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Collaborate with Confidence

How To Reduce Office 365 
Storage by 80% in 4 Steps



Why?

Isn’t that why I went with a cloud service?

Doesn’t my cloud provider have me covered?

Do I really need it?

How would I do that anyway?



The Need to Reduce Storage

Additional 
storage needs

COST RISKS

Compliance 
requirements

Retention 
needs

Unused 
accounts



Step 1: Cut Your ROT Information

Where is it?

File Share

SharePoint

Office 365

Databases

Who can access it?

Who owns it?

Who can read it?

Who can edit it?

What is it??

File Level Analysis

Content Level Analysis

• Redundant, outdated and 
trivial (ROT) data

• File types (Music, log files, 
etc..)

• Sensitive data
• Date Created
• Owner
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Video Demo



Step 2: Automate Lifecycle Management

Reduce sprawl in Teams
Content is always an import away giving 
end users confidence they can close 
content without fully losing it.

Empower End-users
Structured lifecycle closure shift 
management from IT to end users.

R&D Sales ForecastMarketing
Plan

2020 Claims Signed ContractsHR Recruitment

YOUR CHOICE OF STORAGE

1. Team identified for potential closeout

2. End-user opens task assignment

3. End-user completes closeout task

4. Approval workflow activated

5. Team sent to be archived Content never gone 
for good.
Re-import anytime.

Safeguard retention and compliance
Ensure content that is archived is 
properly vetted for any retention or 
compliance requirements.
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Video Demo



Step 3: Adopt a Defensible Destruction Approach

Classification 
Scheme/ 

Taxonomy

Application to 
Content

Retention & 
Disposal 
Schedule

Classification 
Scheme/ 

Taxonomy

Application of 
labels/terms 
to content
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Video Demo – Defensible Destruction of Content



Step 4: Backup Content To Remove Inactive Accounts
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Video Demo



Resources

• AvePoint Discovery Tool

• AvePoint Cloud Governance

• AvePoint Cloud Backup

• Office 365 Backup Capacity &  Savings Calculator

Dux Raymond Sy

Chief Brand Officer

http://linkedin.com/in/meetdux

Justin Walker

Principal Solutions Engineer

https://linkedin.com/in/justin-walker-connections/

https://www.avepoint.com/products/hybrid/office-365-migration/discovery-tool
https://www.avepoint.com/products/cloud/office-365-governance
https://www.avepoint.com/products/cloud/backup/microsoft-office-365-backup
https://www.avepoint.com/products/cloud/backup/calculator
https://www.avepoint.com/products/cloud/backup/calculator
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धन्यवाद


