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1. Introduction 
Email Manager is a SharePoint Framework (SPFx) App that extends the standard SharePoint functionality 

for emails. 

Email Manager allows for fast viewing of emails and email attachments such as docx, pdf, zip, … in the 

browser. The app also allows for extracting email metadata from emails during uploading and capturing 

values into SharePoint columns. SharePoint document(s) can also be directly attached to a new email or 

added as a links. 

This document describes the key features for using the App. More detailed information about the 

functionality offered and the technical specifications is available via our web site 

https://www.slimapplications.com/product/email-manager/ 

 

The assumptions are made that the App has already been installed and configured by a SharePoint 

Administrator or a user with sufficient permissions. 

Email Manager supports emails in msg and eml format. 

https://www.slimapplications.com/product/email-manager/
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2. Getting started 
The Email Manager preview can be opened using three different methods. 

2.1 “View email(s)” button 
This method is always available. The “View email(s)” button is visible in the library’s ribbon and through 

the ellipsis menu. 

 

Figure 1. Ribbon in a document library using the Modern view. The Email Manager section in the ribbon is 

marked in green. 

The “View email(s)” button is always visible whereas the “Mail item(s)” is only visible when one or more 

items have been selected. 

 

2.2 Ellipsis menu 
The ellipsis menu (…) for emails contains the options to “View email(s)”. 

 

 

Figure 2. Email Manager “View email(s)” option in the ellipsis menu of an email. 
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2.3 Click on the email name 
This method is only available when it has been configured by your Administrator. This method allows 

users to simply click on an email name to open the Email Manager Viewer. 

 

Figure 3. SharePoint site with the Email Manager app where the email name opens the Email Manager 

Viewer. 
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3. Email Manager features 
Email Manager can be configured by your administrator to display the email header in a SharePoint 

Online presentation mode and in an Outlook presentation mode. This is shown in the figures below: 

 

Figure 4. Email Manager configured with the SharePoint Online presentation mode. 

 

The SharePoint Online presentation mode in Email Manager mimics the SharePoint Online preview. The 

key differences with the standard SharePoint preview are the ability to directly open attachments and 

the correct time zone of the sent date. 

 
Figure 5. Standard SharePoint Online preview with only attachment names. 

The figure below shows the Email Manager using the Outlook presentation mode. In the remainder of 

this section the screenshots will use the Outlook presentation mode. 

 
Figure 6. Email Manager configured with the Outlook presentation mode. 
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3.1 View emails 
Open an email using one of the methods described in the previous section. This opens a dialog window 

with the preview of the first email. 

 
Figure 7. Email Manager with a preview of an email. 

The view shows the email’s metadata such as To, From, ... and lists the details of the attachments.  

 

The “previous” and “next” buttons at the top of the window provide easy access to the adjacent emails. 

This right arrow and left arrow buttons on the keyboard also allowing moving to the next or previous 

emails. Enter the number of an email to jump to that email. 

The icon at the top of the page allows tagging of emails of interest. Upon closing the dialog window 

these emails are selected for further processing. For example, move to a different location, change 

properties for these emails, download, … 

The “Preview in SharePoint” allows previewing of the current email using standard SharePoint preview. 

The preview window can be closed by clicking the “Close” at the top right corner or using the ESC key on 

your keyboard. 

 

In most emails the user has the presentation options “Rich Text” and “Plain Text”. In some emails the 

additional option “HTML” is also shown. The presentations of “Rich Text” and “HTML” are normally 

identical. 
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3.2 View email attachments 
Unlike the standard SharePoint preview the Email Manager allows for direct viewing of email 

attachments. 

  
Figure 8. Email Manager with a view of a PDF attachment. 

The attachment(s) can also be downloaded by selecting the option “Download” from the attachment’s 

context menu. The following file formats can be directly shown in the preview window: pdf, png, jpg, 

bmp, gif, msg. eml, xml and svg. Office file formats (docx, xlsx, pptx, vsdx, doc, xls and ppt) can also be 

directly shown if the administrator has configured the Office cache. 

 
Figure 9. Email Manager with a view of a Word attachment. 
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In case the file type cannot be directly viewed (tiff, zip, dwg, ...) an option to download the file is shown. 

Email Manager also support previewing emails with msg attachments (and their attachments). 

 
Figure 10. Preview email with an msg attachment containing a PDF attachment. 

 

The contents of zip attachments can also be viewed in the browser. 

 
Figure 11. Preview email with a zip attachment. 
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3.3 Mail item(s) (optional) 

SharePoint document(s) can be directly attached to a new email. Select one or more documents and click 

the “Mail item(s)” button to generate a new email with the selected items attached. 

 

Figure 12. Select SharePoint files to a new email. 

Selecting a folder and then clicking “Mail item(s)” will generate a new email with a zip file as attachment 

with the folder structure. The “Mail item(s)” functionality is limited to 5 documents and a maximum total 

attachment size of 25 MB for msg emails and 100 MB for eml emails (depends on the configuration by 

your Administrator). 

3.4 Mail link(s) (optional) 

Select one or more documents/folders and click the “Mail link(s)” button to generate a new email with 

links to the selected items. This feature is useful when the recipients have access to the items in 

SharePoint. 

 
Figure 13. An email with links to the selected SharePoint documents/folders. 
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3.5 Copy email link(s) (optional) 

Select one or more emails and click the “Copy email link(s)” button in the ribbon to copy link(s) of the 

selected email(s) to the computer’s clipboard.  

 

 
 

Figure 14. “Copy email link(s)” button. 

 

The clipboard contains the copied links: 

https://ikapa.sharepoint.com/sites/DE/EmailDocumentLibrary?id=/sites/DE/EmailDocumentLibrary/D
emo&pID=34&previewURL=https://ikapa.sharepoint.com/sites/DE/EmailDocumentLibrary/Demo/Uw 
Microsoft-factuur G073451317 is gereed_2025-01-10_05-10-29_2025-02-12_Paul de Jong 
(Administrator).msg 
https://ikapa.sharepoint.com/sites/DE/EmailDocumentLibrary?id=/sites/DE/EmailDocumentLibrary/D
emo&pID=35&previewURL=https://ikapa.sharepoint.com/sites/DE/EmailDocumentLibrary/Demo/Vie
w your Office 365 Small Business Premium invoice_2025-02-02_10-27-30_2025-02-12_Paul de Jong 
(Administrator).msg 

 

Opening the link in a browser will open the email using the Email Manager preview. Email Manager uses 

the pID value to select the document, the previewURL is included for informative purposes only. 

 

Note: the link will remain working if the email is moved within the library. However, it will no longer work 

if the email is moved to a different library inside or outside the SharePoint site. 

 

Note: closing the preview will refresh the SharePoint page  

 

3.6 Filtering and sorting columns 
The tool can handle filters on column values and sorting orders on columns. The tool will show the same 

items in the same sort order in the preview window. 

 

3.7 Extracting email metadata (optional) 
An optional feature of the tool is the ability to extract email metadata from emails during uploading. This 

is fully transparent for the user. 
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Figure 15. SharePoint modern page with automatically extracted email metadata. 

 

The App can extract commonly used email metadata fields like To, From, Subject, Sent date, … and store 

the values in SharePoint columns. The Email Manager Administrator Guide (see Resources section in link) 

provides full details about the capabilities. 

 

Note: the extraction will only be present if this has been explicitly configured by the Administrator. This 

involves creation of the SharePoint columns and configuration of the mapping. 

The metadata will be extracted from emails if they are added to SharePoint using drag and drop (e.g., 
from Outlook) or using the browser’s “Upload” button. 
 
Note: metadata is not automatically extracted from emails added via OneDrive for Business Sync, mobile 
devices or other tools. This also applies to emails that are present in SharePoint prior to the deployment 
of Email Manager. 
 
  

https://www.slimapplications.com/product/email-manager/
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3.8 View email metadata properties 
The email metadata present in the email itself can be accessed using “Properties” when viewing an 
email. 

 
Figure 16. Properties of an email. 
 
The Advanced section can be expanded/collapsed using “Show/Hide”. 
 
Use the “Close” at the top right of the section to close the dialog window. 
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3.9 Collapse/Expand the email header section 
The email header (with the From, Subject details) can be collapsed for an individual email by clicking 
“Collapse”. The “Collapse all” collapses all emails. 
 

 
Figure 17. Collapse email header(s) to increase the space available for the email text. 
 

3.10 Open in app (optional) 
The “Open in app” button is only visible when this has been configured by your SharePoint 

Administrator. It is useful when the user’s computer is configured to directly open emails from the 

organization’s SharePoint tenant using the local Outlook client. 

 

The button is visible in the ribbon, the ellipsis menu, and the preview dialog and allows opening of the 

SharePoint email using the local mail client (e.g., Outlook). 

 

Figure 18. “Open in app” button in the ribbon. 
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3.11 Search for email metadata (optional) 

It is possible to execute Outlook-like searches (from: john) in the regular search bar if Email Manager is 

configured to extract email metadata and the Administrator has also configured the search. 

 

Figure 19. Search for emails using Outlook-like searches. 

Other examples are: 

Subject: Twitter 

Sent:15/11/2022 (change the date syntax to reflect your system) 

 

3.12 Highlighting search word(s) 
Email Manager supports highlighting search words in emails and pdf attachments. Highlighting search 

words in Office attachments is also supported on SharePoint Online. The Office attachments are shown 

as pdf files in the browser.   

 

In the figure below the search word “8657” is highlighted in the email. 

 
Figure 20. Highlighted search word “8657” in an email. 
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An optional feature is the indexing of email attachments. If this has been enabled by your Administrator 

it is possible to also highlight search words in pdf attachments and Office attachments1. The example 

below shows the highlighting of a search word in a pdf attachment. If an attachment contains the search 

word an amber border is shown. 

 

 
Figure 21. Highlighted search word “0.04” in a pdf attachment. 

 

 

3.13 Localisation (optional) 

Email Manager supports localisation. The buttons and instructions of Email Manager are shown in the 

selected locale (e.g., fr-CH). This is configured by your SharePoint Administrator. 

 

Note: the format of the date in the Email Manager preview is controlled by the SharePoint Administrator. 

It can be set to use the format for the site or use the user’s browser locale settings. 

 

3.14 Date and time formatting 

The dates shown by Email Manager (e.g., Sent Date) can be shown in the format of the site (default) or 

the user’s browser. This setting is controlled by your Administrator. 

 

Note: The Received Date shown in the email preview is shown in the user’s local time zone. This may 

differ from the Sent Date shown in the standard SharePoint preview which show the time in UTC. 

Hovering over the date in the Email Manager preview shows the time zone used. For example, GMT+2.  

 
1 This is only supported for SharePoint Online. 
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3.15 Supported languages 

Email Manager supports viewing emails with different languages using HTML. 

 

 
Figure 22. Example of an msg email with different languages. 

Using Email Manager to preview emails with different languages avoids the encoding issues that  

sometimes occur in standard SharePoint preview. 

 

Figure 23. Example of an msg email with different languages using the standard SharePoint preview 
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3.16 Upload emails to standard SharePoint page and using the Email Manager 

rename functionality 

Uploading emails to the standard SharePoint page (via drag-and-drop or using the “Upload” button) and 

using the Email Manager renaming functionality may result in conflicts with existing emails. 

 

Email Manager will automatically detect if renaming of an uploaded email will result in a conflict and 

show a conflict dialog . 

 

 
Figure 24. Dialog when an email already exists after renaming. 

 

The user is offered the following options: 

a. Add the email as a new version to the existing email: select checkbox + click “OK” 

b. Add the email with a unique sequence number like  (1): click “OK” 

c. Cancel the request and delete the email: click “Cancel” 

 

Note: the uploaded email will not be renamed if the user does not select any of the above options and 

closes the conflict dialog. 
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3.17 Upload emails from Outlook to SharePoint 2019 or SharePoint Server SE 

Email Manager allows users to upload emails from Outlook to SharePoint 2019 or SharePoint Server SE 

using drag and drop without an intermediate step to save emails locally. After clicking the “Upload 

email(s)” button in the ribbon the SharePoint 2019 / SharePoint Server SE page allows users to drag and 

drop emails from Outlook. 

 

Figure 25. “Drag and drop” area in SharePoint 2019 or SharePoint Server SE 

 

Figure 26. Uploading multiple emails using “drag and drop” in SharePoint 2019 or SharePoint Server SE 

 

When an email already exists a dialog window is displayed (similar to Harmon.ie) with the options to add 

the email as a new version, append a unique sequence like (1) or cancel the upload request. 

 
Figure 27. Dialog when an email already exists in SharePoint 2019 or SharePoint Server SE 
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3.18 Search for email attachment content (optional) 

Email Manager will automatically extract unique words from attachments (pdf, docx, xlsx, pptx, zip and 

text files) during uploading and add the words to the SharePoint Search index. This allows users and 

security/compliance officers to use SharePoint search to find content in email attachments. 

 

Simply use the standard search field at the top of the page to execute a search request. 

 
Figure 28. Search using SharePoint Search 

Figure 29. Email preview with the search word highlighted in the email text and attachments
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If Email Manager is configured to view pdf attachments using Mozilla pdf.js (controlled by your 

Administrator) the search words will also be highlighted in the pdf attachment. 

 

Figure 30. Email preview with the search word highlighted in the email text and pdf attachment 

 

3.19 Open pdf attachments on a specific page (optional) 

Depending on the configuration of Email Manager by your Administrator it becomes possible to open pdf 

attachments at a specific page. 

 

For example, when a vendor frequently sends emails with attachments and the page of interest is page 

4,  it is possible to configure Email Manager to open the pdf attachment directly on page 4. 

 

This needs to be configured by your Administrator. A requirement is that the names of the attachment 

must use a common naming scheme like invoice123456.pdf or inv 123456.pdf 

The automatic opening can be configured for multiple naming schemes. For example, 

EUINNL24-488596.pdf (used by AWS) 

52329102500.pdf (used by Microsoft) 

Invoice-123456.pdf (used by Apps4Rent) 

…  
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3.20 Document library web part (optional) 

Depending on the configuration of Email Manager by your Administrator it becomes possible to open 

pdf attachments at a specific page. 

 

For SharePoint 2019 and SharePoint Server SE the email buttons are shown in a separate ribbon. The 

administrator of the Email Manager controls which buttons are visible. 

 

 
 

Figure 31. Document Library Web Part with separate ribbon on SharePoint 2019 and SharePoint 

Server SE. 

 

For SharePoint Online the additional ribbon is not visible, and the buttons are shown within 

the document library web part. 
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Figure 32. Document library web part on SharePoint Online. 
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3.21 View thread (optional) 

This optional feature adds the option “View thread” to the command bar. When an email is viewed a 

search request is executed in the background to search for emails from the same thread. The number of 

emails in the thread is shown when the search query has completed. 

 

Clicking on the “View thread” shows a blue bar at the top of the Email Manager preview page.  

 

 
 

Figure 33. “View thread” showing the number of emails in the current thread 

 

The pane shows a drop-down list with the emails in the thread. 

 

Figure 34. “View thread” with multiple emails shown in a thread. 

 

The drop-down list shows the “From” and “Sent Date” of each email. 

 

Click on an email in the drop-down list to view an email. 

 

Use the ▲ Up and ▼ Down arrow icons to preview the previous or next email in the thread. You can 

also use Ctrl + Arrow Up or Ctrl + Arrow Down on your keyboard for quick navigation. 

Tip: when your mouse is positioned over the blue bar, the email list remains visible as you scroll through 

the messages. 

The current email is shown in blue. The other emails in the list are displayed in black when there's high 

confidence that they belong to the same thread. If emails only share the same subject line - without 

strong threading indicators - they appear in grey, reflecting lower confidence in their connection. 

 

Emails can be sorted using: 

- position in the thread (“nested”) (this is the default)  
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- date ascending 

- date descending 

 

 

 
Figure 35. “View thread” with multiple emails sorted by sent date ascending 

 

Emails found elsewhere in the SharePoint tenant are flagged as duplicates if they share the 

same Message-ID which is a unique identifier assigned to each email by mail servers. 

This method reliably detects duplicates regardless of the email's file name, location (site), 

email format (e.g., .eml vs .msg), size and even custom SharePoint properties like “project ID” that are 

automatically inserted into the emails via the SharePoint property demotion mechanism. 

 

The email with the oldest SharePoint modify date is treated as the original email and all other emails 

with a more recent modify date are classified as duplicates. 

Note: to list duplicates, users must have at least read access to the corresponding email(s), the search 

index must be current, and the Message-ID of emails must have been captured into a SharePoint column. 

There are multiple ways to close the drop-down list: 

a. move the mouse out of the drop-down list to the right or to the bottom. 

b. click on the X icon at the top right of the list. 

c. click on another option (e.g. Properties) in the Command bar. 

d. view another email. 

 

3.22 Identify and flag duplicate emails (optional) 

This optional feature shows a popup window when an email with an identical Message-ID, which is a 

unique property of an email, is already present in SharePoint. This requires configuration by the 

administrator of the Email Manager application. 
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Figure 36. Popup window showing the details of a duplicate email during uploading 

 

A duplicate email is identified using the Message-ID property. This approach ensures accurate detection 

of duplicates - even when the email’s name, size, location, or format differs. By comparing Message-IDs, 

Email Manager can reliably flag duplicates without relying on superficial attributes, helping maintain a 

clean and consistent SharePoint repository. 

 

Clicking on “Open location” will open the location in a different browser tab. The page only shows the 

duplicate email. 

 
Figure 37. Location of the duplicate email, displaying only the identified duplicate. 
 

The popup window is only shown when one or more emails being uploaded have duplicates in 

SharePoint. 

 

The feature uses search to find duplicates and the user must have at least read access to the duplicate 

email. 

Clicking on the X at the top right of the page closes the popup window. 

 

3.23 View and download Office attachments as pdf (optional) 

This optional feature is only available on SharePoint Online and adds the options “View as PDF” and 

“Download as PDF” to the context menu of Office attachments. 
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Figure 38. Office attachment with the options “View as PDF” and “Download as PDF”. 

 

3.24 Detect and highlight Privacy and Confidential items (optional) 

This feature adds the option “Privacy & Confidentiality” to the Command bar. The email being viewed is 

checked for privacy and confidential terms that have been configured by your Administrator. Typical 

terms are:  

- social security number 

- driving license number 

- date of birth 

- phone number 

- email address 

- social media links 

- credit card number 

- address 

- ITIN 

- … 

The set of terms to monitor can be easily extended by your Administrator. 

  
Figure 39. “Privacy & Confidentiality” pane. 
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The pane shows the possible items, their type and the number of occurrences. Clicking on an item in the 

pane highlights the item in the email. 

 

 

Figure 40. Highlighting the social security number in the email. 

 

The previous ▲ and next ▼ icons allow highlighting of individual terms. The asterisk ★ or ☆ allows for 

highlighting or hiding all items in the email. Moving the mouse outside the pane will automatically 

collapse the pane. Hover over the blue bar to automatically expand the pane again. 

Click on “Close” to close the pane. The list with terms can also be saved in CSV format for further analysis 

by clicking “CSV”. 

 

Figure 41. Screenshot with all items highlighted. 

The “Privacy & Confidentiality” feature will also detect terms in email attachments. Below an example of 

highlighting an email address in a pdf attachment. 
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Figure 42. Highlighted term in a pdf attachment. 

The highlighting of terms is also supported for Office attachments (docx, xlsx, pptx, doc, xls and ppt) on 

SharePoint Online. The Office file is automatically converted to pdf prior to highlighting the terms. 

 

Note #1 False positives 

The pane may show so-called false positives. These are words/numbers that match the criteria but are 

not privacy & confidentiality terms. These false positives can be safely ignored. 

Note #2 highlighting terms that span multiple lines (e.g., US address) may only highlight the first part of 

the address. This is a known limitation. 

 

Note #3 The current feature allows for detecting and highlighting “Privacy and Confidentiality” terms. 

Future releases will also support: 

- automatic extraction of the terms into SharePoint columns during uploading 

- follow-up actions like assign sensitivity or retention labels, check permissions and/or restrict access, 

initiate workflow, … 
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3.25 Encrypted pdf attachments 

Email Manager automatically detects if a pdf attachment is encrypted. An icon of a padlock is shown 

adjacent to the attachment name to inform the user. See figure below. 

 
Figure 43. Email with an encrypted pdf attachment. 

Note: Email Manager can only retrieve the filename of an encrypted PDF attachment. It does not process 

or extract any data from the encrypted file itself. Consequently, the contents of the PDF attachment are 

not indexed and cannot be included in search operations. 

Clicking the attachment name triggers a dialog for password entry, utilizing the browser’s native PDF 

handler for decryption. 

Figure 44. Email with an encrypted pdf attachment showing a dialog window to enter a password. 
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3.26 Show default retention label 

This optional feature is only available on SharePoint Online and shows the default retention label in a 

document library. 

  
Figure 45. Email Manager showing default retention label.
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4. Other information sources 
 

• FAQ’s: link 

• Knowledge Base: link 

• Other enquiries: info@slimapplications.com 
 

 
 
 
 

SLIM Applications B.V. 

Rotterdamseweg 402H 

2629 HH Delft, The Netherlands 

www.slimapplications.com 

info@slimapplications.com 

https://www.slimapplications.com/support/
https://slimapplications.zendesk.com/hc/en-us/categories/115000050605-SLIM-Companion-Email-Manage
http://www.slimapplications.com/

