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Abstract

Microsoft Office SharePoint Server 2007 includes document management
features that youan use to control the lifecycles of documents in your
organizatiord how they are created, reviewed, published, and consumed, and
how they are ultimately disposed of or retained. This guide provides information
architects, enterprise solution planners designers, program managers, and
information technology specialists with the information that they need to plan a
document management solution based on Office SharePoint Server 2007.
The content in this book is a copy of selected content ipftlee SharePoint

Server _technical library (http://go.microsoft.com/fwlink/?Linkld=84739) as of the
publication date. For the most current content, see the technical library on the
Web.
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Introduction to the document
management planning guide

Microsoft Office SharePoint Server 2007 includes document management
features that you can use to control the life cycles of documents in your
organizationd how they are created, reviewed, published, secured, and
consumed, and how they are ultimately disposed of or retained. This guide
provides information architects, enterprise solution planners and designers,
program managers, and information technology spetsaligh the information

that they need to plan a document management solution based on Office

SharePoint Server 2007.

This guide covers general document management planning considerations,

focusing on the life cycles of active documents. For informationitgblanning

and implementing a records management system based on Office SharePoint

Server 2007, see thmdfice SharePoint Server 2007 Records Management Guide

(http://go.microsoft.comfwlink/?Linkld=91246).

The following list describes each topic in this guide.

1 "What is document management?" introduces the elements of a document
management system and provides general guidance on document management
planning.

1 "ldentify document margement participants and stakeholders" provides
guidelines on determining the stakeholders and participants in your document
management solution.

1 "Analyze document usage" provides guidance on determining the types of
documents used in your enterprise ancanalyzing the stages in the
documents' life cycles.

1 "Plan document libraries" describes using document libraries to organize
documents in your enterprise.

1 "Plan content types" describes planning content types, which are the Office
SharePoint Serv&d007 mechanism for defining and sharing the attributes of
documents, list items, and folders.

1 "Plan versioning, content approval, and cheoks" provides guidance on
planning content control in Office SharePoint Server 2007, such as by using
versioning,checkin and checlout, and approval for publishing content.

1 "Plan Information Rights Management" describes how to plan Information
Rights Management on documents stored in document libraries, so that you
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can control which actions users can take on omus when they open them
from libraries in Office SharePoint Server 2007.

1 "Plan information management policies" describes planning and
implementing enterprise policies that can help your organization comply with
regulatory and legal obligations, in atiloh to best practices such as auditing
documents and properly retaining them.

1 "Plan enterprise content storage" contains information to help solution
planners and designers properly plan and configure a-$a@e enterprise
content management solutibased on Office SharePoint Server 2007 so that
it performs well while providing the features needed by site users.

The content in this book is a copy of selected content ipftlee SharePoint

Server technical library (http://go.microsoft.com/fwlink/?Linkld=84739) as of the

date of publication. For the most current content, see the technical library on the

Web. Additional document management content is posted there as it becomes

available.

Related topics

I Office SharePoint Server 2007 Records Management Guide
(http://go.microsoft.com/fwlink/?Linkld=91246)
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What is document management?

In this article:

I The elements of a document management system

I The planning process

Document management controls the life cycle of documents in your
organizationd how they are created, reviewed, published, and consumed, and
how they are ultimately disposed of or retained. Although the term "management”
implies topdown control of infemation, an effective document management
system should reflect the culture of the organization using it. The tools you use
for document management should be flexible, allowing you to tightly control
documents' life cycles if that fits your enterprise’sure and goals, but also

letting you implement a more loosely structured system if that better suits your
enterprise.

A well-designed document management system promotes finding and sharing
information easily. It organizes content in a logical way, ankes# easy to
standardize content creation and presentation across an enterprise. It promotes
knowledge management and information mining. It helps your organization meet
its legal responsibilities. It provides features at each stage of a document's life
cycle, from template creation to document authoring, reviewing, publishing,
auditing, and ultimately destroying or archiving.

The elements of a document management
system

An effective document management solution specifies:

1 What types of documents andet content can be created within an

organization.

What templates to use for each type of document.

What metadata to provide for each type of document.

Where to store documents at each stage of a document's life cycle.

How to control access to aclament at each stage of its life cycle.

How to move documents within the organization as team members contribute

to the documents' creation, review, approval, publication, and disposition.

1 What policies to apply to documents so that documelated attons are
audited, documents are retained or disposed of properly, and content
important to the organization is protected.

= =4 =8 8 -9
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1 How documents are converted as they transition from one stage to another
during their life cycles.

1 How documents are treated asporate records, which must be retained
according to legal requirements and corporate guidelines.

Microsoft Office SharePoint Server 2007 includes features that implement all of

these aspects of document management. To ensure that information workers can

easily take advantage of these capabilities without having to depart from their

day-to-day operations and familiar tools, applications in the Microsoft Office

2007 systend such as Microsoft Outlook and Microsoft Wayd also include

features that supporaeh stage in a document's life cycle.

The planning process

The document management planning process consists of the following major

steps:

1. Identify document management roles Ensure that your plans incorporate the
feedback of your organization's keglstholders, that you have the right team
in place to implement the solution, and that you know who will participate in
document management processes.|&e@efy document management
participants and stakeholders for more information about creating a document
management planning team.

2. Analyze document usage After you identify who works on documents,
determine the types of docunte they work on and how they will be used.
For more information, se&alyze document usage.

3. Plan the organization of documents You can organize documents ibraries,
team sites, and portal sites. Office SharePoint Server 2007 offers a range of
document organizing and storing features, from specialized sites such as the
Records Repository to frderm document libraries for aldoc document
creation and collabation. Within a library, you can further organize content
into folders and subfolders. For more information, Ee@document libraries.

4. Plan how content moves between locations It may be necessary to move or
copy a document from one site or library to another at different stages of its
life cycle. For example, the publishing process may include moving a
document from a staging site to a public Internet siteoritent needs to be
converted from one format to another as it moves from site to site, you will
also want to plan content conversions. For more information, see "Plan the
flow of content” in the topi@lan document libraries.

5. Plan content types Use content types to organize information about types of
documents, such as metadata, document templates, policies, and workflow
processes. This is an essential stelpelp you organize your documents and
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enforce consistency across your organization. For more informatiopiasee
content types (Office SharePoint Server).

. Plan content control You can plan the appropriate degree of control for each
content type and storage location. For example, for a document library you
can plan to require chegk and checlout and to protect documents from
unauthorizedlistribution by using Information Rights Management. For more
information, se@lan versioning, content approval, and check-outs.

. Plan workflows By planning workflows for your organization, you can

control and track how documents move from one team member to another as
each participant collaborates in a document's life cycle. Office SharePoint
Server 2007 includes workflows for commoanetasks such as reviewing

and approving documents. Office SharePoint Server 2007 also supports
creating and installing custom workflows. For more information psee

workflows for document management.

. Plan policies For each content type, plan information management policies to
ensure that documents are properly audited, retained, labeled, and otherwise
handled according to your organization'stitutional and legal requirements.
Office SharePoint Server 2007 includes policies that implement auditing,
document retention, labeling, and barcodes (to ensure that printed content can
be correlated with corresponding versions in document librariesjné@
information, se@lan information management policies.
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ldentify document management
participants and stakeholders

The first step iryour document management planning is to determine the
stakeholders and participants in your document management solution. You can
use a survey to collect this information. For example, your survey might contain
the following questions:

1. Who in your orgaization creates documents?

2. What types of documents do they create?

3. Who reviews documents?

4. Who edits documents?

5. Who uses documents?

6. Who approves the publication of documents?

7. Who designs Web sites used for hosting documents?

8. Who sets gidelines and policies for managing documents?

9. Who manages records in your organization?

10.Who deploys and maintains the servers on which documents are stored?

Worksheet action

Each of these questions can yield multiple answers. Record
the information you gather from the survey in the Document
management participants worksheet
(http://go.microsoft.com/fwlink/?Linkld=73285&clcid=0x409),
as in the following example.

Position Types of documents Role
Financial analyst Equity research note Author
Technical writer Financial model
Web page
Financial analyst Equity research note Reviewer
Manager Financial model
Technical editor Equity research note Editor
Web page
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Position

Types of documents

Role

Customer

Equity research note
Financial model
Web page

Reader

Corporate lawyer

Equity research note

Content approver

Manager Financial model

Web page
Server administrator All IT specialist
Database manager All Database specialist
Compliance officer All Legal specialist
Records manager All Records manager
Site manager All Content publisher
Site administrator All Content auditor

Identifying content stakeholders can help you ensure that your document
management solution is comprehensive, and that you design sitescamalecht
libraries that suit your enterprise's content needs and processes.

Worksheet

Document management participants worksheet

(http://go.microsoft.com/fwlink/?Linkld=73285&clcid=0x4p9
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Analyze document usage

After you identify your content stakeholders, collect information from them that
will help you analyze how documents are used in your organization. This is an
important part of the planning process because the analgis you determine:

1 How document libraries are structured.

1 Which site templates to use.

1 How many sites you will need.

1 Which information management policies to apply to the sites.

1 Which physical server topology you will need to implement yolutsn.

The information to collect includes:

1 Document type, such as equity research note, employee performance review,
internal memo, or product specification.

1 Purpose of each document type, such as "provides customers with
recommendations about edeg along with supporting data."

1 Author of each document type (listed as roles, not individuals, such as
"Financial Analyst," "Human Resources Specialist,” or "Product Manager").

1 Format of the document. If the document is transformed from one format to

another, record that information.

Users of each document type, such as "customers" or "team members."

Other roles that apply to the document's life cycle, such as "technical

reviewer" or "copy editor."

1 Location of the document, such as "client cotepti "Web server," or "file
server." Note that this question could have multiple answers, such as when a
document is authored on a client computer and then published to a Web
server.

1 How readers view the document, such as from a Web page or a file share

= =

Worksheet action

The Analyze document usage worksheet
(http://go.microsoft.com/fwlink/?Linkld=73284&clcid=0x409)
is provided to record your document usage analysis. The
following are examples of information that might be
collected and recorded in the worksheet from two different
organizations in an enterprise.
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Type Purpose Author User Format Other Roles Locations
Equity | Gives Financial | Customer | DOCX (for | Reviewer
research | premium | analyst authoring); | (technical); Auth
note customers PDF (for | reviewer oring
of a publishing) | (legal); site
financial approver, .
service copy editor; T 'Sl'itteestlng
guidance records
on manager; 1 Internet
whether site
to buy or administrator T Recor_?s
sell one reposito
or more ry
stocks

Analysis The separate authoring and publishing formats require a format
conversion. The large number of reviewers requires one or more workflows
(business processes implemented on the server). The four sites (autksting,
Internet, and records repository) require mechanisms for moving the content from
one site to another. The need to archive the content in a corporate records
repository and the regulatory implications of publishing equities advice require
corporatepolicies and best practices such as content auditing and retention.
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Type Purpose Author User Format | Other Roles Locations
Employee Evaluates Information | Managers; | .DOC | Reviewer | Client
performance | the worker; human (human compute
review performance | manager |resources resources); r
of an specialists reviewer .
employee & (legal); T sEerr?/glrl
including approver (as
self: (upper attachm
evaluation manager); ent)
and records
manager's manager 1
evaluation Corp
orate
Web
server
1
Corp
orate
records
repositor
y

Analysis Two authors and multiple reviewers require one or more workflows.
The document travels from one desktop computer to another asaih e
attachment, then resides in a corporate Web server (presumably highly locked
down) and is archived in a reds repository. The sensitive nature of this content
requires Information Rights Management (IRM) on the desktops and servers, in
addition to corporate policies and best practices (such as auditing) that protect the
employee's privacy and the enterprise(ml standing.

Worksheet

Use the following worksheet to record the information discussed in this article:
1 Analyze document usage worksheet

(http://go.microsoft.com/fwlink/?Linkld=7 34 &clcid=0x409)
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Plan document libraries

In this article:

9 Plan document libraries

I Plan the flow of content

9 Promoting document libraries from Office client programs

Document libraries areollections of files on Microsoft Office SharePoint Server
2007 that you share with other site users. Most Microsoft Office SharePoint
Server 2007 document management features are delivered through document
libraries. As part of document management plagnyou should determine the
document libraries that best fit your organization's needs.

When you identify which document libraries best match your organization's
needs, you might also determine that you need multiple sites or site collections.
For exampleif you are authoring content for publication to external customers,
you might need one site (and library) in which to author and review content and a
separate site, perhaps in a separate Office SharePoint Server 2007 installation, in
which to publish youcontent.

When you plan document libraries over multiple sites, you may also need to plan
how content flows from one site to anotiderby manual processes, workflows,

or custom solutions.

Plan document libraries

The following table lists typical uses obcliment libraries in Office SharePoint
Server 2007.

Library Purpose

Library in a team site Collaboration; easy sharing of

content among peers; content

control, such as versioning and
moderation; Office SharePoint

Server 2007 searching.

Library in a portal area Content that is intended for a wider
audience in the organization; similar
to a library in a team site, but
typically implemented with a more-
stringent review and approval
process.
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Library

Purpose

Library in a Document Center site

A large-scale library useful as an
enterprise knowledge base or
historical archive; includes features
to help users navigate, search, and
manage a large number of
documents in a deep hierarchy by
using a set of specialized Web
Parts.

Library in a Records Repository

Specialized records management;
each library corresponds to a record
type, such as contract, that the
organization must retain for legal
compliance purposes; libraries
retain documents, metadata, and
associated audits and are meant to
be read-only.

Library in an Internet site (HTML)

Contains Web pages to incorporate
in an Internet or intranet Web site;
Office SharePoint Server 2007
supports editing Web pages directly
and manages the underlying
document libraries for each page
automatically.

Library in an Internet site (hybrid)

Content available for downloading
from a Web site; you can present
content from document libraries on
an Internet site.

Translation management document
library

Designed for translating documents,
if your enterprise works in multiple
languages. It includes a specialized
translation workflow and views that
show multiple language versions of
the same document or all
documents in a particular language.

Slide library

Supports sharing, managing, and
reusing slides.

The following example illustrates how trse the analysis that you completed in
Analyze document usage to help you plan document library organization for your
enterprise. In this example, Contoso Ltd. dekveontent to clients based on
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market research. The content is created primarily by consultants operating
remotely. This is done in a cycle in which:

1.
2.

6.
7

A partner evaluates engagement ideas and requests for proposals.

After a contract is establishedpeoject manager assembles a team of
consultants and creates an engagerspeatific working site in which the
results of the research are recorded and the project is completed.

When the project is done, the deliverable documents are published to a
securd Internet site, where customers have access to them.

The team writes best practices documents and case studies based on the
project.

Knowledge managers collect, organize, and archive the best practices and
other documents.

Deliverables, contracteind other records are retained as corporate records.
Using the content maintained by the knowledge managers, partners evaluate
opportunities and create new proposals.

The following table illustrates a document usage analysis for this scenario.

Documents Purpose Author Users Format
Engagement | Develop new Project Sales .doc
ideas and customer leader manager;
requests engagements project
leader
Proposals Describe a Project Project .doc
proposed leader managers;
customer project team
engagement members;
customers
Contracts Committo a Lawyer Project .doc
consulting leader;
engagement project
manager,
sales
manager,
customers
Research Generate Project Editors; .doc and
results and documents leader; technical other
project related to the | project reviewers types
deliverable customer contributor;
drafts engagement consultant
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Documents Purpose Author Users Format
Deliverable Generate final | Project Customers | .pdf
documents deliverables, leader

probably

converted from

.doc format
Best practices | Capture Project All team Various
and case organizational |contributor; | members types
study knowledge consultant;
documents knowledge

manager

Corporate Retain some All Corporate All
records content, such records

as deliverable managers;

documents, as corporate

corporate lawyers

records

This document usagmalysis suggests the following conclusions:
1 Project leaders need libraries in team sites for storing engagement ideas,

engagement requests, and proposal drafts.

1 Lawyers need libraries in a portal area for storing contract templates and
active contrats.
1 Project leaders and contributors need libraries in team sites for authoring
research results, deliverables, and case studies.

T
T

viewing best practices and case study documents.

1 Corporate records managers and lawyers need access to an enterprise Records

Repository to maintain corporate records.
The following figure illustrates how these libraries mighbtdistributed. The sites

Customers need libraries in an Internet site for viewing final deliverables.
All members of the enterprise need access Document Center site for

are hosted in three site collections: an Internet site collection for customer access,
an extranet site collection for remote authoring by team members, and an intranet
site collection for secure maintenance of the records maragesite.



19

Celiverables
library for customer access
Contracts library
Project planning
for remote libraries
authoring and
access within Project-specific
the enterprise libraries
Document Center
Records for security
library

Worksheet action

The Document libraries worksheet
(http://go.microsoft.com/fwlink/?Linkld=77248&clcid=0x409)
is provided to record your library planning decisions. Use
this worksheet to list the libraries required for your solution,
along with the types of documents they contain. Note that
libraries can contain more than one type of document.

Plan the flow of content

Content in a document management solution based fise GharePoint Server

2007 is often dynamic, moving from one site to another as needed to meet

document users' needs. When you plan document libraries, therefore, also plan the

flow of content from one library or site to another. Office SharePoint S2oGt

includes the following ways to move content, either manually or dynamically:

1 You can create custom workflows that copy or move content from one site or
library to another. A workflow guides a document through a business process,
assigning tasks togpticipants as their role in the document's life cycle
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becomes active. A workflow can be designed to move a document from one
site or library to another. For information about planning workflowspgee
workflows for document management.

1 Authors can copy a document to a library in any site in which they have
authoring permissions. The relationship between the source and the
destination document is maintained so that the copy can be refreshed as
needed.

1 Web pages and entire Web siter ba staged and published from one site to
another either manually or automatically based on a schedule.

1 Content can be sent to the records management site by using the Office
SharePoint Server 2007 user interface, by using a workflow, or by using a
cusbm solution based on the Microsoft Windows SharePoint Services 3.0
object model.

1 Using Web Folders or Network Places, an author can manually copy or move
the contents of a document library from one library or site to another.

Returning to our example,aHollowing figure illustrates how to apply some of

these content flow techniques. Note that the Staged Internet site has been added to

the Authoring portal site.

1 Using publishing features, Web pages are published to the Internet site.
1 Using the Cop command, documents are copied to the Document Center site.



