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Learning Objectives

Upon completion of this session, 

participants will be able to: 

ςCreate SharePoint Content Types 

ςDevelop a file plan in SharePoint Records 

Center

ςManage retention and disposition in 

SharePoint

ςConfigure the SharePoint records declaration 

process

Session Agenda

Microsoft Office SharePoint Server 
(MOSS) 07 Records Management Feature 
Overview

MOSS 07 Records Management Feature 
Demonstration

MOSS 07 DoD 5015.2 Certified Resource 
Kit Overview

SharePoint 2010 Records Management 

Questions 

Session Goals

A high-level understanding of basic 
MOSS 07 Records Management 
functionality

Familiarity with MOSS 07 DoD 5015.2 
Certified Resource Kit

Update on SharePoint 2010 and Records 

Management 

Ground Rules

Turn off cell phones or set them to 
vibrate

Hold questions for the end of the 
session

MOSS 07 Records Management Features

Records Center

Content Types

File Plans

Information Management Policy

Records Routing Table

MOSS 07 Records
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MOSS 07 Records Management Features

Records Center

Content Types

Records Libraries 

Information Management Policy

Records Routing Table

MOSS 07 Records

MOSS 07 Records Center 

Records Manager

Records Center

Contracts

Asia Pacific 
Region

Financials Mortgage

Configure 
repository as 
per file plan

Physical Assets

Doc Mgmt 
Systems E-mail/ 

Services 
Interface

Records 
Center 

template

Transfers 
document 

context

Configure 
policies as per 

retention 
schedule

The Records Center The Records Center

The Records Center The Records Center
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MOSS 07 Records Management Features

Records Center

Content Types

Records Libraries

Information Management Policy

Records Routing Table

MOSS 07 Records Metadata and History 
Files

Content Types

Predefined 
metadata 
boilerplates

Can be used to 
route records to 
the Records 
Center

Content Types

Facilitate Managing the Document 
Information Lifecycle 

Content Types

Facilitate Managing the Document 
Information Lifecycle 

Content Types

Facilitate Managing the Document 
Information Lifecycle 

MOSS 07 Records Management Features

Records Center

Content Types

Records Libraries

Information Management Policy

Records Routing Table

MOSS 07 Records
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Records Libraries

Records Libraries manage each records 
series

Includes an Unclassified Records 
Library

Records Libraries

XXXXX

XXXXX

MOSS 07 Records Management Features

Records Center

Content Types

Records Libraries

Information Management Policy

Records Routing Table

MOSS 07 Records

Information Management Policy

Manages records disposition 
(expiration)

Applied to the Records Libraries

MOSS 07 Records Management Features

Records Center

Content Types

Records Libraries

Information Management Policy

Records Routing Table

MOSS 07 Records

Records Routing Table

Used to route incoming records to 
the appropriate Records Library

Routes records based on Content 
Type
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Records Routing Table MOSS 07 Records Management Features

Records Center

Content Types

Records Libraries 

Information Management Policy

Records Routing Table

MOSS 07 Records

MOSS 07 Records

Creates a folder with a unique 
record number

Contains record and audit history 
and properties XML files

MOSS 07 Records

MOSS 07 Records Management 

Functionality Demonstration
What Did We Just Learn?

Create Site Columns

Create Content Types

Create Records Libraries (File Plans)

Create Information Management Policies

Apply IMPôs 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

Records Center  New DoD 

5015.2 STD Features

Records Center

DoD 5015.2 RMA Standard MOSS 2007 
Records Center Features

Supplemental Marking

Access Control Columns

Enhanced Search 
Capabilities

Metadata Propagation 

Email Records 
Declaration

Records Relationships

Cutoffs and Retention 
Schedule Processing

File Plan Builder

Closing of records 

folders

Vital Record Review

Folder Holds

Enhanced Multi-cycle 

Disposition

Records Screening and 

Reporting

Many moreé

DoD 5015.2 RMA Standard MOSS 2007 
Records Center Features

File Plan Builder

DoD 5015.2 RMA Standard MOSS 2007 
Records Center Features

DoD 5015.2 RMA Standard MOSS 2007 
Records Center Features

Enhanced Disposition Folder Level Holds


