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1. Introduction

1.1. What is the goal of this document?
[ SG YS &0 NI o6& SELXFAYAYy3d 6KFEG GKS 32+t 27
complete and detailed guide of how you should use SharePoint in managing teams, projects,
SiOo LG Aa lfaz2z o0& y2 YSFya | 6KAGS LI LISNI 2
So what is the goal of this document? Well, the real goal is to get you thinking about what
you want as a manager and how SharePoint can help you achieve those goals. SharePoint
will never be able to cover all the bases, at least not without a huge amount of custom
development. There are too many specialized tools on the market to help with specific tasks
of managing an IT department or any other department for that matter. What SharePoint
can provide, and what we try to explain in this document, is a base platform that everybody
in the organization can use for communicating and collaborating. Why this is of vital

importance and how to accomplish this, will be explained in detail in this document.

1.2. Who is this document for?
Contrary to what you might think when reading the title, this document is not intended for
managers only. Because everybody will have to work with the tools suggested in this
document, it is very important that everybody understands the tools and why they were
chosen. So besides managers, this document can be interesting for anybody who is affected
by it. This means everybody working in the IT department, all the project teams, the support
staff, the architects, etc. The idea of the document is to get you thinking and the more
people that start thinking about collaboration and communication, the better.

Although the document focuses on IT department, the basic principles can apply to any line
of business, to any department. So even if you are not in IT the concepts in this document
might provide you with some new ideas regarding the use of SharePoint in your
organization.

1.3. SharePoint
| will use the term SharePoint throughout this document as an umbrella term to encapsulate
all the different versions (from the earliest SharePoint products over the 2003 and 2007
releases to even the new, to be released, 2010 versions) since most features are a part of
the basic SharePoint Architecture and have been since the beginning.
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2.4EA O7EUed

2.1.The managerg issues
The most important aspect that has to be looked at before we start thinking about
{KINBt2Ay(d 2N gKIG§SOSNI (2 2ifevedthing duhs ymdcthlyha G K S
@2dzNJ RSLI NIYSYyd FyR GKSNB INB y2 LINRoO6fSYa o2
tools. Believe it or not, you need a problem before you start applying a solution. In the spirit
of Jeopardy we know the answer in this document is going to be SharePoint, now what is the
guestion? Which problems can it solve, which areas of your department can it help
managers with?

2 AGK2dzi GKAY1Ay3aZ ¢S O2dzf R antl da¥aborathhéidS IYYRR & @
although it covers a lot of the load, there are many things, details if you will, that would be

left out with a simple answer as that. And as we all know, the beauty is in the detail. We

have to look at all the aspects of managing an IT department. If SharePoint is used as just

another tool to solve the communication or collaboration problem, it will never live up to its

potential. There are a lot of tools better suited to solve those problems specifically.

SharePoint does become interesting if you take into account all the other aspects and

position it as a central solution.

So what are the main issues facing managers and how can we position SharePoint as
solution to these issues? Here are a few things that are very important:

1) Managers want to know what their people are doing, what they are working on and

when they become available (resource planning).
2) al yI 3SNB gyl (2 (1y2¢ lo2dzi 2y3I2Ay3 LINRBESS
3) ¢KSe gyl NBLRNIAY3I 2y LINRPINBaAa yR YtLQa
4) ¢KSe g yi adryNiiihtdzhaBage a lotlofip&le if everybody is doing

this their own way.
5) They want knowledge to be as easily accessible as possible without having to relocate

resources.

6) tKSe gAff KI@S (G2 dzaS R20dzySyida 6YSY2Qax

Of course this list is not exhaustive and priorities can vary, but a lot of the time these are
major points of interests of managers. Especially because a lot of the time, these are the
problem areas.
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2.2. The therapy not the medicine
A warning is in order here. Contrary to what you might have been told in sales talks,
SharePoint is no silver bullet. It will not do everything for you and it will not be the solution
to all of your problems. Look at SharePoint as an aid. Look at SharePoint as the therapy, not
the medicine. Like therapy, the combination of SharePoint with yours and your teamQa S ¥ ¥ 2 NJi
can make for a long-lasting solution for your department. And believe me if | tell you that
GKAa RAAGAYOUAZ2Y A& AYLRNIIYy(do® { KINBt 2Ay G A
everything will be betteré ® 2 A0K GKFGO LIKAf2a2LIKe> {KINBt2A
disappointment. As we will see further along in this document, there is some effort required
to make it all work for you and your team. But then, the results will meet all of your
expectations.

What follows in this document is a closer look at the major issues, listed above, that
managers face when running a department and how SharePoint can be an aid in those areas.

2.3. The competition
As with everything else, calling SharePoint the only solution would be naive and a lie
actually. There are alternatives YR & 2dz OFyQd o6S GFf{Ay3a | 62dz
SharePoint without mentioning Lotus Notes. As a centrally positioned solution for
communication, collaboration, etc. it will always be the number one competitor of
SharePoint. But the two are almost nothing alike. The solution they provide to pretty much
the same problem is completely different in philosophy and implementation. Throughout
the document we will point out were SharePoint differs F N2 Y [ 2(dzd4 b2GSad LGQ
decide which of the two you prefer; our preference is obvious | hope.

2.4. Conclusion
The conclusion of this chapter would have to be that it is very important to look at the
problems you are facing in your department. Only ones you have determined what is wrong
and how you are willing to change those things, you can start to look for a solution.
SharePoint will always be one of the possibilities, but as with everything in this world, there
are alternatives. Find a solution that fits you and your team. Whatever commercial benefit
you get for one tool or the other, it will not be worth it if you select the wrong tools. If you
are considering SharePoint than please read on and see how it can help you and where it
differs from its competitors.
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3. The Projects

ho@A2dzat e gKSY @2dz2NJ FNB YIylF3Ay3 | RSLI NIYSyY
currently in progress within your department. Furthermore, you will have to know the

status of each of those projects, who is working on them, what progress is made, etc. In

many organizations project managers make a weekly report for their managers to keep them

up-to-date on all of this information. This however means that as a manager, the day after

the project managerQreport,y2 dz N ¢2NJ Ay3 gA0GK 2fR RFEGlF ®

if you had up-to-date information on a project whenever you needed it?

From another stands, it will also be very important for managers to have everybody working

on a project in the same way. If every project team works its own way, it becomes nearly

impossible to keep an overview on all the projects. As an added bonus, when every project

GSFY 62Ny} a Ay GKS &lYS gles AGQa YdzOK SFaASN
out in other projects or even for several teams to work together, without having a learning

curve before every change in project or team.

¢tKS yagSNaR (2 (GKS&AS AadaadsSa tASa Ay 2yS 2F {
project management through SharePoint often called a PMIS (project management

information system).

As mentioned before, the project management possibilities of SharePoint are well

documented in whitepapers and even books dedicated to the subject. Therefore we will not

go into detail about everything you can do when managing project in SharePoint. We will

focus more on what you can get out of it as a manager or a team member and how this

achieved with basic SharePoint features.

3.1. Where to start?
Before jumping into SharePoint and starting making templates, sites and libraries, there are
a couple of things that are very important. Most books or papers will provide a chapter
familiarizing with the architecture of SharePoint and will guide you with the decision of how
many site collections, sub-sites and web applications you need. But they start from the
premise that your organization is mature when it comes to project management before you
can even consider using SharePoint as PMIS. Although there is truth in the fact that your
organization needs to mature to implementthefullo £ 2 6y t alL{ Ay { KINBt 2AYy
OKFG AF 22dz2OQNB y20 GKSNB &Sz e2dz aKz2dzZ Ry Qi
a bigger scope, like IT Management, using even the smallest pieces of the PMIS possibilities
'y KSELI 82dz 32 F2NBI NROD ¢CKSNEF2NE A0Qa @SN
mature is your project management? What are your needs when it comes to project
management? There are a million flavors of project management and although some are
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more efficient and more successful than others, SharePoint is not there to change your way
2F g2NJAYy3IS AGQa GKSNB (G2 KSfL)I @2dz Ay 6KIFGSQ

So when you start thinking of SharePoint for project management, think about the bigger
picture. What do we want to get out of SharePoint when it comes to project management?
Do we just want reporting on status and budget? Do we want a collaboration platform for
project teams and possibly even customers? Whatever the answer to any of those questions
is, adjust your strategy accordingly. It will not do you any good to create complete
collaboration site templates for projects when all you want is a library where project
managers can put there project status reports.

The most important advice here is: be honest. If the solution you come up with does not

match with your needs, a lot of time, effort and money will be spent on something that

nobody will use. Of course, implementing SharePoint for project management in your

departmentwilf O NAY 3 GAGK AG &a2YS OKIy3aS> odzi A0Q&
temptation of changing everything, going from almost no project management to the full-

blown PMO with a rigorous structure. A change that big will almost always end in failure.

You can introduce some new procedures and reporting documents. Just remember that you

Oy lFftgéléa SELIYR GKS {KIFINBt2Ayd LINR2SOG YIy
that everybody involved is first convinced that working with this new tool not only provides

benefits for management, but also for themselves whether they are project manager or

team member.

3.2. What can you get out of it?
Il TGSN) 82dz RSGSNNXYAYS 6KI G @2dz ¢lyid 2dzi 2F AGX
outofit. InaperfeOl $2NIX R (KS daglyidé FyR aOlFlyé¢ oAff
not a perfect world. Compromises will have to be made. For instance, if getting a complex
report that combines all the data from all the current projects, doubles the work of getting
2yS NBLIR2NI LISNI LINP2SOGX YIFeoS AGQa y2i0 @62NIK

Discuss these things with everybody involved and again be honest with yourself. Prioritize

GKS GKAy3a @&2dz ¢yl FYyR R2y Qi GNB (G2 3IS4 S@S
GKFG @82dz RAYORYBRPSRIKBLIRZNI G2RIFIe R2SayQi YS
0dzRISG A& FHfft200SR AlG O2dAZ RyQli o6S FRRSR fI
the implementation, but the bottom-f Ay S KSNXB A & itobelstépdtatimeS LIA ¢ © ¢

Create an architecture that can incorporate everything, but built your SharePoint
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implementation gradually to make sure that the basics are there and working before going
into the fancy stuff.

For the purpose of this story, we will start from the premise that you do want everything

SharePoint can offer when it comes to project management. You want the project status
information, the progress, the collaboration platform for the team and a place for you the
manager that combines all of this information. So how can we achieve all of this?

3.3. How do we achieve this?
Achieving full project management functionality in SharePoint will not happen overnight. It
will take some careful planning and what | presume will be a lot of long meetings about what
everybody wants from it.

The first step will always be to divide your projects in categories. One template to fit all

projects is something that will be very hard to come by, so dividing projects into several

categories will always be a good idea. That way a template per category of projects can be

made. This will limit the number of compromises to be made between teams working on

different categories of projects. Again, SharePoint tries as much as possible to help you in

your way of working and not to force you to change. One piece of advice applies here, try to

fAYAG GKS ydzYoSNI 2F OFGiS32NxASa G2 | Y|l EAYdzy
all the projects you have into four distinct categories (or less). If so, try and combine

categories so in the end you will not have to build more than 4 project site templates.

I FTGSNI KF Ay 3 RSOUSNNVAYSR GKS OFGS3I2NARSaszx AdQa
Essentially what you will do is create one project site per category and add all the lists,

libraries, web parts, features and sub-sites you need in a typical project of that category and

save it as a template.

So what has to be in one of those project sites that will enable us to manage a project
through it you might ask? Typically a project site will consist of two SharePoint sites. The
main site and a document center sub-site that will function as the document management
system for that project. The structure of the document libraries within this sub-site will all
depend on the way of working you are already accustomed with now and the phasing of a
project of that category. The major advantage of having a sub-site that contains all the
documents is that upon project completion, the entire sub-site can be moved to an archive
or a reference library containing all the documents of all the completed projects. This way,
no documents will be lost when the project is completed.
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The main project site will be a working site, meaning that this site will constantly be updated
and worked on by any of the team members. Here you will have lists with project tasks,
project calendar(s), bugs, defects, announcements and any other list that might enable your
team to use this project site as their central working place for the project. Typically you will
also see pages with KPI lists and excel representations of data that is taken from Excel sheets
that are physically kept in the document center sub-site. Finally, most project site will
integrate an MS Project file to keep track of the planning. Although integration with Project
{ SNIBSNJ Aa Ll2aarofsSs AGQa y24 AyOfdzZRSR Ay (KS
some extra effort or just have a daily view of the Project Server planning updated by the
project manager. The possibilities are quite extensive so make sure to consult some of the
books or online resource regarding project management in SharePoint.

b2g GKIFIG &82dz KFgS Fff GKS tAadaz LI 3ISa FyR f
Navigation is one of the crucial factors in the success of a SharePoint implementation. If the

navigation is not well thought through, people will not find the documents or information

they need and eventually stop using the site altogether. Important advice is to keep the

navigation of the project site limited to the Quick navigation bar on the left of the page. Try

to avoid putting project links in the top navigation. Keep to top navigation the same

throughout the entire SharePoint Portal (see chapter Implementation). What navigation is

best foryourprojectA & a2YSUOKAYy3d (GKFIG KIFIa y2 RSTFAYAGAODS
forget to think about the navigation. It will make or break your site.

3.4. A new project arrives
So you have created a project site template for every category but now you want to create
actual project sites. Most administrators will agree with me that it is unacceptable to have
project managers create their own project sites. This will be up to the administrator.
Problem there is that an administrator knows very little about the project. So how can he
properly create a project site with a correct name, the correct team members who have
access or any other information that needs to be available at creation of a project site?

A very effective way to do this is create an administration site where project managers can
make a request for a new project site by filling in an InfoPath form or something equivalent.
That way, a workflow can be started when the request is created. It can be verified
automatically by a manager and after he approves the request, the administrator can create
a project site with all the information filled in on the form.
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There are more elaborate ways to do this and if you already have a ticketing system or

something similar in place, of course thatcanbedzda SR (2 @ .dzi R2y Qi T2NH
requests may be information you want to include in reports or want to save as reference.

Having that information in SharePoint already will vastly improve the usability of this

information. Since creating an InfoPath form and a workflow are pretty basic SharePoint

features, my advice is to use this as your request system and thus using SharePoint for even

one more feature you might not had thought of before you started to read this story.

At Euricom we have developed an extensive SharePoint PMIS system for development
projects. For more information on this system, visit our website at www.euri.com or contact
us directly.


http://www.euri.com/

Author Ronny Gabriels Date 30/04/2009
Category White Paper Page 12 of 31

SharePoint for IT management

4. The People

As a manager, keeping track of projects is very important, but keeping track of the people
working on the projects might even be more important than that. Where would projects be
gAOK2dzi GKS sdkdedig peopl@ hahpi dind nfotdvated is key for the success
of projects. And believe it or not, but most people like their manager to talk to them, make
them feel like he is there for them and can help them if needed.

Strangely, if you ask managers what motivates them in their jobs, the answers vary from

GA22R FTOGY2ALKSNEBEEYRIAQZRY QZAOI ORANY GaRYK O2f f
GAYOGSNBaGAY 3 | yMonepdnhef if abyhditheyfodrth dr 2hAfiftE
place.| 26 SHSNE AT &2dz Fal YIylF3ISNAR ¢KIG GKSe& K
number one answer. Now why do they believe that their staff is motivated differently from
themselves?. @ (GKS gl & LQY y20 YI1Ay3d GKAEA dzLJd ¢ KA
provides business courses in Holland. The moral of this story is that as a manager you can

motivate your people by using the techniques that you would like from your

manager,ra 2y S@ NBlIffeé& AayQi SOSNRIGKAYy3IOD

Now besides motivating staff, as a manager you also like to keep track of who is working on
what, until when, etc., 2dzQf f Yy SSR (2 KI @S Iy 2@0SNIff NBaz

4.1. Where does SharePoint fit in this story?
So where does SharePoint fit in this entire people management story? Well, claiming
SharePoint is the ultimate tool for people management would be a lie, but on the other hand
is there a tool out there that is? People management has a lot to do with good
communication and collaboration. Everybody can be taught to manage a budget, numbers
R2y QG ySSR (2 0S 3dzA RSRZI MinkiSgpeopleh@evbidis T SSt  dzy Y
a2YSGKAY3a GKIF G @ 2tdan He bn@Ibrated Ny taRids Yolrses, Hatlthd S &
basics have to be there. If you are terribly shy and introvert the chances of you becoming a
successful manager are slim to none. And were does SharePoint shine? Communication and
collaboration. So SharePoint can really help a manager with people management. Of course
82dzQft adAftft ySSR (GKS LISNm2YylFf O2yidl Otz o dzi
same tool as him and can communicate with his manager fast with tools he is used to, the
threshold of actually communicating with his manager becomes a lot lower. And thus,
communication improves just by having the same platform.

Besides the communication and collaboration improvements, when SharePoint is coupled
with Exchange it has even more possibilities not only for communication, but also for
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resource planning. Calendars, tasks and email are the basic tools for resource planning and
make them accessible everywhere on any device. Of course a real resource planning goes a
lot further than this and especially for big departments SharePoint and Exchange might not
be sufficient to cover all the resource planning bases. But on the other hand, it might still be
a good idea to integrate those other tools into SharePoint or Exchange. This will ultimately
help a lot with burying the image of a manager with his own tools far away from the
workforce.

4.2. How do we achieve this?
Achieving all this in SharePoint will mean using a very well known SharePoint feature with a
pretty bad reputation., S& > L QY (nysSifes] IA yod compardesizhiat use
SharePoint, MySites are either disabled or are seen as a playground on which the people can
play around a bit. But actually, MySites can serve a very useful purpose when it comes to
people management. Instead of using the MySites pages as a playground for people to test
the most outrages color schemes, you can start using MySites as an internal CV
engine. People can keep their own profile updated on the site and you as a manager can
search for the correct resources just as easily as you would search for a document. But not
only you as a manager has direct benefits from this. By keeping the MySite as your personal
internal CV, other people having trouble with a tool or some piece of hardware can now
search for the person that is best qualified to answer their question. Instead of having to
call around to find a person to answer their question they can search the MySites, find the
person and, if you have AD, Exchange or Unified Communication, immediately contact him
via email, communicator or telephone. Although this works best in larger departments in
which not everybody knows each other personally, this also works for small departments to
keep your colleagues up to date on what you aredoing.! YR & F  YI yI1HSNI L QY
better that your people keep in touch on your internal portal than via Facebook or Twitter.

Another added benefit is the integration of personal and general calendars in which a
manager can book a person in for a certain project for a certain time. He already knows the
person is the right person for the job through his MySite profile, but now he can also see his
availability and book him in via calendars that can be integrated in Outlook. By simply
dragging bookings from you general resource calendar to the personal ones, the people are
automatically up-to-date on what they will be working on. Of course this means that if some
conflicts arise, they can immediately point this out instead of the problem coming up when
the day comes to start working on something new.

Of course with calendars, whether personal or central, comes the possibility of vacation
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planning. Through workflow on the vacation calendar(s), the manager can be issued a

GNBIjdzZSad F2NJ I LILINR DI & | dzii2 YhoitA OF f £ & gKSy LIS
As you might notice there are huge possibilities when using SharePoint to keep everything in

one system. And again, if you already have tools to do all this, take the time to investigate

whether you can integrate these tools with SharePoint so that it becomes your department

working portal. One tool, one team, one result.

Finally, it might also be a good idea of having a place on each MySite through which a person

can communicate with his manager. This can be done by a document library (e.g. for

communicating documents like performance appraisals etc.) or via a personal forum (e.g. for
O2YYdzy AOFGAY 3 | LISNE2Y Q& HAAK T2IRtheharey S LINE 2
used correctly with good security that makes this place accessible only to a person and his

manager, this can be a good place for communicating private things that otherwise might

not have surfaced until a performance review or another long-term appointment. The

YEYlF3ISNI Oy 6S 2y (GKS ol f fetienfelvedSaBask SQa NBIj dzS
jdzZSadAz2ya 2NJ YIS &ddz33SaidAizya Ay | LINAGFGS 5

4.3. What do you get out of it?
Simply put, a community within your company. You get a team that can communicate more
easily and by doing that gets to know each other better. As a manager, you can actively
participate in this and be one of the community, with the added benefit that it is easier to
find the right people for a particular project, communicate with people privately or publicly
and plan them in with tools that they themselves use.

Finally a good community will help improve the atmosphere within the team, provide better
communication between people and ensure that people can work in the projects best suited

for them. Now let thatbetK S G KNBS Y2ad Y2G0AQ0F0Ay3 | aLlSoda
that SharePoint can help you and your team become more motivated. And if that happens,

the results in projects will automatically follow.
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5. The Reporting

The most likely answer to the questioy’ &2 KIF G R2S& | YIylF3aSN ySSRKE
Reporting is vital for managing anything. Without reports most forms of management fail.

CKA&G A& y20 2yte 0SOFdzaS gAGK2dzi NBLERZ2NIAZ Ad
also because most managers have to also report to their managers.

In previous chapters, we have already touched on what SharePoint can bring to the table
when it comes to people and project management. But making projects run more smoothly
and getting people communicating is one thing. You will want to see what benefits you get
out of it. You still want to keep track of how things are working out on one project and on all
projects combined. Furthermore, you will also want to keep track of the productivity of your
people. Since your people and project management are already integrated in SharePoint,
why not use SharePoint to get reports on them?

h¥ O2dzZNES:Z ¢S R2y Qi ¢yl YIrylF3aSNA (2 KIFI@S (2
other reporting applications. What it comes down to is that SharePoint can help you with

day-to-day reporting (keeping track of) and provide you with the information to build the

heavy managerial reports for monthly or annual reporting.

5.1.Day-to-day reporting
The day-to-day reporting that can be done in SharePoint is there to help a manager keep
track of and on top of project and people management. Most of the features that you can
use to do this are build-into SharePoint. Especially for project management these features
benefit the project manager and the IT manager in more or less the same way. The features
S oAttt F20dza 2y IINB YtLQa FyR OEOSt tdzof AaKk
are the most important for reporting on a day-to-day basis.

Using these features in project management will provide you as a manager not only with a
report of how the project is doing. It provides you with a 24/7 up-to-date view of what is
going on. Where most reporting is done on a weekly or monthly basis, the KPl and Excel
features in SharePoint provide the manager with a view on the project that is always up-to-
date. The moment a project manager or any project member changes something, the
reporting feature is automatically updated. That means that a manager can be sure that
what he is seeing is not outdated, making it easier to keep track of the entire project.

Typically you will see a custom page being built on a project site that includes several KPI
webparts combining information of the entire project site. Combined with information from
published Excel sheets (for instance for budget control) these pages are basically a project
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report updated every day. Now of course, a report per project is nice, but an additional

report combining all projects is going to make your life even better. SharePoint is very

FEtSEAOGES Ay aKIFINARY3I AYT2NY lrefiokt 2epteréliSKeNB dzI K 2 dzii &
Report Center) that combines all the reports from all project into one site, will probably be

indispensible for a manager.

This works very well for project, but it can also be applied to people management. Although

this depends very much on what you want to report on people and of course, what

SharePoint information is already available. If you want to see a KPI indicating how long

people are working on a project, you will have to have a list or calendar keeping track of this
AYF2NXYIEGAZ2Y® {2 2dzad fA1S 6AGK SOSNRGKAY3 Sf
what you want to get out of it before you start with it. But when you do, the possibilities,

even on reporting, are pretty much endless. If not with default features, custom
RSOPSt2LIYSyid OlFy LINRPDARS ¢KIFG {KIFENBt2Ayd oe
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5.2. Global reporting
As a manager, keeping track of projects or people through day-to-day reporting is fine and
will make it much easier to interact with all parties concerned. But every week, month or
year, you will need more. You will need to provide your managers with reports about your
entire department. Although SharePoint might not provide you with enough detail to build
0KS SYGANB NBLR2NI GKSNBESZ aAy OdoretinShaeboing T & 2 dzN
most of the data for you report will be as well. The services that SharePoint can provide in
this field greatly vary from what type of reporting you have to do and in what form. If it is
Excel based, SharePoint provides a lot of possibilities to not only store, but also publish the
reports online so that they are always up-to-date. If SharePoint is used throughout your
organization,itQa S @Sy Ll2aaiofS G2 KIFI@S | arxagsS GKFG C
departments. That way your CEO or board members can have the same 24/7 up-to-date
view on their organization that you have on your projects.

Of course if the reporting has to be done in other forms, SharePoint might not have all the
FYaA6SNER>SX odzi R2y Qi F2NBSG GKFG AF Fff (K
Ay | a0NHzO0GdzNBR ¢ & o LG YAIKG GF1S | A
always possible to integrate data from SharePoint in your reports.
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5.3. Report Center
As mentioned before you will need a central site that combines most of these reports you
KISy 2dzaid (2 YI1S adaNB GKFG @2dz R2y Qi KI @S
the stall dza @ {KIFENBt 2AylG LINPGARSa @&2dz 6AGK I (GSYLS
/ Sy i SNE o ¢ KS A R &dexphided b8fere. ToitdntéalizdlaKtheliepostk A O K
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from other sites into one site. Sure, on the project site, there will still be a reporting page
for the project manager, but you as an IT manager will use this Report Center. Why search
all of your project and/or people sites, when you can see all this information in one
comprehensible site?

5.4. Other reporting thoughts
Reporting is important and as we mentioned before, you will have to think about it before
2dz OF y Qi NBLRZNI 2
information that is not there. So think about what you want or need to report and make

you even start creating project, people or other types of sites. |,
sure that information is in SharePoint and of course that your people keep the information
up-to-date.

Although it is not really a managerial tool, | would briefly like to mention usage reporting

here. This tracing mechanism in SharePoint is actually meant for SharePoint administrators,

odzi @2dz a I YIFyYyF3aSNI Oy | Oldzatte dzasS GKA&a A
data, it can provide you with data about how much everybody uses SharePoint. Because

SharePoint and any other collaboration application works best if used by everyone

frequently, the usage reporting can tell you whether people have adopted SharePoint as

OKSANI g2NJAY3I LEXTFTOGF2NY 2N y200 {2inRE Yy Qi 2dza
first months after the introduction of SharePoint.
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6. The Knowledge base

One of the biggest challenges in an IT (or any other) department is to have the knowledge
that lives within the department combined in one place that is accessible to everyone.
Creating a knowledge base is difficult; keeping it up-to-date is even more difficult.

As we discussed in the chapter about People management, the whole idea behind people
management in SharePoint is to create a community within the department. The success of
a knowledge base will depend greatly on this community. If everybody works on his or her
island, a knowledge base will almost never succeed, simply because the people have no
sense of sharing information with people they know nothing about. Within a community
however, people get more and more sensitive to the needs of others and therefore are
much more willing to share information.

SharePoint is a perfect platform for not only a community, but also a knowledge base for
that community. In the next sections, we will go through the possibilities of knowledge
base. Starting at the basics and ending with a more advanced kind of knowledge base for
departments that are completely integrated in SharePoint.

6.1. Starting with Search
When people think of a knowledge base, most of them think of one place where all
information can be found. Although a central site with most of the documentation is a good
0FdaA&d FNRY GKAOK G2 adlI NI I ({y2e¢fSR3IS ol
To find the simplest form, we must ask ourselves what a knowledge base is. A knowledge

ax
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base in essence is a way for people to find the information they need to solve a problem in a
straight forward way. So what is the most straight forward way to find information? Right! A
search engine.

In essence, the place information is stored has of absolutely no impact on the success of

@2dzNJ {y2¢f SRIAS o6l asSo LiQa GKS TFIFO0 o6KSGKSNI
2yS &SI NOK ljdzZSNE 2N y2i0 wkGKSNJ GKIFy GNBAY3
better to start with a central search engine where you can search all storage places. Why

you might ask? Well, getting all information on one topic (an application, a product, etc.) in

one place is very difficult and a lot of work. It might be spread over SharePoint site,

databases, shared folders, other websites, etc. Instead of duplicating all this information,

you build a search engine that can search all these different locations. That way, you can

ANJ Rdzl f £ & OSYGNI £t AT S |t fbletiofirfs allkhy iff@m&Noh ol 2 Y X 6 d
need from the moment the search engine is available.
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SharePoint provides this federated search capabilities through Search Server. It will enable
you to search SharePoint, databases, websites and shared folders in one place, without
having to copy all the information in one place. The best advice for starting a knowledge
base is to make all the information available. When the information is available for search,
you can start planning for centralization if this is necessary, but the biggest benefit will
already be there. Finally your people can find the information they need.

6.2. Creating a knowledge base
Of course, searching all these different locations will still leave you with a scattered
knowledge base. The information is there, but still you want to evolve into a system where
information is stored in a centralized environment. That is where your community comes in.
When everybody is already used to storing information in SharePoint, they will have no
difficulté ONBF GAy 3  OSYGNIfAT SR {KFENBt2Ayld (y2éf
everything is stored in one SharePoint site. They idea is to have a logical knowledge base
that is easiest explained by an example.

The center of your knowledge base would be a SharePoint site that incorporates all the
documentation about products you work with and documentation of projects and
applications you have build within the department. The easiest way to accomplish this is
first to store all product documentation in this site and nowhere else. Second, upon closing
a project site, copy all the documentation of the project site into the knowledge base. That
way, no information is lost by archiving or deleting project sites.

Besides this central site, the best way to extend your knowledge base is by using MySites or
group sites. The idea being that specialists share information in blogs, wikis, discussion
boards or documents about their expertise. When you have a good community within your
department that uses MySites and group sites frequently, this information will also be easy
for them to find even without having to centralize everything. Search capabilities will still
have to be provided over all these sites, but now all the information is on SharePoint so it
can be found even more rapidly and can all be managed in the same way.

So a good knowledge base consists of central information completed with live information
FNRY @2dzNJ AYGSNYyIf O2YYdzyAlGe o CKIFOG gl & AGQa
better together and you can manage all information in the same way on one platform.
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6.3. A learning center within your company
Of course you can still go one step beyond just providing static information on one platform
and that is to build an e-learning site from your knowledge base. Atop the existing
knowledge base, you can build a site that people can use to educate themselves in the use of
products and applications. By using step-by-step guides, how-to documents and even video
tutorials, you can have a site that not only provides information, but can also educate your
staff. Typically, a group of specialists (f.e. architects) can provide these resources to educate
the rest of the department in how they should use certain products or tools or even what
the company prescribed procedures are in certain areas.

This site can be used not only to provide the initial education, but also to keep the people

updated when procedures change, new products or versions arrive, etc. As an added bonus

of such an e-learning site, it can also provide an ideal boot-camp environment for new

SYLX 28S5Sa 2NJ O2yGNIOdG2NRA (2 fSFENYy GKS aK246Qa
in a very efficient and effective way.

Especially in very rigid company environments that have a lot of bureaucratic procedures, a
site like this can prove to be extremely valuable not only to people having to use these
procedures, but also for managers to get the word out to everyone when a procedure
changed.

6.4. Conclusion
Conclusion of the use of knowledge basesinShareP2 Ay i A& GKIFG AdQa OSNE
Al QA A YL NI | -MiteplieyingRPbuild #Kednibleteiktio®lédge base for your
company or department from scratch will probably prove too expensive or difficult.
Therefore, starting with a good federated search and gradually building a SharePoint
knowledge base with the help of your internal community will prove to not only be less
expensive but also a lot more effective.
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7. The Documents

Every department in every company in the world is going to have to deal with documents.
Where a long time ago, this was all done on paper ¢ and yes | know that in some types of
companies this is still the case ¢ now most companies use digital documents. The big idea
behind the digitalization of documents was that it would be a lot easier to share documents,
work on them simultaneously with more than one person and store and archive them more
easily.

The problems with the document digitalization quite rapidly followed the actual
introduction. Because it was so easy to share, store, etc. all of a sudden a lot more
documents popped up. Then came the version issues. Who was working on what version of
the document? And then it was time for the storage issues. Where could you store all of
these documents, and all of their versions, so that people could actually find them when
they needed them?

Throughout the years there have been quite a lot of document management systems that
tried to provide answers to these problems. All had their strengths, all had their faults. The
biggest issues were that they focused solely on documents and where/are notoriously hard
to integrate with other systems. Besides providing the standard document management
answers, SharePoint now tries to provide an answer to the DMS problems too.

7.1. The idea behind SharePoint DMS
The big idea behind the DMS in SharePoint that sets it apart from quite a few of its
competitors is the fact that it was not perceived as a document management system, but
more as an information management system. Why just limit yourself to documents, when
all information might have to be treated in the same way. Documents for SharePoint are just
a form of information that gets some special attention.

SharePoint will provide you with all the tools you need for working with documents in your
department or organization. It provides versioning, limitless workflow capabilities, easy

sharing and maybe most importantly a powerful search engine to find the documents you

YSSR® {2 AT &2dz ¢ o yfhrgels)@nfideditRoSdddunfert | NBt 2 A
management. All your business processes that are centered around documents can be

pretty much set up in SharePoint out of the box.
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Although all of the following features are provided for all information in SharePoint, they
might be most important for working with documents.

7.1.1. Versioning
Versioning of documents was one of the first problems the digitalization brought with it.
Without a DMS system, you had to save new document versions someplace else until they
WSNBE NBOBASHSR YR | LILINEGSRO® hyté G4KSy O2dzZ R
new one. This left a trail of documents behind that for instance a search engine could not
distinguish between. So people often started working with information from documents that
were not yet approved. Document management systems solved this with versioning and so
did SharePoint. In SharePoint the versioning provides that not only can you distinguish
between major and minor versions when changes happen. You can also hide these versions
from other people until it gets approved. So one document is only saved on one place and
2yte GKS a2FFAOALIE ¢ OSNERAZ2Y A& Lzt A0 St AYA
assumptions on wrong versions of a document. This makes the versioning in SharePoint very
powerful out of the box.

7.1.2. Workflow
Because most documents need to be approved or at least reviewed before they are
published, the combination of versioning and workflow make for a very powerful tool when
automating business processes. Workflows can be started when a document is created or
updated. The workflow can create review or approval tasks, change the status of the
document and even publish it all in one workflow. Simple approval and three-state
workflows are provided out of the box, together with more specific workflow possibilities
OKNRdzZAK { KINBt2Ay(d 5SaA3aySN®» LF¥ O(GKIFIG adAatt R
development based on Windows Workflow Foundation can still provide you with answer to
your workflow problems or needs. So if you have business processes that involve
documents, approvals, reviews, etc. SharePoint can provide you with the answer all in one
platform which makes it easier for you to maintain and you people to work with.

7.1.3. Alert
Although alerts are one the most general features in SharePoint, it can serve as a very
efficient way to broadcast new documents and versions. Forget sending out memos that
point out new procedures, new policies, etc. Alerts can do this for you automatically and

effAOASYGfed LIQa faz2z OSNER KIFIyRe ¢gKSy &2dz ¢y
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documents you have published, because when your name is under a document, you are
going to want to know what happens to it.

7.2. Starting with DMS
One of the biggest mistakes that are made when starting with SharePoint DMS is, when
migrating documents from a folder structure, that structure is copied in SharePoint. Folder
structures are almost always flawed. So take advantage of the implementation of a new
platform to take a very close and analytic look at the structure you want to use in
SharePoint. One of the best practices for migration of documents in folder structure is
actually not to do it. As strange as that might sound, the best way to start working with
SharePoint DMS is to start fresh. Just migrate the very important documents like policies,
procedures, etc. to the new and improved SharePoint structure. So what about all the other
documents? Well, since the search engine can also index shared folders, have the SharePoint
&SI NDK Sy3aiayS AyRSE Itf 2F (GKz2a$S az2fRé¢ R2Odzy
aSEFNODK |yR @2dz 62y Qi KIS (2 &LISYyR (22 YdzOK
legacy documents into SharePoint.

So the major effort of starting with SharePoint as a DMS is not in the migration of legacy
documents, but in optimizing the structure of the SharePoint sites and document libraries.
The legacy stays available and will fade out in time when all the new versions or
replacements of the old documents are stored in SharePoint.

7.3. Content Management Systems for Archiving
A lot of departments will face the challenge of having to archive documents in a secure and
sometimes even legal way. This is mainly done in Enterprise Content Management systems.
For Microsoft SharePoint is an ECM on its own, but we have to be honest enough to say that
SharePoint will not be certified as a secure archiving system any time soon. So as for many
other things, integration with ECM systems will also be very important when working with
R20dzySyidao LiQa alf¥S (2 are GKIG aAONRaz2¥i
controls for SharePoint and the ECM systems. The details of this are found throughout the
web and are a very big article in its own. So if you want more information on how your ECM
AYGiSaINIGSa gAGK {KINBt2AyiGxX OKSOl 2dzi GKS @S
search engine, but know that it will be possible to integrate the two.
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7.4. Conclusion

When it comes to DMS in SharePoint the conclusion is quite simple. Start using it! Take a

few days to draw the structure you need to store and work with the documents. Make sure

this is a logical as possible within the context of your department or company. Once the

structure is there, start using it by creating documents and workflows on the document

f AONI NAS& 52y Q0 g2NNEB (22 YdzOK 2y GKS fS3t
leave the others where they are. Just make sure you can search them via the SharePoint

search engine. That way, you can use SharePoint as the central document platform without

having to spend the enormous effort of migrating all your old documents.
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8. The Management

L GKAY]l FNRY Iff GKS OKFLIISNA 0ST2NEBepiKAa 2Yy
you and your department. The thing is that if you are not already working with a system like

this, there will always be people reluctant to use it. Because change is change and some

LIS2LX S 2dzad R2y Qi 1y26 K2g G 2eaRdydiersss A 0K (KI G
group of people in your department ranging two maybe even three generations, there will

0S (K24aS ¢gK2 aSS Al Fra | ySg G2@& FyR R2Sa 4K
manager can make the difference. A lot of the work convincing people of the benefits and

strengths will feel, and actually be, an internal marketing campaign. Something you might

even want to spend some money on, since the benefits will increase exponentially with the

number of people using it. Collaboration and communication only works if almost everybody

uses it and uses it correctly. You can compare it to the telephone network. What good would

it be if you could only reach 50% of your friends through it? The success, just as it will be

with SharePoint, lies in the fact that everybody can be reached through it.

8.1. Bringing everybody together
So the trick is going to be to bring your entire department together. Not only all of the
people but also all of the information. You will have to make sure that SharePoint becomes
the one central point your department can always fall back on. A place where people can
find information about products, about procedures but also about other people. But again,
this will only work is everybody is on board. If one or two important experts are not

A w4 A x
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and start to deteriorate. And this may come as a shock to many of you managers out there,

but this also includes you. It might come as a surprise, bdzii Y I Yy 3SNB R2y QG I ¢
best reputations when it comes to collaboration. So when everybody including management

is working with the system, there is no reason for anyone else not to either.

{2 K2g R2 @&2dz 3S0G SOSNE O 2yBudigurk ifdt. No, Sctudlly. & 2 dzQ NS
this should be seen, as mentioned before, as an internal marketing campaign. You want

people talking about it, sellingiti 2 S OK 20KSNJ FyR GNBAy3 Al 2 dzi
force people into working with it. Brute force will not work, sorry.

In large companies, the best thing is to actually get marketing involved to figure out how to

position the system within the company and come up with a name, slogan and even a sort of

ad campaign in for instance the company newsletter. Key here is however to use people

from within the company (not models, sorry again) and make sure every group is
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represented. Make those people your evangelists and have them sell the product mouth to
mouth via info sessions, casual group meetings or even demos.

In companies with smaller resources, the idea will remain the same. You will have to come
up with a good name, and have evangelists from every group selling the product to their
peers. You might not have the budget to use a marketing department (or agencies) but you
can surely find an amateur photographer, videographer or designer in your staff who is
willing to help you.

The main idea is to show people this is not just another system and that you are willing to
spend some time to get it going.

8.2. Your benefits
We have talked about the direct benefits for you as a manager when it comes to reporting,
centralization of information, etc. But wait, there is more. OK, those things are very
important to be able to do your job, but think for one second about how much a well
communicating team is worth. A team that can find information easily, can contact an expert
with the click of a button and can keep on working while you get the immediate results of
their work in the form of reports and project statuses?

Whatever type of manager you are, the value of a well oiled team is worth its weight in gold.
Yes, there will be investments to make to get the system up and running and calculating the
learning curve and the overall adaptation, it might take a year to really see the results. But
those results could just make a world of difference. One of the most time-consuming actions
people have to do within a department is finding the right information or the right person to
talk to. If that lost time is taken care of, and communication between teams rises, the
efficiency of your team will sky-rocket.

Another, not to be underestimated benefit is the fact that, because you are also a user on

this system, you can keep your finger on the pulse of your departmSy 4 @ {2 YSGAYSa A
easy to see when people are struggling or malcontent, but with a central system that

everybody works on, it might get a little easier to detect. A decrease in productivity or

communication can provide you with just the signal you need to just go and talk to the

LISNE2Y (2 &aSS gKIFIiQa 3F2Ay3a 2yd | 2dz 62y Qi KI O
GKFO LISNER2Y YAIKOG glyd G2 R2 az2YSGKAy3a Stas
department that is in essence a community, you can be on the ball at all times.

So, where the initial benefit might have been centralization and reporting for you, now you
have gotten your team working together, communicating and in the end, be one of the most
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efficient teams out there. This will not only improve your end-of-year figures, but also how
people perceive you as a manager.

8.3. Team building
One platform makes for one team. No man is an island. There are a million of those catch
phrases to explain the fact that if everybody within a team or department knows what the
other does, what his or her area of expertise is and can talk to each other, a team will
become tight and in effect, more efficient.
One of the main problems within a department is internal competition and although you will
nee'SNJ 6S 6fS (2 StEAYAYyFGS (GKIFG O2YLX SGStfesx ¥F;
that to a point where it is no longer a nuisance, but a contributing factor. The name of the
game is team building and that starts with communication.

Nothing is more gratifying for a person or team to know that he or they are the people

within the company that people turn to for a particular problem. On the other hand, nothing

is more stimulating than seeing another team or person working more efficiently than you

(oh GKSNBQa GKFIG O2YLISGAGAZ2Y FTIFLAYyOd C2N K22
should know each other or at least be able to find information on that team or person.

SharePoint provides you with that platform. Using MySites as an internal CV, team sites to

monitor or communicate progress, etc. will make SharePoint a platform that everybody can

enjoy or push themselves to their best level.

8.4. Conclusion
The most important part of the management you will have to do is get everybody working
with the system. Once you complete that goal, you will have to remember that you are a
part of the community therefore you should also be present on the system. And when
everybody, including you, is in the road to an efficient team or department is paved.

From a management perspective, this just could be that golden ticket.
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9. The Implementation

So what do you do when you have decided that SharePoint is for you? How do you get

A0FNISRK LY (G0KA&a OKFLIWGSNI LQff GNB (sBuedIJNPJARS
warning here. This is one view, an opinion that, although fueled by experience, might still

y2i 6S GKS ARSIt gle& F2N) e&2dz FyR @2dz2NJ O2YLJ y
RSGFAT a2 GKS GazfdziAz2yé adilswidelydpgicabR Sy SNA O | &
possible.

Typically, since it is a server product, SharePoint is treated like other Microsoft server

products. You install it, configure it and start working with it. Wrong! | can guarantee you

that if you do this, after six months, you will have a very big SharePoint environment, but

nobody will be able to work with it or find anything on it. No, what you should do it treat it

Fa Fy FLLIX AOFGAZ2Y RS@OSt2LIYSyd FyR GKIFG &dF NI

9.1. Analysis, really?
Yes really. Because the enormous possibilities that SharePoint has, itQ&ery easy to get lost
in a forest of functionality and options. The first thing every department, that wants to use
SharePoint, should do is think long and hard about what it is you want from SharePoint in
82dzNJ RSLI NI YSyidod ff (GKS OKFLIISNBR 0STF2NB GKA
that you are going to be using all of them, certainly not at the start.

{KFNBt 2AyGQa &adz0O0Saa Ay @2dzNJ RSLJ NAerfey & oS AT €
{KI NBt 2Ay(d az2fdziAz2y Aa GFAf2NBR G2 @&2dz2NJ RSLI
own way of working, its own way of communicating and its own way of collaborating. If you

R2Yy Qi OFfOdzf 1S (K2aS Ay &gddidldeveriblINmhatdA Yy i A a
taken into account your SharePoint solution can and will flourish within your department

FYR gAff KIFEGS | LRAAGAGS STFFSOG 2y SOSNEBoOo2RE
SharePoint is not there to tell you how to work; A diti@re to help you in the way you already

work.

So get one of your analysts to start analyzing your SharePoint needs and possibilities or hire

an external SharePoint analyst/consultant to do it for you. The latter has the advantage of

being abletolookl & @ 2 dzNJ RSLI NI YSYy (G Q& orlpréatéxtOHo@evds NI (G A 2 V ¢
make sure the consultant has more or less the same point of view like the one described

0STF2NBz 06S0OIdzaS AT KS Aa 2yS 2F (Kz2a$S, aft SiQa
@2dz sAff y2G tA1S GKS 2dzi02YS® h¥ O2dzNESI LQ
O2yadzZ Glyda FyR KA& Aazx la &2dz YAIKG KIF@S 13
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else can work, but my advice will always be to be very careful not to spoil the product before
itis even in use.

The result from this analysis work should be a well outlined SharePoint architecture based
on the needs that you have today and taking into account the possibilities for expanding the
Fdzy OGA 2yt AGA S athedkchitdétdrelzthis idvital. MageNdselydu haye Thés
architecture before you start installing SharePoint and later of course, stick to that
architecture when implementing.

9.2. Ready to go
2 KSYy @2dzQNB FAYy L ff& NBIFRe  alutiénithe Réfiis A YLI SYSy i
GoloedaitsSLlAaéd 52y Qi GNB G2 R2 SOSNBOGKAY3 |0 2
not only be easy to deploy and later upgrade, but also easy to use for your people. This way
people can start working with it and gradually go deeper and deeper into the functionalities
as you built bigger and more complex sites and applications.

LT @€2dz NBIR 0SGsSSy (GUKS fAySas e&2dz gduf f Kl &S
is a bad idea. The key to the success is to get everybody working with it and the easiest way

to do that is get them involved as soon as possible. Even basic functionality might be

overwhelming at first, let alone having to start with the entire range of applications and

functionalities at once.

So start basic and built sites and applications one by one. And of course release them as
az22y la 0KS&@ NP R2yS® LUQa OSNB Slae G2 |
people working with it from day one.
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9.3. Operational excellence
I will not go into too much detail on how you can make sure that everything runs smoothly
YR GKSNB AayQid Ly 20SNBKStYAy3a 2R 2F 2LISN
SharePoint running. | will however give you two very basic tips to get you on your way to
operational SharePoint excellence.

9.3.1. Site templates
Especially if you are working with project or team site a lot, make sure you have detailed
templates for these sites. Making a template is easy and it saves you a great deal of work
when a new team or project comes along. Make sure the layout is correct, that all the
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necessary lists are already there and have some basic security already present in the

template. If a project comes along that has completely different needs than any other

project so far, just prepare the project site (maybe base it on another project template and

FRFLWGO YR GKSyYy F3FAYys at@S AdG Fa I GSYLX LGS
templates for all of your project types.

9.3.2. Requests for SharePoint IN SharePoint
Your operational staff will be getting a lot of requests concerning SharePoint. New sites, new
access, change this,changed K G X GKS fAald 32Sa 2y o
The best advice | can give is to actually have these requests made in a SharePoint
application. InfoPath forms are ideal for this, but there are other possibilities. You can attach
workflow to a request, prepare or fix everything in the same system and in the end even the
operational staff is using SharePoint.

There are of course many other things you can do to smooth out the operational side of the
SharePoint system. Most of them however are very strictly tied in to the procedures that
your department and its operational staff use.

9.4. Conclusion
The conclusion here is a short one. Do the analysis of needs beforehand, start building in
gradual steps and make sure everybody is on board as soon as possible. <commercial
YSaalasSp 'yR 2F O2dz2NBASTI AT @2dz N Ay | 2lYZ
SharePoint analyst, consultant or expert. </commercial message>
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10. Conclusion

The final conclusion of this entire document is simple. SharePoint can solve a lot of the

problems you are facing in your department when it comes to collaboration, communication

and everything in between that we have detailed in this document. Is SharePoint the only

solution? Probably not, there are other tools out there that do similar things. The huge

benefit that SharePoint has over them is the integration with so many other Microsoft

LINE RdzOGa GKIFG @2dz I £f NBIF Re& dza Pecific@\Rrtisd L KI
document before and | will not do that now, just to avoid technical details. But think of all

the Microsoft products you are currently using and know that integration with SharePoint

will be possible if not a basic feature.

So if you need help with streamlining your department, making all the pieces fit better
together, or just want a platform for web-based applications, think of SharePoint.



