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Learning Objectives

* Upon completion of this session,
Essentials of SharePoint participants will be able to:
— Create SharePoint Content Types
Records Management — Develop a file plan in SharePoint Records
Don Lueders, CRM, CDIA

Center
Gimmal Group

— Manage retention and disposition in

Tricia Bush SharePoint

Microsoft — Configure the SharePoint records declaration
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Session Agenda

Session Goals
* Microsoft Office SharePoint Server

« A high-level understanding of basic

(MOSS) 07 Records Management Feature MOSS 07 Records Management
Overview functionality

* MOSS 07 Records Management Feature « Familiarity with MOSS 07 DoD 5015.2
Demonstration Certified Resource Kit

* MOSS 07 DoD 5015.2 Certified Resource * Update on SharePoint 2010 and Records
Kit Overview Management

* SharePoint 2010 Records Management

* Questions
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Ground Rules

MOSS 07 Records Management Features
* Turn off cell phones or set them to

[ * Records Center
vibrate « Content Types

* Hold questions for the end of the « File Plans
session

* |Information Management Policy
* Records Routing Table
* MOSS 07 Records
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MOSS 07 Records Management Features MOSS 07 Records Center

* Records Center

* Content Types

* Records Libraries

* |nformation Management Policy
* Records Routing Table

* MOSS 07 Records

The Records Center The Records Center
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The Records Center The Records Center
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Records Routing Table MOSS 07 Records Management Features

#4 Records Center

Records Center

Content Types

Records Libraries

Information Management Policy
Records Routing Table

B e —— MOSS 07 Records
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MOSS 07 Records MOSS 07 Records

e Wekaare X85S Ondnrintatse + | Mysen | Wybeka = | 8@ 2

@ X0sorLNOarsR Y13/2005 9:97 44 System Account

« Creates a folder with a unique
record number

* Contains record and audit history
and properties XML files
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O (.)7 Re_cords Manager_nent What Did We Just Learn?
Functionality Demonstration

Create Site Columns

Create Content Types

Create Records Libraries (File Plans)
Create Information Management Policies
Apply IMP’s to Record Library

Create a Record Routing Table

* Assign a Content Type to a Document Library
* Declare a Document a Record
Configure Records Repository Connection
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MOSS 07 DoD 5015.2 Resource Kit
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DoD 5015.2 RMA Standard MOSS 2007
Records Center Features

Supplemental Marking

Access Control Columns

Enhanced Search
Capabilities

Metadata Propagation

Email Records
Declaration

File Plan Builder

Closing of records
folders

Vital Record Review
Folder Holds
Enhanced Multi-cycle
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Disposition
Records Screening and
Reporting
Many more...

Records Relationships

Cutoffs and Retention
Schedule Processing
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SharePoint 2010 Records Management
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Questions

Essentials of SharePoint Records
Management

Please Complete Your
Session Evaluation
Don Lueders, CRM, CDIA

Gimmal Group
Don.Lueders@Gimmal.com

Blog: SharePointRM.wordpress.com
Tricia Bush

Microsoft
Tricia.Bush@Microsoft.com
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