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SharePoint ECM Overview

… in Microsoft’s words:
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SharePoint ECM Overview

Top Features (1/5): In-place record declaration (one item or bulk)
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SharePoint ECM Overview

Top Features (2/5): Item-level metadata access (view or change)

http://spinmay2011.eventbrite.com/?ref=ecal


SharePoint ECM Overview

Top Features (3/5): File Plan Reports
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SharePoint ECM Overview

Top Features (4/5): Document Sets
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SharePoint ECM Overview

Top Features (5/5): Legal Discovery and Holds
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In-Place vs. Archived Records Management

In-Place Records Management 

Allows a document to be flagged as an official file or record 

within collaboration sites, thus prohibiting any future changes. 

These official Records can now reside within the same document 

libraries that contain other documents people are collaborating 

on.

Archive-Based Records Management 

Process moves the document into a specialized site (different 

Site Collection recommended) and protects it as a Record.
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Factor In-place records Records archive

Restrict which users can view 
records

No. Permissions do not change when a 
document becomes a record. However, 
you can restrict which users can edit and 
delete records.

Yes. The archive specifies the permissions 
for the record.

Ease of locating records (for 
records managers)

Harder. Records are spread across multiple 
collaboration sites.

Easier. All records are in one location.

Maintain all document 
versions as records

Automatic, assuming versioning is turned 
on.

The user must explicitly send each version 
of a document to the archive.

Ease of locating information 
(for team collaborators)

Easier. Harder, although a link to the document 
can be added to the collaboration site 
when the document becomes a record.

Clutter of collaboration site Collaboration site contains active and 
inactive documents (records), although 
you can create views to display only 
records.

Collaboration site contains only active 
documents.

Ability to audit records Dependent on audit policy of the 
collaboration site.

Yes.

Scope of eDiscovery The same eDiscovery search includes 
records and active documents.

Active documents and records are 
searched separately.

Administrative security Collaboration site administrators have 
permission to manage records and active 
documents. 

A records manager can manage the 
records archive.
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Components of SharePoint Records Management

•Central administration:

Configure Sent To Locations (Records Center)

•Site Collection Settings:

Record declaration settings

•Site Settings:

Feature: In-Place Records Management

Hold and eDiscovery

•Document Library Settings:

Generate file plan report

Record declaration settings 

Information management policies
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Legal Holds and eDiscovery

• The Hold and eDiscovery feature must be 

activated for any site that will host items in 

order to use the Hold feature

• When an item is added to a hold, its hold 

status is updated to indicate that it is on hold, 

and the application prevents this item from 

expiring or being deleted
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Adding Items to Holds

• First, create Hold

• Add Items Manually

• Using a search
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Records Center Features
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