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AvePoint’s Solution 

Platform

Millions of users count 

on our software to 

integrate, manage, 

govern, and meet 

compliance 

requirements 

throughout their 

content’s lifecycle, 

across SharePoint 

environments from 

2007 to Office 365 

across commercial 

and government 

clouds and on 

premises



Objectives

• Why Information Management and Governance are essential

• Information Management in Office 365 Recap

• Critical Strategies for Information Governance

• AvePoint’s Information Governance Solution



Click to edit 
Master title style

Second level

What happens if we don’t 

have good Information 

Management in place?
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COMPLIANCE
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RETENTION
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CASE STUDY 1: Mistaken Identity

CASE STUDY 2: Sharing Woes

CASE STUDY 3: Audit & Compliance
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5 Crucial Information 
Governance Strategies

Map and Understand 

your Information

Implement a 

Classification Schema

Assign actions 

to terms, and deploy 

across 

Office 365

Remove IT Burden

Stay on top of 

Evolving Features 

& Functionality
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Corporate
Portal

Divisions & business 
areas

Project Team Sites

Personal My Sites

Persistent
•Dashboards
•Business Intelligence
•Business Process
•Management
•Applications
•Push Content

Persistent
•Knowledge Management
•Information Sharing
•Collaboration

Ad Hoc
•Knowledge Management
•Information Sharing
•Collaboration

Ad Hoc
•May not be enabled
•Strict control over content
•Public views only
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Different Strategies for Different Information
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A Best-Practice 
Approach to 
Information 
Architecture and 
Knowledge 
Management in 
Office 365

Don’t try and organize 
your information by 
department… think 
about the information 
type instead.

Team Space

• Distinct group of 
users, 
collaborating and 
storing common 
info

• Generally part of 
organizational 
teams

Project Space

• Dynamic Group
• Spanning 

different org 
hierarchies

• Exist only during 
life of project

• Typically follows a 
structure

Communities

• Suited for mass 
collaboration 
initiatives

• Large group of 
users, cross dept 
or discipline

• Persistent 
knowledge 
collection

Personal Space

• Save and share 
personal 
documents

• Files and 
information not 
necessarily for a 
team

• Ad-hoc sharing

Extranet Space

• Securely share 
and collaborate 
with external 
parties

• Audited and 
controlled

Public Site

• Company Info
• Brochures
• Promotion

Intranet Portal

• Latest news and events
• Latest policies, procedures, and forms
• Access to Telephone Directory and Search
• Links to other LOB systems

My Profile

• Contact Info
• Profile Pic
• Expertise 

Employee External
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IN Records and Archiving

• Classify, Tag (metadata), and Manage as Records
• Lifecycle and Retention Management
• Audit, Discovery, and Compliance
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Revision is Key: It’s not Set and Forget

• Establish a common 
framework for IA: 
commonly a “Governance 
Plan”

• Make it widely available 
and simple language

• Periodically review for 
freshness

Identify 
and prioritize 

scenarios

Plan
and execute

Measure
and share success
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5 Crucial Information 
Governance Strategies

Map and Understand 

your Information

Implement a 

Classification Schema

Assign actions 

to terms, and deploy 

across 

Office 365

Remove IT Burden

Stay on top of 

Evolving Features 

& Functionality
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Expanding tags and labels for classification

Defining Classifications
Associating outcomes with 

Classifications

Deploying Classifications 

and Outcomes to relevant 

locations

Classifying Content

Centralized definition of file 

classifications

Retain/Expire/Export 

according to policy

Classification branches 

available to appropriate

audiences

Ensure accuracy while 

minimizing the burden on 

end users
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Map and Understand 

your Information

Implement a 

Classification Schema

Assign actions 

to terms, and deploy 

across 

Office 365

Remove IT Burden

Stay on top of 

Evolving Features 

& Functionality
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Anatomy of 
Key 
Information 
in Teams 

Channel 
Conversations

Conversation 
Attachments

Private/Group 
Conversations

Conversation 
Attachments

Meeting 
Conversations

Meeting 
Attachments

Meeting 
Recordings

Voicemail 
Recordings

Calls

Teams

Chat

Meetings
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Channel 
Conversations

Conversation 
Attachments

Private/Group 
Conversations

Conversation 
Attachments

Meeting 
Conversations

Meeting 
Attachments

Meeting 
Recordings

Voicemail 
Recordings

Calls

Teams

Chat

Meetings

Conversations are  
journaled in Outlook

This can be searched 
and addressed in the 
Compliance Center

But document and file 
and attachment content 
is split across different 
sites in SharePoint and 
OneDrive

How can we manage all 
the content generated 
from here?
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Channel 
Conversations

Conversation 
Attachments

Private/Group 
Conversations

Conversation 
Attachments

Meeting 
Conversations

Meeting 
Attachments

Meeting 
Recordings

Voicemail 
Recordings

Calls

Teams

Chat

Meetings

What about Private 
Channels?
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Unified 
Labels enable 
IM for your 
Teams data!LabelDiscover Classify

Unified approach

Sensitivity Retention

→ Encryption

→ Restrict Access

→ Watermark

→ Header/Footer

→ Retention

→ Deletion

→ Records Management

→ Archiving

Apply label

Sensitivity Label Retention Label

Confidential Corporate Files- 30 Years

PII Trade Secret Administrative

Yes Yes Project File 15 Years
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Example: Adding files to a Teams Channel

Teams Channel and Chat Files are 

uploaded to SharePoint

Corporate-Files

Corporate-Files
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Example: Adding files to a Teams Channel

Metadata automatically applied 
based on library settings

Applied Label = 
Corporate Files- 30 Years
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Map and Understand 

your Information

Implement a 

Classification Schema

Assign actions 

to terms, and deploy 

across 

Office 365

Remove IT Burden

Stay on top of 

Evolving Features 

& Functionality

5 Crucial Information 
Governance Strategies
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How are Teams requested, 

approved and created

Self-Service  /  Who Can Request  /  Who Can Approve  /  Naming

Common Provisioning Considerations/Challenges

Provisioning
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How do you remove the burden on IT?
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A Best-Practice 
Approach to 
Information 
Architecture and 
Knowledge 
Management in 
Office 365

Don’t try and organize 
your information by 
department… think 
about the information 
type instead.

Team Space

• Distinct group of 
users, 
collaborating and 
storing common 
info

• Generally part of 
organizational 
teams

Project Space

• Dynamic Group
• Spanning 

different org 
hierarchies

• Exist only during 
life of project

• Typically follows a 
structure

Communities

• Suited for mass 
collaboration 
initiatives

• Large group of 
users, cross dept 
or discipline

• Persistent 
knowledge 
collection

Personal Space

• Save and share 
personal 
documents

• Files and 
information not 
necessarily for a 
team

• Ad-hoc sharing

Extranet Space

• Securely share 
and collaborate 
with external 
parties

• Audited and 
controlled

Public Site

• Company Info
• Brochures
• Promotion

Intranet Portal

• Latest news and events
• Latest policies, procedures, and forms
• Access to Telephone Directory and Search
• Links to other LOB systems

My Profile

• Contact Info
• Profile Pic
• Expertise 

Employee External
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• Classify, Tag (metadata), and Manage as Records
• Lifecycle and Retention Management
• Audit, Discovery, and Compliance
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Team Space

• Distinct group of 
users, 
collaborating and 
storing common 
info

• Generally part of 
organizational 
teams

Project Space

• Dynamic Group
• Spanning 

different org 
hierarchies

• Exist only during 
life of project

• Typically follows a 
structure

Extranet Space

• Securely share 
and collaborate 
with external 
parties

• Audited and 
controlled

Backup: All
External Users: No
Recert: None
Reporting: Ad-hoc
+
Default Labels
Metadata Presets

Backup: All
External Users: No
Recert: End of Contract
Reporting: Ad-hoc
+
Default Labels
Metadata Presets

Backup: All
External Users: Yes
Recert: 6 Months
Reporting: Annual
+
Default Labels
Metadata Presets

EOY Charity Event

• External Sharing: On
• Recertification / Reporting: On
• URL: /sites/PROJ_EOYCharityEvent

Bringing It Together

LABELLED

TAGGED
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O365 resources 
to stay on top 
of what’s next

• Microsoft 365 Public Roadmap

• AvePoint Product Updates for 

Subscribers

• Success w/Teams Adoption Hub

• Microsoft Learning Pathways

• AvePoint’s Teams Learning Series

• Microsoft Certified Service 

Adoption Specialist

https://docs.microsoft.com/en-us/MicrosoftTeams/adopt-microsoft-teams-landing-page
https://techcommunity.microsoft.com/t5/Driving-Adoption-Blog/Microsoft-365-learning-pathways-your-customizable-training/ba-p/638479?utm_source=Direct
https://www.avepoint.com/blog/microsoft-teams/microsoft-teams-public-sector/
https://www.edx.org/course/microsoft-service-adoption-specialist-4


Gracias

Merci
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