How To Reduce Office 365
Storage by 80% in 4 Steps
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Isn’t that why | went with a cloud service?

Doesn’t my cloud provider have me covered?

Do | really need it?

How would | do that anyway?
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Step 1: Cut Your ROT Information

File Share

SharePoint

Office 365

Databases

File Level Analysis

Redundant, outdated and
trivial (ROT) data

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

Content Level Analysis

* Sensitive data
Date Created
Owner

‘ Who can access it?
Al

—
| I Who owns it?
@ Who can read it?

Who can edit it?




Item Analysis

This report identifies object level characteristics, including size, last modified date, version counts, etc.
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ttps://portal.avepoint.net/sites/marketing/events/Events 21007 30542 Revised

ttps://portal.avepoint.net/sites/IT/Lists/Workflow History 30204 30204 SC Count Site Count Item Count | All Ver. Item Size in GB
ttps://portal.avepoint.net/sites/crm/Lists/Sync Tracking List 131247 30018 242 625 992 647 755.94
ttps://portal.avepoint.net/collab/finance/accounting/Invoices 17641 23130

ttps://portal avepoint.net/collab/Japan/Support/Reviews 6946 22969
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Step 2: Automate Lifecycle Management

A AvePoint
@ Cloud Governaonce
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Marketing
Plan
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Sales Forecast
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1. Team identified for potential closeout

.I 2. End-user opens task assignment

3. End-user completes closeout task

2020 Claims

HR Recruitment

Signed Contracts
4. Approval workflow activated

I 5. Team sent to be archived

YOUR CHOIC OF STORAGE

Content never gone
for good.
Re-import anytime.

I=-

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

©

Reduce sprawl in Teams

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

Cq

Safeguard retention and compliance
Ensure content that is archived is
properly vetted for any retention or
compliance requirements.
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@ MyHub chat Home About

;l,‘_ Chat v =

You have a new task.

Requested by System Account

AVA 29 Al A
’ Successful or Sat, Oct 16, 2021 4:50 AM
("\ MyHub 10/25 Summary: Delete Workspace NSF_Crisis Critical
o U@ senta card Type: Group/Team/Community Lifecycle Management
1)
Texas Water Development Board: Pr... View details

MyHub Yesterday 2:55 PM

)
You have a new task.

Requested by System Account
Mon, Oct 25, 2021 2:55 PM

Summary: Delete Workspace Private Internal_HR Collab_North
America

=
o
I Type: Group/Team/Community Lifecycle Management
)

Type your questions here

Justin Walker
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Step 3: Adopt a Defensible Destruction Approach
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Retention & Classification Application of
Disposal “Pq  scheme/ labels/terms
Schedule Taxonomy to content

The rules
(laws &

Users, locations,
automation

The descriptors

regulations) (metadata)
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Microsoft Teams
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View details: Archive the Micr...

o Approvals Due date Confirmations
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/ Approve &3 Reassign X Reject

ﬁ , Delete Workspace Private Internal_HR Collab... COVID19 Response Crisis &t Request information Basic settings

A Request ID

Request summary
Justin Walker

Notes to approvers

Delete Workspace external _vendor Crisis Crit... Investor Management _
Service type
Requester
Status
>/ Modified
Hel
Delete Workspace SanBTest Crisis Critical Project Management Recort Approval histor
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Step 4: Backup Content To Remove Inactive Accounts

Delete Alex Wilber

You can restore deleted users and their data, except for calendar ite
to 30 days after you delete them. Data on their connected devices w
as the following:

@ Microsoft 365 Business will be unassigned and available for other user
®
Mo email aliases

Mailbox delegate permissions will be removed (i)
View mailbox delegate permissions

Give another user access to Alex Wilber's OneDrive files for 30 g
deleted

IS5 |'JI'-::"\'F'I'ItIr_'_II'I

Data gov

Retention

@ Chustie Cline| X

Give another user access to Alex Wilber's email (i)

X

Home > Retention

Learn more about retention

Email, documents, Skype and Teams conversations, Your users generate a lot of content every day. Take control of it by setting up retention p

Labels Label policies

O = Create labels to let users
a— manually classify and
O = retain their own content :\J
o (email, docs, folders, and
more). You can also auto

apply labels to specific
content.

Create label policies to
publish or automatically
apply existing labels to
your users apps (Outlook,
SharePoint, OneDrive, and
more).

Search

l:‘ Name

[] Teams Global Retention Policy (Messages & Chats)
|:| Corporate retention policy

D Preserve email data for 2 years

Inactive mailboxes
Creat .

Alex Fields
Alex Fields

Alex Fields

Last m|

Februd

Januar

Naven|
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euacb.avepointonlineservices.com/#/restore/search-onedrive-for-business QA % O :

O éioud Backup

Menu

Home

K/w i i i ?
Mo nk - \é How would you like to find the items that you want to restore?
©

Find the items in a specific backup job =
Justin Walker

9:11 PM
10/26/2021
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Resources

Office 365 Backup Capacity &
Savings Calculator

« AvePoint Discovery Tool

See why SaaS backup is better than

« AvePoint Cloud Governance self-hosted backup solutions.

° AVGPOiﬂt ClOUd Backup How many users do you have?
6000 -

« Office 365 Backup Capacity & Savings Calculator

assumptions work for most but the most accurate results can be achieved with our

Justin Walker
Principal Solutions Engineer

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

~ Dux Raymond Sy
AG ',‘s Chief Brand Officer
o http://linkedin.com/in/meetdux



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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