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Course Overview

This document provides the learning plan and instructional design for a
workshop to assist organizations in the planning and design of an ECM solution
utilizing Microsoft SharePoint.

Course Goals and Learning Objectives

This course is designed to walkthrough the the full lifecycle deployment planning
and design for development of an ECM Strategy for SharePoint 2010 or 2013. The
course is divided into three (3) planning and design modules focusing on
processes required to be successful with the deployment of an Enterprise
Content Management solution for your organization.

e Enterprise Content Management Strategy: The planning and design
process for the identification, classification, organization and management
of enterprise content.

¢ Information Architecture and Enterprise Integration: The planning and
design process for three (3) common types of web sites supporting
enterprise content access and management. This module also covers
integration strategies between enterprise content sources within and
external to SharePoint.

¢ Program Management and Deployment Planning: The planning and
design process for governance, user adoption and training, content
migration, and other considerations for managing and maintaining an
ECM deployment.

Course Audience and Recommended Prerequisites

This course is designed for business and IT professionals involved in planning,
designing or implementing enterprise content management solutions supported
by SharePoint 2010 or SharePoint 2013. This includes specific job roles such as
project managers, information or solution architects, records managers,
SharePoint administrators, and SharePoint developers.

Recommended prerequisites for taking include a high-level understanding of
Microsoft SharePoint features and capabilities.
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Lesson Plan

Enterprise Content Management Strategy

This module is designed to assist business and technical stakeholders in
understanding and defining a strategy for managing enterprise content across
your organization. The focus of the lessons is to establish a shared understanding
of the goals and objectives of enterprise content management, and evaluate the
process of discovering, classifying, organizing and managing content.

01: Introduction to Enterprise Content Management

This lesson is an introduction to the fundamentals of enterprise content
management, and the capabilities of Microsoft SharePoint. This lesson will also
introduce a simple process model for the planning, design, and deployment of an
ECM program for your organization.

e An Introduction to Enterprise Content Management

o Enterprise Content Management Maturity Model

o Content Organization and Classification Principles

e Content Sharing and Publishing

e Findability (Navigation and Search)

o Information Architecture and Site Strategies

o Information Management Principles

e The Importance of Governance and Deployment Planning

Lesson Manifest

Presentation Introduction to Enterprise Content Management
Demo Overview SharePoint ECM Features and Capabilities
Exercise Planning the ECM Discovery Process

Template Enterprise Content Management Program Charter




02: Content Discovery and Analysis

This lesson reviews key activities for the discovery and analysis of enterprise
content with an emphasis on modeling activities that can help surface high-value

enterp rise content.

e An Introduction to Content Discovery and Analysis
« Content Analysis Tools and Techniques

o Cross-Functional Business Process Modeling

o User Profiles and Use Case Modeling

o Developing a Content Inventory

Lesson Manifest
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Presentation Content Discovery and Analysis

Demo Conducting a Content Analysis Survey with InfoPath
Exercise Modeling User Profiles and Business Processes
Template Content Inventory Worksheet

03: Organizing Principles and Taxonomies

This lesson examines how to identify organizing principles and establish
taxonomies as the basis for content classification and metadata tagging.

« lIdentifying Organizing Principles

« SharePoint Managed Metadata Service Architecture and Capabilities
e Understanding the Managed Metadata Term Store Hierarchy

« Tagging Content with Managed Metadata Fields and Enterprise Keywords
o Designing Enterprise Taxonomies

Lesson Manifest

Presentation

Organizing Principles and Taxonomies

Demo

Working with the Managed Metadata Service Term Store

Exercise

Analyzing and Identifying Organizing Principles

Template

Taxonomy Design Worksheet
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04: Designing Enterprise Content Types

This lesson examines the process of content type identification, and design of a
content type hierarchy. This lesson will also cover planning for configuration and
deployment of enterprise content types in SharePoint.

o Content Type Identification and Classification
e Content Type Inheritance and Behavior
e Managing Content Type Publishing with the Managed Metadata Service

Lesson Manifest

Presentation Designing Enterprise Content Types

Demo Information Management Policy and Content Publishing
Exercise Content Type Identification

Template Content Type Planning and Design Worksheet

05: Defining an Enterprise Content Management Strategy

This lesson examines the process of evaluating the current and future state of
enterprise content management within an organization. This lesson highlights the
importance of recognizing content sources, processes, formats, and lifecycle
behavior within an organization, and designing the user experience and
information management elements to support it.

e Enterprise Content Map (Sources and Technologies)

e SharePoint Site Map (Web Applications and Site Categories)
» Content Lifecycle Planning and Design

e Capacity Planning and Storage Management Considerations
o ECM Program Portfolio Planning

Lesson Manifest

Presentation Defining an Enterprise Content Management Strategy
Exercise Walkthrough the Lifecycle of an Enterprise Document
Exercise Designing a SharePoint Site Structure and Capacity Model
Template Enterprise Content Management Strategy

Template SharePoint Site Structure Planning Worksheet
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Information Architecture and Enterprise Integration

This module is designed to assist Information Managers and Web Designers in
planning and designing web sites for content management. The module focuses
on the design of three (3) classes of sites common to most organizations, and
discusses content lifecycle management and integration.

06: Content Integration and Enterprise Search

This lesson examines planning and design considerations for content integration
and enterprise search.

« Content Replication Tools and Strategies
« Content Integration with SharePoint Business Connectivity Services
e SharePoint Search Connectors and Crawling Content Sources

Lesson Manifest

Presentation Content Integration and Enterprise Search

Demo Business Connectivity Services and Search Content Sources
Exercise Identifying Search Content Sources

Exercise Designing an Business Data Entity Model

Template Business Connectivity Planning Workshop

Template Search Content Processing Planning Worksheet

07: Collaboration Workspaces

This lesson walks through the design considerations for collaboration workspaces
including site templates, provisioning, delegated site administration, and other
topics.

e SharePoint Site Templates
o Site Customization
« Site Provisioning and Archiving

Lesson Manifest

Presentation Designing Collaboration Workspaces

Demo Modeling with Wireframes and Storyboards
Exercise Designing a Collaboration Workspace Site Template
Template Collaboration Workspaces Design Concept
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08: Content Repositories

This lesson discusses the design and deployment of enterprise content
repositories for content management, publishing and archival. This includes a
discussion of content lifecycle management, document vs. records management,
auditing, and other planning and design considerations.

« Distributed vs. Repository Content Management Considerations
o Design Challenges for Large-Scale Repositories

« Content Migration and Conversion Considerations

o Capacity Planning for Large Scale Repositories

o Designing a File Plan and Content Organization Strategies

Lesson Manifest

Presentation Designing Content Repositories

Demo Content Publishing Strategies

Exercise Designing a File Plan and Content Organization Strategy
Template Repository Design Concept

09: Information Portals

This lesson discusses findability objectives and designing information portals to
support content publication, aggregation, and search-driven content navigation.

» Design Considerations for Successful Information Portals
e Content Curation vs. Content Aggregation vs. Search

o Page Layouts and Publishing Pages

e Personalization and Audience Targeting

« Designing Site Navigation Elements

» Designing a Search-Driven User Experience

Lesson Manifest

Presentation Designing Information Portals

Demo Anatomy of a SharePoint Search Center
Exercise Designing Page Layouts and Page Publishing
Exercise Customizing the SharePoint Search Center
Template Information Portal Design Concept

Template Search Query Processing Planning Worksheet
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Program Management and Deployment Planning

This module is designed to assist ECM Program Teams with management
strategies and deployment planning activities.

10: Governance Essentials

This lesson discusses governance considerations for SharePoint related to
enterprise content management. The lesson focuses on considerations related to
IT governance disciplines including IT Assurance, Demand Governance, and
Information Management.

o Governance Fundamentals

« Governance Considerations related to SharePoint ECM

« Identifying ECM-Related Governance Principles, Obligations and Controls
e Planning and Designing Tests for Effectiveness

e Risk and Performance Management

e Continuous Improvement

Lesson Manifest

Presentation Governance Essentials for SharePoint ECM
Demo Automating Governance with Policies

Exercise Identifying Principles, Obligations and Controls
Handout Governance Planning Worksheet

11: User Adoption and Training

This lesson discusses how to incorporate user adoption strategies and plan
training and support elements to ensure successful ECM deployments.

e Designing a User Adoption Program
e Planning Training Programs
e Planning Help and Support Channels

Lesson Manifest

Presentation Planning User Adoption and Training

Demo SharePoint Productivity Hub

Exercise Planning a User Adoption and Training Strategy
Template User Adoption and Training Planning Worksheet
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12: Content Migration

This lesson examines planning and design considerations for content migration
from legacy content sources to Microsoft SharePoint. The lesson focuses on
topics including content migration sources, conversion requirements, migration
tools and techniques, and migration planning.

« Content Migration Requirements
« Content Migration Tools and Techniques
« Migration Planning

Lesson Manifest

Presentation Content Migration

Demo Analyzing a Network File Share Repository
Exercise Planning a Content Migration

Template Content Migration Planning Worksheet

13: Planning a Deployment Roadmap

This lesson consolidates the planning and design decisions made through the
course modules and lessons, and focuses on planning a deployment roadmap for
incrementally rolling out capabilities that align resource allocation, risk
management, organizational dynamics, and other planning best practices.

o Defining the Deployment Process and Team Model
e Creating a Deployment Backlog / Work Breakdown
e Planning a Deployment Roadmap

o Planning a Pilot Deployment

e Measuring and Communicating Success

Lesson Manifest

Presentation Planning an ECM Deployment Roadmap

Exercise Creating a Deployment Backlog and Work Breakdown
Template Deployment Planning Worksheet

Template Deployment Roadmap Communication Presentation
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