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Changes to In-Place records management 

Microsoft is making some changes to SharePoint Online to simplify how organizations manage and protect their data. 

Starting in April 2026, several older features—like Information Management Policies, In-Place Records Management, and 

certain site and document deletion options—will be retired. Instead, Microsoft recommends using modern solutions like 

Purview Data Lifecycle Management and Purview Records Management, which offer more flexible and up-to-date tools for 

keeping your data safe and compliant. 

If your organization currently uses any of these legacy features, AvePoint have implemented a solution in Opus to identify 

and update your In-Place Records to a Purview retention label configured to mark a file as a record, which aligns closely 

with the immutable nature of In-Place records.  

Required licensing to take action 

In order to upgrade your records you will need the following licenses: 

• One single Microsoft license to set up a retention label in Microsoft Purview which can be any of the following: 

o Microsoft 365/Office 365 

▪ E5 

▪ A5 

▪ G5 

o Add-on licenses for E3/A3/G3 

▪ Microsoft 365 E5 Compliance 

▪ Microsoft 365 E5 Information Protection & Governance 

o Frontline licenses for F1/F3 

▪ Microsoft 365 E5 Compliance 

▪ Microsoft 365 E5 Information Protection & Governance 

• AvePoint Opus (either): 

o Action & Store 

o Information Lifecycle 

Getting started 

To migrate your In-Place records over to a new retention label, you will need to have a retention label configured with 

mark file as record set up in Microsoft Purview to get started. If you are yet to set up any retention labels that mark files 

as records, you can follow these steps to set one up. Please note that the individual setting up the retention label will 

need an E5 license to proceed. 

If you already have a retention label you plan to use, please document the name of the label and proceed to page 11. 
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1 - Configure a retention label in Purview 

Step by step 

1. Navigate to Microsoft Purview using this link: https://purview.microsoft.com/  

 

2. Sign in as an account that: 

a. Has one of the associated licenses or add-on licenses shown above 

b. Has sufficient rights to create label in Purview 

 

3. In Microsoft Purview, in the left navigation select Solutions 

 

4. From the Solutions menu select Records Management 

 

https://purview.microsoft.com/
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5. From the Records Management menu select File Plan 

 

 
 

6. In the ribbon menu, select + Create a label or + in a collapsed menu 
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7. You will enter a wizard for creating a retention label that consists of 5 sections, starting with your name and 

descriptions, consider a name for the retention label and descriptions for end users and for administrators 

 

 
 

8. Click Next 

 

9. For your File plan descriptors, you can choose to add additional values to organize the label in your file plan (note 

that you can proceed without adding any values) 

 

10. Click Next 
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11. For your label settings choose Retain items forever or for a specific period 

 

 
 

12. Click Next 

 

13. Set the Retain items for value to Forever 

 

 
 

14. Click Next 
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15. For During the retention period select Mark items as record  

 

16. Ensure that Unlock this record by default is not selected 

 

 

MISSING OPTIONS?  

If you cannot see the option Mark item as a record you will 

need administrative support. 

This feature requires the execution of a PowerShell command 
for it to become visible in Purview. Please coordinate with an 
administrator who has appropriate access to run PowerShell 
against Exchange Online. The following Microsoft article 
outlines the necessary steps:  
https://learn.microsoft.com/en-us/purview/declare-records  

 

17. Click Next 

 

18. Lastly click Create label 

 

19. Click Done, by default Publish this label to Microsoft 365 locations is selected, this will allow you to make the 

retention label available in your chosen workspaces 

 

20. On the publication wizard, you can choose to: 

a. Click Next if you only have a single label to publish 

b. If you have multiple labels, select your retention label first and click Next 

 

https://learn.microsoft.com/en-us/purview/declare-records


 

How to Migrate In‑Place Records to Purview Retention Labels 
With AvePoint Opus 

9 

 

21. Optionally add Admin units, noting that this may affect your scope, click Next to continue 

 

22. When configuring scopes, you can choose to set up an adaptive policy that will use site attributes to maintain a 

dynamic list of workspaces for example, new sites can be added to the policy automatically, or you can choose as 

static policy, which will require you to manually select sites and maintain the list if sites change over time  
 
Make a selection of either Adaptive or Static based on your organizations preference and click Next to continue to 

configure the scopes further 
 

 
 

23. Ensure your scope includes all sites and workspaces containing In-Place records – Opus will be unable to 
migrate In-Place Records to a retention label if that site or workspace is not included in this policy 
 

 
 
TIP: You may choose to manage both SharePoint classic and communication sites and Microsoft 365 Group 
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mailboxes & sites in the same policy 
 

24. Click Next 
 

25. Name your policy, optionally add a description and click Next 

 

 
 

26. Select Submit noting that you may need to wait up to a week for Microsoft Purview to deploy the label 

 

 
 

27. Click Done 

 

28. You will be returned to the File plan page in Records Management 

 

29. Lastly, make a note of the name of the retention label you created, which should appear in the file plan list 
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TIP: To review the status of the policy publication, 

within Purview you can select Records 

Management > Label policies and look for the 

Status column. If the status is listed as Enabled you 

can proceed to the next steps in AvePoint Opus. 

 

 

2 - Set up a migration job in Opus 

Step by Step 

1. Navigate to: AvePoint Online Services 
 

2. On the My services page select All services then select Opus 
 

 
 

3. In the left navigation, select Settings 
 

 
 

https://www.avepointonlineservices.com/#/my-services
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4. Select General Settings 
 

5. For the setting Retention label for marking items as a record enter the name of the retention label you want 
to use to mark items as records 
 

 
 

6. Click Save 
 

7. In the left navigation, expand Content sources, next you’ll need to consider where your current in-place 
records are 
 

8. If your target location are SharePoint sites, choose SharePoint Online otherwise select Terms & Groups  
 

 
 
TIP: You can always re-run a separate job for another location if you have a mix of in-place records across 
workspaces 
 

9. The migration job can only be performed against a container (the highest level in the content source tree), 
select a container from your registered sites/objects 
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10. Click on the More (…) button 
 

11. Select Migrate declared records 
 

 
 

12. The Migrate declared records pane will open, check that the label is correct 
 

 
 

13. Click Migrate 
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14. On the Confirm dialog please read the notice before clicking OK to proceed or Cancel to return to the 
Migrate declared records pane 
 

 
 

15. When OK is selected a job will be started 
 

 
 

16. You can leave the job running, or optionally you can proceed to step 17 to monitor the job 
 
OPTIONAL – Monitoring the migrate declared records job 
 

17. You can monitor the job be selecting Job monitor in the left navigation 
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18. The Migrate declared records job will show its progress, once complete it will show a Status of Finished, you 
can click on the Job ID number to see more details about the migration 
 

 
 

19. The job duration will vary depending on the number of sites/objects in the container 
 

20. If the job finishes with exceptions as referred to in step 18 you can use the Job ID to review the job details 
 

 
 

21. Select the Details tab 
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22. Position your mouse over the error message to view the details 
 

 
 

23. In the scenario above, our retention (records) label was not published to one of our site collections due to 
the scope of the policy, this can be resolved in Purview if the site is outside of your scope OR you may need 
to allow more time for Purview to publish your policy to all sites in scope 
 

24. In the event of an exception, once resolved simply run through steps 7 to 20 to rerun the job 
 

25. Lastly proceed to run the Migrate declared records job against other containers within your content sources 

 

For additional assistance, please refer to the summary of this document for details on how to contact AvePoint 
support. 
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3 - Reviewing the migration 

To review the results, please navigate to a workspace containing in-place records. In the image below you will see 
the before and after, for two files that were formerly in-place records. 

Before declared migration job – files are in-place 
records 
 

After declared migration job – files are managed by a 
retention label 
 

 
 
Files that are declared as in-place records appear as 
checked out, if you position your mouse cursor over the 
checked out icon, you will be advised the file is checked 
out to the system administrator. 

 
 
Files that are marked as a record using a retention label 
will display a padlock icon, replacing the checked out 
icon for in-place records. 
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You can ensure the in-place records status has been removed by reviewing a documents compliance details by 
right-clicking on a file, select More then Compliance details. Reviewing the compliance details of the files we will 
see that before the migration, the file is managed as an in-place record.  

 

After the migration the documents are not listed as in-place records, and are no longer managed by the feature 
deprecated by Microsoft. 
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When managing document marked as a record by a retention label, you will notice that actions like editing and 
deletion are restricted in a similar way to the classic in-place records feature. 

File is locked in a view only state with no edit options 
 

File is unable to be deleted 

  
 

To review the label or record status applied to a file, in SharePoint or Teams simply right-click on a file and select 
Details to see the documents metadata, and review the Apply label and Record status fields to see the retention 
label applied. 

 

 

Summary 

We hope this guide has helped clarify the migration process from in-place records to retention label management 
supported through AvePoint Opus. By following these steps, you can ensure your organization's documents remain 
secure and compliant with the latest Microsoft standards. Remember, Opus has been updated to allow you to use 
your retention label for managing records as part of your rules to manage files and stubs moving forward. Thank you 
for taking the time to learn about these updates. 

For additional assistance or questions regarding this migration process, please contact: 
web_support_ticket@avepoint.com.  

 

 

mailto:web_support_ticket@avepoint.com

