ribbon action icons

Right click on emails to
Copy or Move to SharePoint

Use attachment menu
action or right-click
to copy to SharePoint 

“Send and file” or “Insert from SharePoint”
and make the using SharePoint part of
your daily workflow
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Navigating SharePoint with OnePlaceMail

Personalize: Right-click and 
add commonly accessed 
locations to your - Favorites -

Navigation tree: Easily 
access multiple locations in 
your SharePoint environment

OnePlaceMail: SharePoint ribbon 
View, Layout & Action icons

Preview emails, attachments
and item properties directly from 

content stored in SharePoint

Work with emails or documents:  
Access emails & documents in 
SharePoint. Double click to open 
the document, or e-mail to reply
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Search and filter SharePoint content / locations

Search SharePoint: 
Quickly find locations such 
as sites, libraries, lists, 
folders or document sets

Search content: Efficiently 
locate emails and documents

Filter & sort content: by column - 
name, email subject, document 
owner, location and more

Change view: Select different 
views available in the library

Click & type to filter:  Locations, 
libraries, lists, folders or document sets


