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What is ECM?

Retention Policies, Records
Management, and Archiving help
keep ECM Content Manageable

Too much content
can lead to chaos

Enterprise Content
Management

Chaos Archive and

Retention Policy
Content

ECM Brings Order to Chaos

Unstructured Data
Structured Data
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Manage the Unmanaged
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Agenda

Adoption

Compliance

Cost Effective
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Microsoft

Adoption

User Engagement and Empowerment
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Consumerization of Productivity Services
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[ Infrastructure

Limitations Protect
intellectual
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i Mail _
{ Security Governance ) ideshars
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Google  Linked[f]

Enterprise Level Consumer Level
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High Cost of Participation

- Huge burden on the content creator
- Creators have little stake in the outcome; short attention span

- A dis-integrated process
- Records custodians have little knowledge of the content; out of context

- ECM always an after thought

-+ Results
- Little participation
« Low compliance
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Return on User Investment - RoUI

-+ Improved User Interaction
- Improved navigation

- Improved search

- Improved management
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Adoption Plan

- Address ECM across the entire content lifecycle model

- Engage the content creator; the one with the best knowledge of the content

- Integrate ECM activities into the productivity tools so the actions are transparent and unobtrusive
- Support formal and informal classification and tagging

- Automate, automate, automate
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Starts with Creation
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When creating new
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Capture Metadata During Authoring

amp Time Super Light Tents -

Insert Page Layout

References Mailings Review View
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Clipboard = Font
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Snow Tents
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On the Insert tab, t
your document. Yo
other document b

with your current d

Capture metadata as part of You can easily cha

Fom

the other controls

authoering pProcess

| sSelect | Family Tents

theme or using a fo

To change the ove
change the looks a

with your current document look.

restore the look of your document to the original contained in your current template.

Customizable Document
Information Panel based on
InfoPath technology — metadata
can bevalidated against data
dictionaries and LoB' systems

=rall look o
pages, and
o coordinate

look for the

=2ctly by using
he current

Both the Themes gallery and the Quick Styles gallery provide reset commands so that you can always

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of
your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document building blocks. When you create pictures, charts, or diagrams, they also coordinate

ayout tab. To
et command.

Define required metadata in
content type definition —
synch metadata with
SharePoint server:
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Protect the IP in the Document

Documentl - Microsoft Waord
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Inspect and Remove Embedded Data

T—
Document Inspector p—— [ B |

To check the document for the selected content, click Inspect.

Comments, Revisions, Versions, and Annotations

Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information

Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks

Inspects the document for information in headers, footers, and watermarks.

Inwvisible Content

Inspects the document for objects that are not visible because they hawve been formatted as invisible. This
does not include objects that are covered by other objects.

Hidden Text

Inspects the document for text that has been formatted as hidden.

Inspect | | Close
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Integrated Workflow
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Workflows

‘v’l Approval - SharePoint 2010

‘Jl Collect Feedback - SharePoint 2010

http:/ demo2010a:80/ sites/documents/...

Workflows available

@ Collect Signatures - SharePoint 2010 In the Client

application




Store Documents In Place or the Repository

/7~ Documents - Windows Internet Explorer
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Document Set Management

/ Actiview Kenya Trip - Windows Internet Explorer
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Document Set

Site Actions ~ - 3rOWSE Custom Commands Documents Library
Edit Permissions Delete E-maila Send Capture Version Workflows
Properties Link To Version History
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Documents
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together in the ECM lifecycle
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Enable Offline Access

All’content creation and Alllversions and metadata

editing actions are available are available

Error Tools

sync

=a ¥ Cut B save as &y Check Out A Set Alerts -
CJ l_?i*a - _é, 3 X ) 2 = a P
&a Copy Wl Rename 23 Check In # erevious Unread
New Paste - Download Delete B > versions - oo Mark Mark = d Launchbar Search
Documem Documents Folder as l.mk - Properties sl Discard Check Out Read ~ Unread ~ & Next Unrea
New Clipboard i Document [ SharePoint Track Go To
Content ' Documents and Records Management SIG > IP Project Working Library
“ Documents ~ | Folders Name
& Bio Pictures = (23 P Project Working Library %] CAS for ALMAC.docx
> = =1 ReadyTech 10 - Content Classification and Security Session “2 HPL-2009-30.pdf
‘w2 IP Project Working Library (28 Current Slide Deck “% PvM-Model-Survey-Aug26-2009.pdf
lus Pages 3 Old Session Skides £ ] Sharing and Protecting Sensitive Content Ad v5.pptx
53 Shared Documents [ Research 1.3 Sharing and Protecting Sensitive Content Ad v6.pptx
P (3 Video Clips 21 What is ABAC.docx
=i What i ML.d
.- Ask an Expert 23 L o
%- Community Biographies
% Corpus Materiae Podcast Topi

Full effline access to all
synched content —
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Integrate with Other Enterprise Workloads

ECM workload activities should be
designed into every solution such as:
Business Intelligence,
| Social/Community Solutions,
. Composite Applications,
Collaboration Sites, etc.

Composites Communities

Search Users should not be aware that ECM
(s taking place
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Support for Nontraditional Content Sources / Formats

= Posts - Windows Internet Explorer _ =]
@;‘j - II:| http: ffdemo2010a/sites fceoblog/Lists Posts fAllFosts. aspx "'I | X Ib Bing -
<7 Favarites |77 Posts g - Bl - (= mmn -~ Page ~ Safety - Tools - igh- =

Contoso Administrator -«

Site Actions - m Browse Custom Commands

| ! Wersion History \ -
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o Item Permissions =

Mew Mewr Wiewr Edit Creclare Attach Waorkflows Approve/Reject ILike Tags &
Item - Folder Ttem tem  Record - % Delete Item File It Motes
Mewr jE Declare Record Actions Workflows Tags and Motes
N
Documeants Created By Fublizshed Category # Comments Edit Approval Status _I
Pictures Yoo — .
[+ Declare Record Contoso Administrator 10/8/2009 4:37 PM 0 3 Approwved
Photos Decl + d which
. eclare item a=s a record whic ..
v Partic ey e et rictiane e recond Contoso Administrator 10/8/2009 4:37 PM u} 3 Approved
Lists Fartic =pecific policies based on system
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Links Features in SharePoint 2010 : HEw
Fosts ¥ Rich compliance, ease of use and Contoso Administrator 10/8/2009 4:35 PM o 3 Approwved
Comments affordable. Who would hawe
thought? =& Hew
Categories i . ..
d W EcCM and Soccial Cemputing on a Contoso Administrator 10/8/2009 4:35 PM o 3 Approwved
Collizion Course - HEw
Discussions ¥ The world of content management Contoso Administrator 10/8/2009 4:35 PM 0 3 Approved
i= changing ::HeEw
Surveys
W welcome to yvour Blog! @ Hew System Account 10/8/2009 4:25 PM o 3 Approwved
B Recycle Bin Nk Aadd new itemn

R all site Content

Manage non traditional
formats such as BLOGs and
Wikis as records -

ffavascript:; [ [ [ [ [€& Local intranet | Protected Mode: Off [+ - [ = 1002 - _z
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Discovery and Preservation

r'_/_'_' Search and Add to Hold - Windows Internet Explorer
m - I http: ffdemo2010asites/documents_layouts fsearchAndAddToHold. aspx

<7 Favorites Search and Add to Hold

=42/ | 5ing (2]~

% v E) - 7 o= - Page~ Safety~ Took - @~ 7

site Actions ~

Contoso Administrator -

Ea

[Discovery supported by,
SharePoint or FAST Search

Fortal

Crocument Center

Document Center » Search and Add to Hold

U=se this page to discowver content related to a particular litigation, inwvestigation, or audit. Each search result can be added to a hold so that it
an be properly retained. Alternatively, the results can be sent to ancther site, such as a Records Center.

Record Center Fublishing Fortal

ria

Specify the site that you want to s terms related to the hald.

@

ILike It
Mote

Currently zelected site:

it=s
] Ihttp:ffdemuzﬂlﬂafsit&sfducuments Select Site I
Library You can specfy complex searches using the keyword syntax. Learn more abou
syntax. Enter one or more search terms into the box below:
Lists |harn&55 shackle|
Tasks Freview Results I
e Bin Local Hold or Export

Preserve in place or copy: to
another location for further
processing

e Content

Content can have multiple

holds

If your organization's policy allows this repository to store held content, you can keep the
i jise . documents can be copied to another repository.

The destination location list is populated with all valid Document and Records Center locations
as configured by the administrator.

Relevant Hold

Spedty the hold that the items should be subject to. If the items will be kept in place, this list
iz populated based upon the holds defined far this site and all parent sites. Otherwis e list
iz populated with the walid holds for the destination location selected

Open this site's hold list in @ new win

[pone
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Select the action to perform on the search results:

LCH Keep in place and add to hold directly.

o Copy to another location and add the copy to a hold.
Destination location:

=1

| Record Center

Select the hold to apply:

ISelec:t the hold to apply:
Description:

MNaone

Add a new hold...

Add results to hold |

Tags &
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Other Key Office 2010 Adds...

- Taxonomies and Folksonomies

- Metadata-driven navigation

« Persistent unique Docld’s

- Content Organizer

- Native Support for Remote Blob Storage
- Office Web Applications

- Concurrent Authoring

- Word Automation Services

- and so much more....
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Key Success Criteria

- Start ECM with File 2 New

- Simplify all user activity until ECM tasks are imperceptible

- Don't require overt actions or decisions from the user

- Complexity is the ultimate enemy of adoption and compliance
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Microsoft

Compliance

Choice, Flexibility, and Coverage
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Choice

- SharePoint can be configured and extended to comply with practically any standard
- You choose which ones apply without carrying the complexity and user burden for those that don't

Gemeente Nieuwegein heeft eerste SharePoint
2010 DMS/RMA cognform NEN2082 oo

3 in ] £ iR+

5 maart 2010

-ew partner QNH heeft v

- me 2 '\Het is
‘mp‘e 2 in het ge itgevoerd'A Vo"edIQ VOIdOet

8 ‘ By A
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Flexibility

 You choose how you comply... configuring the solutions to work the way your organization works
(or even a specific business unit) while meeting the standards
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Coverage

+ You choose to what degree you comply; many standards have provisions that may not apply to
your business or that are "addressable” (optional)
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Microsoft

Cost Effective

Get the Capabilities You Need and Will Use




Foundational ECM Capabllities

- By design Microsoft ships those ECM capabilities that meet 80%+
of our customers needs

- We make those capabilities a premium experience and apply our
driving principles around adoption and compliance

- We don't ship capabilities that are specific to one industry, one
region, or one standard

- We bring enterprise scale...multi-terabytes; millions and millions
of items
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Massive, Distributed Archive

Scale is
achieved with a distributed
architecture

Content organizer can route
content to correct site
collection in

the archive

Content type syncing enables
central management of
distributed archive

FAST search is used
to retrieve content

| Copyright© 2010 Microsoft Corporation
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Resources

1. SharePoint Content (http://sharepoint.microsoft.com/en-
us/product/capabilities/content/Pages/Content-Management-System.aspx)

2. Enterprise Content Management in SharePoint Server 2010 (http://technet.microsoft.com/nl-
nl/sharepoint/ee263905.aspx)

3. Records Management in SharePoint Server 2010 (http://technet.microsoft.com/nl-
nl/sharepoint/ff598594.aspx)

4. ECM Team Blog (http://blogs.msdn.com/b/ecm/)
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