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CORPORATE INFORMATION MANAGEMENT

In-Form Consult Ltd

* Information management consultants

— Document, knowledge, content and records management
— Independent

e Established in 1987

* Wide range of clients in UK & Europe
— Public and private sectors
— Full life cycle from business case to implementation

e Standards

— Co-author of MoReq — EU Model Requirements for Electronic
Record Management Systems

— Author of v2 Local Government Classification Scheme on behalf of
Records Management Society of Great Britain
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Which version?

e WSS 3 — Windows SharePoint Services

MQOSS 2007 — Microsoft Office SharePoint
Server 2007

MOSS 2007 Enterprise

Microsoft Search Server

Microsoft Office Forms Server
Windows SharePoint Designer 2007
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R M C O N S U LT Office SharePoint Server 2007

CORPORATE INFORMATION MANAGEMENT
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RM Capabilities of SharePoint
e Sites
e Content Types

e Document & Record Libraries
e Workflows
e Records Centre
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CORPORATE INFORMATION MANAGEMENT

EDRMS and SharePoint

Site Collection

Site

Document Library

List List Content types
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e Core building block

e Most effective when users can create their
own storage structures

— How to preserve this information in a
corporate structure?
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Content Types

e Content types
— Metadata containers for SharePoint items
— Many different types + lookups
— Document templates
— Inheritable
— Can have workflows
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Document Management In

SharePoint
e Check-in, check-out

e Version numbering
— Major and minor version numbers

e Live copies
— Notify users if a document for which they hold a
copy has been updated

e Rendition

— Items In different formats may be recognised as
the same item
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Document Management In
SharePoint (2)

e Draft item security
— Keep document invisible until it has been

approved
e Bullt in approval process
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Workflow

e Core to internal workings of SharePoint

 Includes out of the box workflows for
— Approvals

— Feedback
— Signatures
— Disposal & group approvals

e User configurable via SharePoint Designer
2007
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Records Centre in MOSS 2007

* Records centre
—Separate from document libraries
—Can receive document from many

SharePoint systems
e ISsues

— Microsoft recommend only one content
type per record library

— Audit trall
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CORPORATE INFORMATION MANAGEMENT

Microsoft view of records management

Source:
Microsoft Technet
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MOSS 2007

e Lots of hype

 Does NOT deliver corporate records
management out of the box

— Despite some suppliers asserting otherwise
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MSS 2010

e Currently beta version

e Does appear to deliver basic records
management appropriate for

— Unregulated, and
— Small/medium size organisations
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Questions?
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