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Welcome to Houston SharePoint Saturc

Thank you for being a part of the first ever
SharePoint Saturday for the greater
Houston area!

APlease turn off all electronic devices or set thenvitarate.

AlIf you must take a phone call, please do so in the hall so as nc
to disturb others.
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A Challenges that SharePoint Records¢ The Problem
Mgmt. Must Address

A Best Practices for Electronic Recordlss Current State of the Ait
Mgmt.

A Best Practices for SharePoint Contérdé NewTools and Featurds
& Records Mgmt.

A Foundation for a SharePoint Best | ¢ SharePoint Framework
Practices Framework

A SharePoint 2010 ECM & RM? c |
A Discussion




GIMMAL COMPANY FACTS

HOUSTON
NEW YORK
WASHINGTON D.C.

o
Gimmal

A Enterprise Content & Records Mgmt. Expe
A Content and Records Management Specialists
A Trusted Advisors on large ECM programs
A 150 + clients with household names
A Thought Leadership

A Nationally Recognized

1
{;: ’Eaﬁm A Founded 2002 Houston, NYC, Washington

Team averages 10+ years of experience
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o=\ A Broad Experience
Q A Clienteleg Fortune 200 & government
A Experience with all leading vendors
A Especially EMC & SharePoint
A Especially Enterprise RM deployments
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TOP 10 QUESTIONS IN ECM & RM

A Can we do everything with SharePoint?

A Does SharePoint RM scale to the Enterprise?
A Does SharePoint 2010 RM fix everything from MOSS 20077

A Can we justify consolidating ECM & RM to a single vendor?
A2 KIG o2dzi 2dzNJ AygSadySyda Ay a-

A Do we need one File Plan and Retention Schedule for Electron
and Physical Records?
A What about Papebased Records Management?

Al 2¢ akK2dzZ R ¢S dzas a. A3 . dzO1Si04a¢
A Who should control the Records Management functions?
A How is SharePoint related to eDiscovery?
A If we build it, will they come?

A Bonus Questiog What about SharePoint 20107
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CLIENT CHALLENGEDL

A Content Volume is Doubling Every 18 Months
A Email has become a killer application & critical to business
A Share drives are 50% duplicates, trash & outdated information
A Few organizations have content management for all knowledge wor
A SharePoint is a disruptive technology for enterprise content and rec
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CLIENT CHALLENGES

A Finding Information is Difficult and Time Consuming
AT v alé AGQa SFaAaASNI 2y (GKS
ACleanup, access, and management are needed
ANo one wants to be the librarian for their own information

(O mar
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Explorer [Office [ Outlook ] SharePoint]

N

[ LegacyApps ]

*AlIM Tracks Business Benefits of
Enterprise 2.0 June 30, 2009
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ENTERPRISE USAGE MODEL
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MICROSOFT VIEW OF SHAREPOINT PRC

. Foundational ECM
C Limited Support for Products

10

Document Records el S Document Email Human
Mamt Mamt Content Media Output Archivin Centric
gmt. gmt. Mgmt. Mgmt. Mgmt. 91 | Workflow
. Supplemental ECM
C Embrace and extend SharePoint with Product Partn?
Physical, DoD Business Transactional Scanning and Archiving &
Records Process Content Ca tu?e Library
Mgmt. Mgmt. Mgmt. P Services
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Top Site Portal

Top Site Portal
AOneoff design from rest of sites
ALook and feel
ANavigation
ANo centralized site directory
AContains documents
AMany are copies of documents
from other sites but are put
here for convenience
ADo you really want to have to
manage documents at your
portal level?

11
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Top Site Portal

Site 1

AOneoff navigation
A5 subsites

A17 pages

A3 document libraries
A19 content types
ANo retention mgt

Al ocal searclkonfig
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Top Site Portal

Site 1

A Oneoff navigation
A 5 subsites

A 17 pages

A 3 document libraries
A 19 content types

A No retention mgt

A Local searclonfig Site 2

AOneoff navigation
Al subsite

A3 pages

A1 document library
A4 content types
ANo retention mgt
AL ocal searcleonfig

13
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Site 1

A Oneoff navigation
A 5 subsites

A 17 pages

A 3 document libraries
A 19 content types

A No retention mgt

A Local searckonfig

Site 2

Oneoff navigation
A 1 subsite
A 3 pages
A 1 document library
A 4 content types
A No retention mgt

A Local searclkonfig

14

Top Site Portal

Issues:

1. Sites are not connected

2. [Each site has own branding,

look and feel

3. Navigation is inconsistent

4. All content is retained forever

5. Different definitions of content
A {AGS m K¢ &

t dZNODKIF aAy 3é€

A {AGS H KI a

6. Search experience differs per

site

aLy
aLy
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Site 1

A Oneoff navigation
A 5 subsites

A 17 pages

A 3 document libraries
A 19 content types

A No retention mgt

A Local searckonfig

Site 2

Oneoff navigation
A 1 subsite
A 3 pages
A 1 document library
A 4 content types
A No retention mgt

A Local searchkonfig

Top Site Portal

Site 3

AOneoff navigation
A26 subsites

A64 pages

A13 document libraries
A270 content types
ANo retention mgt
AlLocal searcleonfig
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NSte Portal

O0AOO00AAO

More Issues:

1.
2.

4.

o O

Chaos grows
Content volume is increasing
rapidly with this new large site
¢ still no unified retention
policy
2 5Q00S IR
content types
A This site added an
ALY BRSYR2 NE |
GLY 32 R2YS NI OG 2
Metadata management is
becoming inconsistent
No standard security model
How areRecordsnanaged?

RSR Y2NJ
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Top Site Portal Some sites may be connected to

Portal, others 7\
How do you

How are you
govern this?

L going to
/g \06

support thIS7§
/%ﬁ“\ KbeAAO\
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Best Practices for SharePoint Enterprise
Content & Records Mgmt.

FORREEHARORQRECORESORIDH MG
GOVARRANRCEANANDNMIRMMRICEAN CI
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STATE OF ELECTRONIC RECORDS MANAGEMENT

Aaz2zald O02yGSyli R2S8Sa yz2i KI

A Once stored, most content is not retrieved

A Large volumes of unmanaged content

A{GATf KIOS GFANB RNMff &c¢
FOIA, litigation, investigations, etc.

A Enterprise content management solutions can be
complicated and expensive

19



211 ¢ Q{ 2 qg@VERALIDBEST PRACTICE

Governance Covers All Content
Enterprise Information Lifecycle Model
Records Retention Schedule
Retention Hold Process

. Automated Destruction Process
Destruction Logs

Communication and Training
Compliance Monitoring

O NOoO Ok WD R
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1. Governance Covers All Content Formats and Versior

21

AModern Software Tools enable Enterprise Content Governanc
ABuild on Guidance From Standards
- GARPG@ttp://www.arma.org/garp/

- DoD 5015.05TD Electronic Records Management
Software Applications Design Criteria Standard
http://jitc.fhu.disa.mil/recmgt/p50152stdaprO7.pdf

- 1SO 15489Information and Documentatiog Records
Management http://www.arma.org/

- Dublin Core Metadatanttp://dublincore.orq/
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2. Enterprise Information Lifecycle Modé€l User Expectation:

22

A All content has to be managed:

Compliance with regulations for retention, privacy, and seciNity Y § ¢
Content is managed from creation to disposition, usually destruction
Risk mitigation to protect IP, business continuity and disaster recover
Production of records in litigation and FOIA /Open Records Act reque

A Standard retention and rules for all content in every ILC state
- Minimizes abandoned and orphaned content
- Accelerates destruction of temporary content
- Defines rules for transitions between ILC states
- Tagging early in ILC is important to enterprise retention and retrieval

C Predictability, relevance, accuracy, confidence, and tru



ENTERPRISE INFORMATION LIFECYCLE

23

l_ _\

Work In
Progress

lemporary

Disposition
[ Retention ] [ Retention ] [ Retention ]
XX Days XX Months Retention Schedule
Location(s) Location(s) Location(s)
Network Shares Document Libraries In Place, Record Center or
E-mail Inbox 3 Party Product
Metadata Metadata Metadata
Name Name Name
Content Type Content Type
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3
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. Purpose of retention schedule 1cord retention

A Applicable to all record media, formats

A Compliant with legalNJj Y a@ci@ss all countries and jurisdiction
A Compatible with how laws and regulations are organized

A Simpler the better!

A Big Buckets

A Integrated Legal Research




BIG BUCKET APPROACH

AwSGSyidazy /1 1GS Elemm@réSraentiorN&dlsposnch{OﬂaSa@ai 5
A Same or similar business processes

A Same or similar legal and regulatory requirements
A Maintained for the same or similar amount of time

ACS6SNkOoAIISNI ao0dz01Sdaeg | NB L J

A Easier for users & automatic categorization tools

A Improve ability to consistently retain records
A Lower total cost of ownership

A Best practice to structure retention scheduledased on ISO 15489

A 1stlevel is derived from functions and activities, not business unit names
C (Business Function

A 2nd level is based on the activities constituting the function; retention periods are
assigned & destruction is managed at this le@el(Retention Category

A 3rd level is comprised of record types generated as a result of activities or
transactions within each record serie€ (Record Typg

25



RETENTION SCHEDULE STRUCTURE

_ Retention
Business Category  Record Type

Function _
(Big Buckets)

<-
HE
=4



LEGAL RESEARCH AND LEGAL CITATIOI

A Failure to comply with laws and regulations creates risks:

C fines, sanctions, and penalties, including embarrassment
A Commercial : >15,000 legal citations at US federal and state le
A State Government Must comply with state rules
A Legal research usually performed by attorneys

C Legal Citations
A Mapping Legal Citations to Retention Categories

C Retention Schedule

27
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4. A Retention Hold Process must be followed

A Standardized process to apply and remove retention holds
suspends the retention schedule for:
A anticipated litigation,
A governmental proceedings,
A investigations,
A or audits

A Holds need to be applied to electronic content in secure man

28
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5. Automated Destruction Process

A Automated when possible and sustainable
A When content meets its retention peridd usuallydestroyed immediately

A When destruction of electronically stored content cannot be automated
manual processes are used so content is deleted at the end of its lifecy

6. Destruction Logs

A Destruction logs provide evidence to verify of electronic record destruc
A Destruction logs prove content was destroyed for an investigation
A Keep information on the destruction log to a minimum

A Unique identification of piece of content
A {A3yATAOLIYl RIFIGSE 2F LASOS 27
A Systemgenerated information and properties

29
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/. Communication and Training

A Communicate a consistent messageretention management is important
A People will embrace the change process if clear information is available
A Regular compliance training for new hires and information workers

8. Compliance Monitoring

30

A Monitor information workers compliance in natisruptively and transparently
A When nonrcompliance is discovered, take action to bring into compliance
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Best Practices for SharePoint Enterprise
Content & Records Mgmt.

FORSHARREONT SO VERNVANRIEAT
AND copnBARNCE



SHAREPOINT GOVERNANCE AND COMPLIAN

A Standardized Site Templates
A Publishing
A Collaboration
A My Sites

A Applying a Framework

A Auto-Provisioning of Sites
A Metadata Inheritance

A Drag and Drop Support
A Functional Scoping

32



STANDARDIZED SITE TEMPLATE TYPES

A Site templates for “Gmases

M 1

G Wekome Schusler Extra, Thor = | Maraes | Teamview = | Myvie e

age Contact:
Inside Thor-Org-1 ster £x7a, THor

A Publishing el e s vami
Wekome to your new Maraview Communcation

o Feed Teamiiew. Use the Communikation TeamView [0 provide 3 There are no relsted Teamviews
News Stand for your 0rganzation, project or community, for tha Team\iew.
communicate mession and vision, author naws letters,

track scorecards and to provide many more informational

components for your audiences.

Our Pecple

A Collaboration
A Personal (MySite)

= — e =
Gimmal Group
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Page’fr| S T B Ll L BT
L] Otteter 309 .
|\ Sun Moo Tee Wed The Fri Sat -~
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ecreres (A1g Jamertains e Net
'\ é ey re e doumern n L] Cor

waed by the Fubinnng featue % wmare
e » 1N sle.

t Trareng Matensl
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STANDARDIZED SITE TEMPLATFESBLISHING

A Publishing Global Navigation
A Purposeg Presentation of approved content & Site Directory

to a broad audience \

A No document storage in these sites = @ Masthead < >
T

Gimmal Group

il .

Inside Thor-Org-1

;c~1
dhuster £x1a, THor

Related TeamViews

Local Navigationsgsitas: musm— -

AON, Pro;
aws letters,

Owr NS
- Pecple
Our ScoreCard l A0K SCOTECATTS ANG T r}e m.\n m e infor maborul
2 components for your ¥ et

Below you can find the curent news aruckes for your new
news stand. Artides are sorted by Artxle Date in
dexqung order. You can add new artides through the
News Stand bnk in the current navigation.

You should moddy thes paragraph and the page pitwe to
reflect information about oul 0fQANZILON, Project or community, To modify thes page, select Edt

A Features

tandardized navigatio
Standardized search e e S o S S R
A Standardized site and stsite structure . ”.imm_ﬂmm,m& .
A Custom web parts S e S

l = Umi-oi Mm'
~ Standard Zonea,,.,_

Sample Publishing Site Home Page
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STANDARDIZED SITE TEMPLATJEELABORATIO

A Collaboration

A Purposeg Content creation and sharing
within a team

A 3 Templates Supported =
A Organization e
A Project e
A Community of Practice an
A Limited access based on membership| "7 """

A Features <

A Standardized page layouts

A Standardized navigation

A Standardized search

A Standardized site and stdite structure
A<Standardized library stru

A Custom web parts

Sample Collaboration Site Page

35



STANDARDIZED SITE TEMPLAAERSONA

A MysSites
A Personalized pages
A Personal content management space .
A Personnel directory - - ' e

. Brad Teed

SharePont Sites * My Uinks
A Features — || —— e

A Standardized page layouts = e | -
A Standardized navigation, tied directly :.;W s - o | ==

with all Framework sites + S . ,u -
A standardized search e
A Standardized site and stsite structure | .. e Sl -
A Standardized library structure ;"-:.”m " i o

36



BASE SITE STRUCTURE AND PAGE CON

Best Practiceg Framework:

ASupport any baseline design for
sites and suisites, pages and
web parts, styles and branding

AE stablish consistency of site
structure throughprovisioning

Avianage sites through SharePojn&— -
Features and Content Types
iInherited into sites(applied
programmatically), not as one
offs, like traditional site templates

ASupport standardization of
security model and configurable
levels of security inheritance
throughout the tree

37



APPLYING A FRAMEWORK

Top Site Portal Some sites may be connected to

38
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FRAMEWORK SITE MODEL

Enterprise
Intranet
Site
Collection(s)
AAIl TeamSitestart

N\
V%
out the same
Organization >
Project,
Workgroup&
Community
TeamSites

<—> = User Navigation
39



FRAMEWORK SITE MODEL

Enterprise
Intranet

Site
Collection(s)

AAIll TeamSitestart

V%

out the same
Organization > ASites will be
Project, configured to meet
Workgroup& individual team
Community needs
TeamSites ABut standards for

usability and

governance will

always apply

<—> = User Navigation
40



FRAMEWORK SITE MORQRADDING MYSITE
AAll TeamSitestart

Enterprise
Intranet
Site
Collection(s)
out the same

Organization /\ > ASites will be
Project, configured to meet
Workgroup& individual team
Community needs

TeamSites ABut standards for

usability and
governance will
always apply

o VYV VYV VN

<—> = User Navigation
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AUTOPROVISIONING

Standardized Site Templates

a A Leverage request and approval workflow
\-) process with InfoPath forms
L 1 A Produces standardized environments
3—_—] = Lo U= 4 A Security groups and membership
. A Roles
ol B BT -8 A Pages and navigation
: A Web Part
A Supports all Site Templates — 5o
A Publishing A Document Libraries
A Collaboration é Content Types
L. Site and library columns and adpmpulation rules
§Organ|zat|on A—Custom functions
Project

A Community of Practice
A Personal (MySites)

o o To Ix

42

Implement Features that are easily manage
Ensures governance settings

aAYAYAT Sa a! RYAYA&GN
Limits manual configuration to local busines:
specifications



Information Lifecycle

AFile Plan T AContent Types

ARetention Schedule Alnformation Policy
ALegal Citations L[] / ARetention Definition
« Master\ Tembl
Record ALegal Holds T /A\[] ocument Templates

Microsoft JAVA

External Blob

Top LevelRortal
Storage (EBS) pLev

(C RBS)
’ ALifecycle
Ootional ATaxonomy
optional: Team Sites ANavigation
BlueThread AFeatures
Documentum l ASearch
Source One ASecurity
HP Tower AXMLConfig

43 SHAREPOINT FRAMEWORK MySites



METADATA INHERITANCE

Standardized Site Templates

A For autepopulation of metadata based on rules
A Minimizes need for user Input, improves user adoption
A Captures necessary information to support compliance or other rules

A Fully configurable at multiple levels
A Site collection, site, library, folder and content type

' Metadata Inheritance Rules
i)

Use this library to manage Metadata Inheritance Rules

New =~  Actions - pLkings v
Edit Maode Field Value

= Mode : All (5)
@ al Jurisdiction United States
A Al Organization Operations Manager,
A Al Owner Org Code 50457128
= Lifecycle State Draft
=2 Al Published Indicator False

44



DRAG AND DROP SUPPORT

Standardized Site Templates

A Allows for drag and drop of files

from non-SharePoint sources
Into Document Libraries
A Configurable

A Can support autelassification
and autepopulation of
metadata

A Supports zero, one, or multi
click use cases

45
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ADMINISTRATIONFUNCTIONAL SCOPINC(

Standardized Site Templates

A Automatic pruning of administrative functions not appropriate fo
local administrators

A Configurable by type of site

A Prevents local administrators from circumventing global rules ar
violating compliance

A Still gives administrators the local autonomy they need to
configure and customize sites for their business needs

46



