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1. Introduction 
 

1.1.  What is the goal of this document? 

[Ŝǘ ƳŜ ǎǘŀǊǘ ōȅ ŜȄǇƭŀƛƴƛƴƎ ǿƘŀǘ ǘƘŜ Ǝƻŀƭ ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘ ƛǎƴΩǘΦ  Lǘ ƛǎ ƴƻǘ ƛƴǘŜƴŘŜŘ ǘƻ ōŜ ŀ 

complete and detailed guide of how you should use SharePoint in managing teams, projects, 

ŜǘŎΦ  Lǘ ƛǎ ŀƭǎƻ ōȅ ƴƻ ƳŜŀƴǎ ŀ ǿƘƛǘŜ ǇŀǇŜǊ ƻƴ ŀƭƭ ƻŦ {ƘŀǊŜtƻƛƴǘΩǎ ŦŜŀǘǳǊŜǎ ƛǘǎŜƭŦΦ 

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 

I 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. 4ÈÅ Ȱ7ÈÙȩȱ 

2.1. The managerȭs issues 

The most important aspect that has to be looked at before we start thinking about 

{ƘŀǊŜtƻƛƴǘ ƻǊ ǿƘŀǘŜǾŜǊ ǘƻƻƭ ǿŜ ǿŀƴǘΣ ƛǎ ǘƘŜ άǿƘȅΚέΦ  .ŜŎŀǳǎŜ, if everything runs smoothly in 

ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘ ŀƴŘ ǘƘŜǊŜ ŀǊŜ ƴƻ ǇǊƻōƭŜƳǎ όƧǳǎǘ ƪƛŘŘƛƴƎύΣ ǘƘŜƴ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ŀƴȅ ƴŜǿ 

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 

question?  Which problems can it solve, which areas of your department can it help 

managers with?  

²ƛǘƘƻǳǘ ǘƘƛƴƪƛƴƎΣ ǿŜ ŎƻǳƭŘ ǎǳƳƳŀǊƛȊŜ ŀƴŘ ǎŀȅ άŎƻƳƳǳƴƛŎŀǘƛƻƴ and collaborationέΦ !ƴŘ 

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) aŀƴŀƎŜǊǎ ǿŀƴǘ ǘƻ ƪƴƻǿ ŀōƻǳǘ ƻƴƎƻƛƴƎ ǇǊƻƧŜŎǘǎ όǎǘŀǘǳǎΣ ōǳŘƎŜǘΣ ΧύΦ 

3) ¢ƘŜȅ ǿŀƴǘ ǊŜǇƻǊǘƛƴƎ ƻƴ ǇǊƻƎǊŜǎǎ ŀƴŘ YtLΩǎ ƻŦ ǇǊƻƧŜŎǘǎΦ 

4) ¢ƘŜȅ ǿŀƴǘ ǎǘǊǳŎǘǳǊŜΦ  LǘΩǎ very difficult to manage a lot of people 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) ¢ƘŜȅ ǿƛƭƭ ƘŀǾŜ ǘƻ ǳǎŜ ŘƻŎǳƳŜƴǘǎ όƳŜƳƻΩǎΣ ŎƻƴǘǊŀŎǘǎΣ ǊŜǇƻǊǘǎΣ ΧύΦ 

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 teamΩǎ ŜŦŦƻǊǘ 

can make for a long-lasting solution for your department. And believe me if I tell you that 

ǘƘƛǎ ŘƛǎǘƛƴŎǘƛƻƴ ƛǎ ƛƳǇƻǊǘŀƴǘΦ  {ƘŀǊŜtƻƛƴǘ ƛǎ ƻŦǘŜƴ ǳǎŜŘ ŀǎ ǘƘŜ ƳŜŘƛŎƛƴŜ άǿŜΩƭƭ ǘŀƪŜ ƻƴŜ ŀƴŘ 

everything will be betterέΦ  ²ƛǘƘ ǘƘŀǘ ǇƘƛƭƻǎƻǇƘȅΣ {ƘŀǊŜtƻƛƴǘ ǿƛƭƭ ōŜ ŀ ƎǳŀǊŀƴǘŜŜŘ 

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 naïve and a lie 

actually.  There are alternatives ŀƴŘ ȅƻǳ ŎŀƴΩǘ ōŜ ǘŀƭƪƛƴƎ ŀōƻǳǘ ǘƘŜ ŎƻƳǇŜǘƛǘƛƻƴ ŦƻǊ 

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 ŦǊƻƳ [ƻǘǳǎ bƻǘŜǎΦ LǘΩǎ ǳǇ ǘƻ ȅƻǳ ǘƻ 

decide which of the two you prefer; our preference is obvious I 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 
hōǾƛƻǳǎƭȅ ǿƘŜƴ ȅƻǳǊ ŀǊŜ ƳŀƴŀƎƛƴƎ ŀ ŘŜǇŀǊǘƳŜƴǘ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƪƴƻǿ ǿƘŀǘ ǇǊƻƧŜŎǘǎ ŀǊŜ 

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 managerΩs report, yƻǳ ŀǊŜ ǿƻǊƪƛƴƎ ǿƛǘƘ ƻƭŘ ŘŀǘŀΦ  ²ƻǳƭŘƴΩǘ ƛǘ ōŜ ǎƻ ƳǳŎƘ ōŜǘǘŜǊ 

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 

ǘŜŀƳ ǿƻǊƪǎ ƛƴ ǘƘŜ ǎŀƳŜ ǿŀȅΣ ƛǘΩǎ ƳǳŎƘ ŜŀǎƛŜǊ ŦƻǊ ǘŜŀƳ ƳŜƳōŜǊǎ ǘƻ ǎǿƛǘŎƘ ǘŜŀƳǎ ŀƴŘ ƘŜƭǇ 

out in other projects or even for several teams to work together, without having a learning 

curve before every change in project or team.     

¢ƘŜ ŀƴǎǿŜǊǎ ǘƻ ǘƘŜǎŜ ƛǎǎǳŜǎ ƭƛŜǎ ƛƴ ƻƴŜ ƻŦ {ƘŀǊŜtƻƛƴǘΩǎ Ƴƻǎǘ ŘƻŎǳƳŜƴǘŜŘ ǇƻǎǎƛōƛƭƛǘƛŜǎΣ 

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 implement the full-ōƭƻǿƴ taL{ ƛƴ {ƘŀǊŜtƻƛƴǘΣ L ŘƻƴΩǘ ŀƎǊŜŜ 

ǘƘŀǘ ƛŦ ȅƻǳΩǊŜ ƴƻǘ ǘƘŜǊŜ ȅŜǘΣ ȅƻǳ ǎƘƻǳƭŘƴΩǘ ǳǎŜ {ƘŀǊŜtƻƛƴǘΦ  ²ƘŜƴ ȅƻǳ ŀǊŜ ǳǎƛƴƎ {ƘŀǊŜtƻƛƴǘ ƛƴ 

a bigger scope, like IT Management, using even the smallest pieces of the PMIS possibilities 

cŀƴ ƘŜƭǇ ȅƻǳ Ǝƻ ŦƻǊǿŀǊŘΦ  ¢ƘŜǊŜŦƻǊŜ ƛǘΩǎ ǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ǘƻ ǎǘŀǊǘ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎΦ  Iƻǿ 

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 

ƻŦ ǿƻǊƪƛƴƎΣ ƛǘΩǎ ǘƘŜǊŜ ǘƻ ƘŜƭǇ ȅƻǳ ƛƴ ǿƘŀǘŜǾŜǊ ǿŀȅ ȅƻǳ ǿŀƴǘ ǘƻ Řƻ ǇǊƻƧŜŎǘ ƳŀƴŀƎŜƳŜƴǘΦ 

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 

department wilƭ ōǊƛƴƎ ǿƛǘƘ ƛǘ ǎƻƳŜ ŎƘŀƴƎŜΣ ōǳǘ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ŀǎ ƳŀƴŀƎŜǊ ǘƻ ǊŜǎƛǎǘ ǘƘŜ 

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 

Ŏŀƴ ŀƭǿŀȅǎ ŜȄǇŀƴŘ ǘƘŜ {ƘŀǊŜtƻƛƴǘ ǇǊƻƧŜŎǘ ƳŀƴŀƎŜƳŜƴǘ ƭŀǘŜǊ ƻƴΦ  !ǎ ŀ ǎǘŀǊǘ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ 

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? 

!ŦǘŜǊ ȅƻǳ ŘŜǘŜǊƳƛƴŜ ǿƘŀǘ ȅƻǳ ǿŀƴǘ ƻǳǘ ƻŦ ƛǘΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ŘŜǘŜǊƳƛƴŜ ǿƘŀǘ ȅƻǳ ŀŎǘǳŀƭƭȅ Ŏŀƴ 

out of it.  In a perfeŎǘ ǿƻǊƭŘΣ ǘƘŜ άǿŀƴǘέ ŀƴŘ άŎŀƴέ ǿƛƭƭ ōŜ ǘƘŜ ǎŀƳŜΣ ōǳǘ ǿŜ ŀƭƭ ƪƴƻǿ ǘƘƛǎ ƛǎ 

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 

ƻƴŜ ǊŜǇƻǊǘ ǇŜǊ ǇǊƻƧŜŎǘΣ ƳŀȅōŜ ƛǘΩǎ ƴƻǘ ǿƻǊǘƘ ƛǘΚ   

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

ǘƘŜ ǘƘƛƴƎǎ ȅƻǳ ǿŀƴǘ ŀƴŘ ŘƻƴΩǘ ǘǊȅ ǘƻ ƎŜǘ ŜǾŜǊȅǘƘƛƴƎ ŦƻǊ ƴƻǘƘƛƴƎΦ  wŜƳŜƳōŜǊ ǘƘŀǘ ǘƘŜ ŦŀŎǘ 

ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƘŀǘ ŎƻƳōƛƴŜŘ ǊŜǇƻǊǘ ǘƻŘŀȅ ŘƻŜǎƴΩǘ ƳŜŀƴ ǘƘŀǘ ǿƘŜƴ ǎƻƳŜ ǘƛƳŜ ŀƴŘ 

ōǳŘƎŜǘ ƛǎ ŀƭƭƻŎŀǘŜŘ ƛǘ ŎƻǳƭŘƴΩǘ ōŜ ŀŘŘŜŘ ƭŀǘŜǊ ƻƴΦ  L ǿƛƭƭ Ǝƻ ƛƴǘƻ ǘƘƛǎ ŦǳǊǘƘŜǊ ƛƴ ǘƘŜ ŎƘŀǇǘŜǊ ƻŦ 

the implementation, but the bottom-ƭƛƴŜ ƘŜǊŜ ƛǎ άōŀōȅ ǎǘŜǇǎέΦ  ¢ŀƪŜ it one step at a time.  

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 I 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 

ƭƛƳƛǘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ŎŀǘŜƎƻǊƛŜǎ ǘƻ ŀ ƳŀȄƛƳǳƳ ƻŦ пΦ  LǘΩǎ ǾŜǊȅ ǳƴƭƛƪŜƭȅ ǘƘŀǘ ȅƻǳ ŎƻǳƭŘ ƴƻǘ Ǉǳǘ 

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. 

!ŦǘŜǊ ƘŀǾƛƴƎ ŘŜǘŜǊƳƛƴŜŘ ǘƘŜ ŎŀǘŜƎƻǊƛŜǎΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ƳŀƪŜ ǘƘŜ ǇǊƻƧŜŎǘ ǎƛǘŜ ǘŜƳǇƭŀǘŜǎΦ  

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 

{ŜǊǾŜǊ ƛǎ ǇƻǎǎƛōƭŜΣ ƛǘΩǎ ƴƻǘ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ŘŜŦŀǳƭǘ ŎƻƳǇƻƴŜƴǘǎΣ ǎƻ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƻ Ǉǳǘ ƛƴ 

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. 

bƻǿ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŀƭƭ ǘƘŜ ƭƛǎǘǎΣ ǇŀƎŜǎ ŀƴŘ ƭƛōǊŀǊƛŜǎ ȅƻǳ ƴŜŜŘΣ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƘŜ ƴŀǾƛƎŀǘƛƻƴΦ  

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 for your project ƛǎ ǎƻƳŜǘƘƛƴƎ ǘƘŀǘ Ƙŀǎ ƴƻ ŘŜŦƛƴƛǘƛǾŜ ǊǳƭŜǎΣ ōǳǘ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ŘƻƴΩǘ 

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 that can be ǳǎŜŘ ǘƻΦ  .ǳǘ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƘŀǘ ǘƘŜ ŀŎǘǳŀƭ 

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/
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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 

ǿƛǘƘƻǳǘ ǘƘŜ άƘǳƳŀƴ ŎŀǇƛǘŀƭέΚ So keeping people happy and motivated 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 

άƎƻƻŘ ŀǘƳƻǎǇƘŜǊŜέΣ άƎƻƻŘ ŎƻƭƭŀōƻǊŀǘƛƻƴ ŀƴŘ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǿƛǘƘ ŎƻƭƭŜŀƎǳŜǎέ ǘƻ 

άƛƴǘŜǊŜǎǘƛƴƎ ŀƴŘ ŎƘŀƭƭŜƴƎƛƴƎ ǿƻǊƪέΦ Money comes in around the fourth or the fifth 

place. IƻǿŜǾŜǊΣ ƛŦ ȅƻǳ ŀǎƪ ƳŀƴŀƎŜǊǎ ǿƘŀǘ ǘƘŜȅ ǘƘƛƴƪ ƳƻǘƛǾŀǘŜǎ ǘƘŜƛǊ ǎǘŀŦŦ άƳƻƴŜȅέ ƛǎ ǘƘŜ 

number one answer. Now why do they believe that their staff is motivated differently from 

themselves? .ȅ ǘƘŜ ǿŀȅΣ LΩƳ ƴƻǘ ƳŀƪƛƴƎ ǘƘƛǎ ǳǇΦ ¢Ƙƛǎ ǘŜǎǘ Ƙŀǎ ōŜŜƴ ŘƻƴŜ ōȅ ŀ ŎƻƳǇŀƴȅ ǘƘŀǘ 

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. aƻƴŜȅ ǊŜŀƭƭȅ ƛǎƴΩǘ ŜǾŜǊȅǘƘƛƴƎΦ  

Now besides motivating staff, as a manager you also like to keep track of who is working on 

what, until when, etc. ¸ƻǳΩƭƭ ƴŜŜŘ ǘƻ ƘŀǾŜ ŀƴ ƻǾŜǊŀƭƭ ǊŜǎƻǳǊŎŜ ǇƭŀƴƴƛƴƎ ǘƻƻ. 

 

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 

ŘƻƴΩǘ ƴŜŜŘ ǘƻ ōŜ ƎǳƛŘŜŘΣ ǘƘŜȅ ƴŜǾŜǊ ŦŜŜƭ ǳƴƳƻǘƛǾŀǘŜŘΣ ŜǘŎΦ Managing people however is 

ǎƻƳŜǘƘƛƴƎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ƻǊ ŘƻƴΩǘ ƘŀǾŜΦ It can be ameliorated by taking courses, but the 

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 

ȅƻǳΩƭƭ ǎǘƛƭƭ ƴŜŜŘ ǘƘŜ ǇŜǊǎƻƴŀƭ ŎƻƴǘŀŎǘΣ ōǳǘ ƛŦ ŀ ǇŜǊǎƻƴ ǎŜŜǎ Ƙƛǎ ƳŀƴŀƎŜǊ ǿƻǊƪƛƴƎ ǿƛǘƘ ǘƘŜ 

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. ¸ŜǎΣ LΩƳ ǘŀƭƪƛƴƎ ŀōƻǳǘ MySites. In most companies that 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 are doing. !ƴŘ ŀǎ ŀ ƳŀƴŀƎŜǊ LΩƳ ǎǳǊŜ ȅƻǳ like it 

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 

άǊŜǉǳŜǎǘ ŦƻǊ ŀǇǇǊƻǾŀƭέ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǿƘŜƴ ǇŜƻǇƭŜ ŀŘŘ ǾŀŎŀǘƛƻƴ ǘƛƳŜ to it.  

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 

ŎƻƳƳǳƴƛŎŀǘƛƴƎ ŀ ǇŜǊǎƻƴΩǎ ǿƛǎƘ ŦƻǊ ŀ ƴŜǿ ǇǊƻƧŜŎǘ ƻǊ ŀ ŎƘŀƴƎŜ ƛƴ ŎŀǊŜŜǊǎΣ ŜǘŎΦύΦ If they are 

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 

ƳŀƴŀƎŜǊ Ŏŀƴ ōŜ ƻƴ ǘƘŜ ōŀƭƭ ƻƴ ǇŜƻǇƭŜΩǎ ǊŜǉǳŜǎǘǎ ŀƴŘ ǘƘŜ ǇŜƻǇƭe themselves can ask 

ǉǳŜǎǘƛƻƴǎ ƻǊ ƳŀƪŜ ǎǳƎƎŜǎǘƛƻƴǎ ƛƴ ŀ ǇǊƛǾŀǘŜ ǿŀȅ ǿƛǘƘƻǳǘ ƘŀǾƛƴƎ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƳŀƴŀƎŜǊΩǎ ƻŦŦƛŎŜΦ 

   

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 that be tƘŜ ǘƘǊŜŜ Ƴƻǎǘ ƳƻǘƛǾŀǘƛƴƎ ŀǎǇŜŎǘǎ ƻŦ ŀ ǇŜǊǎƻƴΩǎ Ƨƻō ŀƴŘ ȅƻǳ ƪƴƻǿ 

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 questioƴ ά²Ƙŀǘ ŘƻŜǎ ŀ ƳŀƴŀƎŜǊ ƴŜŜŘΚέ ƛǎ ǊŜǇƻǊǘƛƴƎΦ  

Reporting is vital for managing anything.  Without reports most forms of management fail.  

¢Ƙƛǎ ƛǎ ƴƻǘ ƻƴƭȅ ōŜŎŀǳǎŜ ǿƛǘƘƻǳǘ ǊŜǇƻǊǘǎΣ ƛǘΩǎ ǾŜǊȅ Ŝŀǎȅ ǘƻ ƭƻǎŜ ǘǊŀŎƪ ƻŦ ǿƘŀǘΩǎ ƎƻƛƴƎ ƻƴΣ ōǳǘ 

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?  

hŦ ŎƻǳǊǎŜΣ ǿŜ ŘƻƴΩǘ ǿŀƴǘ ƳŀƴŀƎŜǊǎ ǘƻ ƘŀǾŜ ǘƻ ǇŀǊǘ ǿƛǘƘ ǘƘŜƛǊ ŎƻƳǇƭƛŎŀǘŜŘ 9ȄŎŜƭ ǎƘŜŜǘǎ ƻǊ 

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 

ǿŜ ǿƛƭƭ ŦƻŎǳǎ ƻƴ ŀǊŜ YtLΩǎ ŀƴŘ 9ȄŎŜƭ tǳōƭƛǎƘƛƴƎΦ  ¢ƘŜǊŜ ŀǊŜ ƳƻǊŜ ǇƻǎǎƛōƛƭƛǘƛŜǎ ōǳǘ ǘƘŜǎŜ ǘǿƻ 

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 KPI 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 

ŦƭŜȄƛōƭŜ ƛƴ ǎƘŀǊƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘǊƻǳƎƘƻǳǘ ǎƛǘŜΣ ǎƻ ōȅ ōǳƛƭŘƛƴƎ ŀ άreport centerέ (See 5.3 

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 

ƛƴŦƻǊƳŀǘƛƻƴΦ {ƻ Ƨǳǎǘ ƭƛƪŜ ǿƛǘƘ ŜǾŜǊȅǘƘƛƴƎ ŜƭǎŜ ƛƴ {ƘŀǊŜtƻƛƴǘΣ ƛǘΩǎ ǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ǘƻ ǘƘƛƴƪ ŀōƻǳǘ 

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 

ŘŜǾŜƭƻǇƳŜƴǘ Ŏŀƴ ǇǊƻǾƛŘŜ ǿƘŀǘ {ƘŀǊŜtƻƛƴǘ ōȅ ŘŜŦŀǳƭǘ ŘƻŜǎƴΩǘΦ     

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 

ǘƘŜ ŜƴǘƛǊŜ ǊŜǇƻǊǘ ǘƘŜǊŜΣ ǎƛƴŎŜ ŀ ƭƻǘ ƻŦ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ is stored in SharePoint, 

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, itΩǎ ŜǾŜƴ ǇƻǎǎƛōƭŜ ǘƻ ƘŀǾŜ ŀ ǎƛǘŜ ǘƘŀǘ ŎƻƳōƛƴŜǎ ŀƭƭ ǘƘŜ ǊŜǇƻǊǘǎ ŦǊƻƳ ǘƘŜ 

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 

ŀƴǎǿŜǊǎΣ ōǳǘ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƘŀǘ ƛŦ ŀƭƭ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǎǘƻǊŜŘ ƛƴ {ƘŀǊŜtƻƛƴǘΣ ȅƻǳ Ŏŀƴ ƎŜǘ ƛǘ ƻǳǘ 

ƛƴ ŀ ǎǘǊǳŎǘǳǊŜŘ ǿŀȅΦ  Lǘ ƳƛƎƘǘ ǘŀƪŜ ŀ ƭƛǘǘƭŜ ƳƻǊŜ ŜŦŦƻǊǘ ǘƘŀƴ ǿƛǘƘ ŦƻǊ ƛƴǎǘŀƴŎŜ 9ȄŎŜƭΣ ōǳǘ ƛǘΩǎ 

always possible to integrate data from SharePoint in your reports. 

5.3.  Report Center 

As mentioned before you will need a central site that combines most of these reports you 

ƘŀǾŜΣ Ƨǳǎǘ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ Ǝƻ ŀǊƻǳƴŘ ǘƻ ŜǾŜǊȅ ǇǊƻƧŜŎǘ ǎƛǘŜ ǘƻ ŎƘŜŎƪ ƻƴ 

the staǘǳǎΦ  {ƘŀǊŜtƻƛƴǘ ǇǊƻǾƛŘŜǎ ȅƻǳ ǿƛǘƘ ŀ ǘŜƳǇƭŀǘŜ ŦƻǊ ǘƘƛǎ ǘȅǇŜ ƻŦ ǎƛǘŜΣ ǘƘŜ άwŜǇƻǊǘ 

/ŜƴǘŜǊέΦ  ¢ƘŜ ƛŘŜŀ ƛǎ ŜȄŀŎǘƭȅ ǘƘŀǘ ǿƘƛŎƘ we explained before.  To centralize all the reports 
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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 

you even start creating project, people or other types of sites.  ¸ƻǳ ŎŀƴΩǘ ǊŜǇƻǊǘ ƻƴ 

information that is not there.  So think about what you want or need to report and make 

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, I would briefly like to mention usage reporting 

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

ōǳǘ ȅƻǳ ŀǎ ŀ ƳŀƴŀƎŜǊ Ŏŀƴ ŀŎǘǳŀƭƭȅ ǳǎŜ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴΦ  LŦ ȅƻǳ ŘƻƴΩǘ Ƨǳǎǘ ǎŜŜ ƛǘ ŀǎ ǘŜŎƘƴƛŎŀƭ 

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 

ǘƘŜƛǊ ǿƻǊƪƛƴƎ ǇƭŀǘŦƻǊƳ ƻǊ ƴƻǘΦ  {ƻ ŘƻƴΩǘ Ƨǳǎǘ ŘƛǎŎŀǊŘ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ŜǎǇŜŎƛŀƭƭȅ ƴƻǘ in the 

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 

ōŀǎƛǎ ŦǊƻƳ ǿƘƛŎƘ ǘƻ ǎǘŀǊǘ ŀ ƪƴƻǿƭŜŘƎŜ ōŀǎŜΣ ƛǘΩǎ ƴƻǘ ǘƘŜ ǎƛƳǇƭŜǎǘ ŦƻǊƳ ƻŦ ƪƴƻǿƭŜŘƎŜ ōŀǎŜΦ  

To find the simplest form, we must ask ourselves what a knowledge base is. A knowledge 

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 

ȅƻǳǊ ƪƴƻǿƭŜŘƎŜ ōŀǎŜΦ  LǘΩǎ ǘƘŜ ŦŀŎǘ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ȅƻǳ Ŏŀƴ ŦƛƴŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ƴŜŜŘ ƛƴ 

ƻƴŜ ǎŜŀǊŎƘ ǉǳŜǊȅ ƻǊ ƴƻǘΦ  wŀǘƘŜǊ ǘƘŀƴ ǘǊȅƛƴƎ ǘƻ Ǉǳǘ ŀƭƭ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ƻƴŜ ǇƭŀŎŜΣ ƛǘΩǎ 

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 

ƎǊŀŘǳŀƭƭȅ ŎŜƴǘǊŀƭƛȊŜ ŀƭƭ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴΣ ōǳǘ ȅƻǳΩƭƭ ǎǘƛƭƭ ōŜ ŀble to find all the information you 

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 

difficultȅ ŎǊŜŀǘƛƴƎ ŀ ŎŜƴǘǊŀƭƛȊŜŘ {ƘŀǊŜtƻƛƴǘ ƪƴƻǿƭŜŘƎŜ ōŀǎŜΦ  IƻǿŜǾŜǊ ǘƘƛǎ ŘƻŜǎƴΩǘ ƳŜŀƴ ǘƘŀǘ 

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 

ŦǊƻƳ ȅƻǳǊ ƛƴǘŜǊƴŀƭ ŎƻƳƳǳƴƛǘȅΦ  ¢Ƙŀǘ ǿŀȅ ƛǘΩǎ Ŝŀǎȅ ǘƻ ŦƛƴŘΣ ǘƘŜ ŎƻƳƳǳƴƛǘȅ ǿƛƭƭ ǿƻǊƪ ŜǾŜƴ 

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 

ŜƳǇƭƻȅŜŜǎ ƻǊ ŎƻƴǘǊŀŎǘƻǊǎ ǘƻ ƭŜŀǊƴ ǘƘŜ άƘƻǿΩǎέ ŀƴŘ άǿƘŀǘΩǎέ ƻŦ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘ ƻǊ ŎƻƳǇŀƴȅ 

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 bases in SharePƻƛƴǘ ƛǎ ǘƘŀǘ ƛǘΩǎ ǾŜǊȅ Ŝŀǎȅ ǘƻ ōǳƛƭŘ ƻƴŜΣ ōǳǘ 

ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ Řƻ ǘƘƛǎ ǎǘŜǇ-by-step.  Trying to build a complete knowledge 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 ς and yes I know that in some types of 

companies this is still the case ς 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 

ƴŜŜŘΦ {ƻ ƛŦ ȅƻǳ ǿƻǳƭŘƴΩǘ ŎƻƴǎƛŘŜǊ {ƘŀǊŜtƻƛnt for anything else, consider it for document 

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 

wŜǊŜ ǊŜǾƛŜǿŜŘ ŀƴŘ ŀǇǇǊƻǾŜŘΦ  hƴƭȅ ǘƘŜƴ ŎƻǳƭŘ ȅƻǳ ǊŜǇƭŀŎŜ ǘƘŜ άƻŦŦƛŎƛŀƭέ ǾŜǊǎƛƻƴ ǿƛǘƘ ǘƘŜ 

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 

ƻƴƭȅ ǘƘŜ άƻŦŦƛŎƛŀƭέ ǾŜǊǎƛƻƴ ƛǎ ǇǳōƭƛŎΣ ŜƭƛƳƛƴŀǘƛƴƎ ǘƘŜ ŎƘŀƴƎŜ ǘƘŀǘ ǇŜƻǇƭŜ ōŀǎŜ ǘƘŜƛǊ 

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 

ǘƘǊƻǳƎƘ {ƘŀǊŜtƻƛƴǘ 5ŜǎƛƎƴŜǊΦ LŦ ǘƘŀǘ ǎǘƛƭƭ ŘƻŜǎƴΩǘ ŎƻǾŜǊ ȅƻǳǊ ǿƻǊƪŦƭƻǿ ƴŜŜŘǎΣ ŎǳǎǘƻƳ 

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 

effƛŎƛŜƴǘƭȅΦ LǘΩǎ ŀƭǎƻ ǾŜǊȅ ƘŀƴŘȅ ǿƘŜƴ ȅƻǳ ǿŀƴǘ ǘƻ ōŜ ŀƭŜǊǘŜŘ ǿƘŜƴ ŀƴȅōƻŘȅ ŎƘŀƴƎŜǎ 
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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 

ǎŜŀǊŎƘ ŜƴƎƛƴŜ ƛƴŘŜȄ ŀƭƭ ƻŦ ǘƘƻǎŜ άƻƭŘέ ŘƻŎǳƳŜƴǘǎΦ  ¢Ƙŀǘ ǿŀȅΣ ǘƘŜȅ ŀǊŜ ǎǘƛƭƭ ŀǾŀƛƭŀōƭŜ ǘƘǊƻǳƎƘ 

ǎŜŀǊŎƘ ŀƴŘ ȅƻǳ ǿƻƴΩǘ ƘŀǾŜ ǘƻ ǎǇŜƴŘ ǘƻƻ ƳǳŎƘ ǘƛƳŜ ŦƛƎǳǊƛƴƎ ƻǳǘ Ƙƻǿ ǘƻ ƳƛƎǊŀǘŜ ŀƭƭ ǘƘŜ 

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 

ŘƻŎǳƳŜƴǘǎΦ  LǘΩǎ ǎŀŦŜ ǘƻ ǎŀȅ ǘƘŀǘ aƛŎǊƻǎƻŦǘ ŀƴŘ Ƴŀƴȅ ƻŦ ǘƘŜ 9/a ǾŜƴŘƻǊǎ ƘŀǾŜ ƛƴǘŜƎǊŀǘƛƻƴ 

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 

ƛƴǘŜƎǊŀǘŜǎ ǿƛǘƘ {ƘŀǊŜtƻƛƴǘΣ ŎƘŜŎƪ ƻǳǘ ǘƘŜ ǾŜƴŘƻǊΩǎ ǿŜōǎƛǘŜ ƻǊ Ŏƻƴǎǳƭǘ ȅƻǳǊ ŦŀǾƻǊƛǘŜ ƻƴƭƛƴŜ 

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 
ƭƛōǊŀǊƛŜǎΦ  5ƻƴΩǘ ǿƻǊǊȅ ǘƻƻ ƳǳŎƘ ƻƴ ǘƘŜ ƭŜƎŀŎȅ ŘƻŎǳƳŜƴǘǎΦ aƛƎǊŀǘŜ ǘƘŜ Ǿƛǘŀƭ ŘƻŎǳƳŜƴǘǎ ŀƴŘ 
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 ǘƘƛƴƪ ŦǊƻƳ ŀƭƭ ǘƘŜ ŎƘŀǇǘŜǊǎ ōŜŦƻǊŜ ǘƘƛǎ ƻƴŜΣ ƛǘΩǎ ǇǊŜǘǘȅ ŎƭŜŀǊ ǘƘŀǘ {ƘŀǊŜtƻƛƴǘ Ŏŀƴ ǊŜŀƭƭȅ Ƙelp 

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 

ǇŜƻǇƭŜ Ƨǳǎǘ ŘƻƴΩǘ ƪƴƻǿ Ƙƻǿ ǘƻ ŘŜŀƭ ǿƛǘƘ ǘƘŀǘΦ  9ǎǇŜŎƛŀƭƭȅ ǿƘŜƴ ȅƻǳ Ƙŀve a very diverse 

group of people in your department ranging two maybe even three generations, there will 

ōŜ ǘƘƻǎŜ ǿƘƻ ǎŜŜ ƛǘ ŀǎ ŀ ƴŜǿ ǘƻȅ ŀƴŘ ŘƻŜǎ ǿƘƻ ǎŜŜ ƛǘ ŀǎ ŀƴ ƻōǎǘŀŎƭŜΦ ¢ƘŀǘΩǎ ǿƘŜǊŜ ȅƻǳ ŀǎ ŀ 

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 

άŎƻƴƴŜŎǘŜŘέ ǘƻ ǘƘŜ ǊŜǎǘ Ǿƛŀ ǘƘƛǎ ŎŜƴǘǊŀƭ ǇƻƛƴǘΣ ǘƘŜ ǿƘƻƭŜ ǎȅǎǘŜƳ ǿƛƭƭ ŜǾŜƴǘǳŀƭƭȅ ŎƻƳŜ ŀǇŀǊǘ 

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, bǳǘ ƳŀƴŀƎŜǊǎ ŘƻƴΩǘ ŀƭǿŀȅǎ ƘŀǾŜ ǘƘŜ 

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. 

{ƻ Ƙƻǿ Řƻ ȅƻǳ ƎŜǘ ŜǾŜǊȅōƻŘȅ ƛƴΚ ²ŜƭƭΣ ȅƻǳΩǊŜ ǘƘŜ ƳŀƴŀƎŜǊ, you figure it out. No, actually 

this should be seen, as mentioned before, as an internal marketing campaign.  You want 

people talking about it, selling it ǘƻ ŜŀŎƘ ƻǘƘŜǊ ŀƴŘ ǘǊȅƛƴƎ ƛǘ ƻǳǘΦ ²Ƙŀǘ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ƛǎ ǘƻ 

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 departmŜƴǘΦ {ƻƳŜǘƛƳŜǎ ƛǘΩǎ ƴƻǘ 

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 

ǇŜǊǎƻƴ ǘƻ ǎŜŜ ǿƘŀǘΩǎ ƎƻƛƴƎ ƻƴΦ ¸ƻǳ ǿƻƴΩǘ ƘŀǾŜ ǘƻ ǿŀƛǘ ŦƻǊ ǘƘŜ ŀƴƴǳŀƭ ǊŜǾƛŜǿ ǘƻ ŦƛƴŘ ƻǳǘ ǘƘŀǘ 

ǘƘŀǘ ǇŜǊǎƻƴ ƳƛƎƘǘ ǿŀƴǘ ǘƻ Řƻ ǎƻƳŜǘƘƛƴƎ ŜƭǎŜ ǘƘŀƴ ǘƘŜ Ƨƻō ƘŜΩǎ ŘƻƛƴƎ ǊƛƎƘǘ ƴƻǿΦ {ƻ ǿƛǘƘ ŀ 

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 

nevŜǊ ōŜ ŀōƭŜ ǘƻ ŜƭƛƳƛƴŀǘŜ ǘƘŀǘ ŎƻƳǇƭŜǘŜƭȅΣ ŦƻŎǳǎƛƴƎ ƻƴ ŜǾŜǊȅōƻŘȅΩǎ ǎǘǊŜƴƎǘƘǎ ƳƛƎƘǘ ǊŜŘǳŎŜ 

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 

(ohΣ ǘƘŜǊŜΩǎ ǘƘŀǘ ŎƻƳǇŜǘƛǘƛƻƴ ŀƎŀƛƴύΦ CƻǊ ǘƘƻǎŜ ǘƘƛƴƎǎ ǘƻ ōŜ ŀōƭŜ ǘƻ ƘŀǇǇŜƴΣ ŜǾŜǊȅōƻŘȅ 

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. 

 

 

  



 

Author Ronny Gabriels Date 30/04/2009 

Category White Paper Page 28 of 31 

 

SharePoint for IT management 

 
 

9. The Implementation 
 

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

ǎǘŀǊǘŜŘΚ Lƴ ǘƘƛǎ ŎƘŀǇǘŜǊ LΩƭƭ ǘǊȅ ǘƻ ǇǊƻǾƛŘŜ ŀƴ ŀƴǎǿŜǊ ǘƻ ǘƘƻǎŜ ǉǳŜǎǘƛƻƴǎΦ .ǳǘ L ƘŀǾŜ ǘƻ ƛssue a 

warning here.  This is one view, an opinion that, although fueled by experience, might still 

ƴƻǘ ōŜ ǘƘŜ ƛŘŜŀƭ ǿŀȅ ŦƻǊ ȅƻǳ ŀƴŘ ȅƻǳǊ ŎƻƳǇŀƴȅ ƻǊ ŘŜǇŀǊǘƳŜƴǘΦ ²Ŝ ǿƻƴΩǘ Ǝƻ ƛƴǘƻ ǘƻƻ ƳǳŎƘ 

ŘŜǘŀƛƭ ǎƻ ǘƘŜ άǎƻƭǳǘƛƻƴέ ǎǘŀȅǎ ŀǎ ƎŜƴŜǊƛŎ ŀǎ ǇƻǎǎƛōƭŜ ŀƴŘ ǘƘŜǊŜŦƻǊŜ ŀs widely applicable as 

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! I 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 

ŀǎ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǘƘŀǘ ǎǘŀǊǘǎ ǿƛǘƘ Χ ŀƴŀƭȅǎƛǎΦ 

9.1.  Analysis, really? 

Yes really.  Because the enormous possibilities that SharePoint has, itΩǎ very 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 

ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΦ !ƭƭ ǘƘŜ ŎƘŀǇǘŜǊǎ ōŜŦƻǊŜ ǘƘƛǎ ƻƴŜ ŘŜǎŎǊƛōŜ ǇƻǎǎƛōƛƭƛǘƛŜǎΣ ōǳǘ ƛǘΩǎ ǾŜǊȅ ǳƴƭƛƪŜƭȅ 

that you are going to be using all of them, certainly not at the start.     

{ƘŀǊŜtƻƛƴǘΩǎ ǎǳŎŎŜǎǎ ƛƴ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘ ǿƛƭƭ ǎǘŀƴŘ ƻǊ Ŧŀƭƭ ǿƛǘƘ ǘƘŜ ǎƛƳǇƭŜ ŦŀŎǘ ǿƘŜther the 

{ƘŀǊŜtƻƛƴǘ ǎƻƭǳǘƛƻƴ ƛǎ ǘŀƛƭƻǊŜŘ ǘƻ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ ƴŜŜŘǎ ƻǊ ƴƻǘΦ  9ǾŜǊȅ ŘŜǇŀǊǘƳŜƴǘ Ƙŀǎ ƛǘǎ 

own way of working, its own way of communicating and its own way of collaborating. If you 

ŘƻƴΩǘ ŎŀƭŎǳƭŀǘŜ ǘƘƻǎŜ ƛƴΣ ȅƻǳǊ {ƘŀǊŜtƻƛƴǘ ƛǎ ŘƻƻƳŜŘ ŦǊƻƳ ǘƘŜ ƎŜǘ-go.  However if all of that is 

taken into account your SharePoint solution can and will flourish within your department 

ŀƴŘ ǿƛƭƭ ƘŀǾŜ ŀ ǇƻǎƛǘƛǾŜ ŜŦŦŜŎǘ ƻƴ ŜǾŜǊȅōƻŘȅ ƛƴ ǘƘŀǘ ŘŜǇŀǊǘƳŜƴǘΦ 5ƻƴΩǘ ŦƻǊƎŜǘ ǘƘŀǘ 

SharePoint is not there to tell you how to work; ƛǘΩs there 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 able to look ŀǘ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ ōŀǎƛŎ ƻǇŜǊŀǘƛƻƴǎ ǿƛǘƘƻǳǘ ōƛŀǎ or pretext.  However, 

make sure the consultant has more or less the same point of view like the one described 

ōŜŦƻǊŜΣ ōŜŎŀǳǎŜ ƛŦ ƘŜ ƛǎ ƻƴŜ ƻŦ ǘƘƻǎŜ άƭŜǘΩǎ Ƨǳǎǘ ƛƴǎǘŀƭƭ ƛǘ ŀƴŘ ǎŜŜ ǿƘŀǘ ƘŀǇǇŜƴǎέ ƪƛƴŘ ƻŦ Ǝǳȅǎ, 

ȅƻǳ ǿƛƭƭ ƴƻǘ ƭƛƪŜ ǘƘŜ ƻǳǘŎƻƳŜΦ hŦ ŎƻǳǊǎŜΣ LΩƳ ǇǊŜƧǳŘƛŎŜ ōŜŎŀǳǎŜ L ŀƳ ƻƴŜ ƻŦ ǘƘƻǎŜ 

Ŏƻƴǎǳƭǘŀƴǘǎ ŀƴŘ ǘƘƛǎ ƛǎΣ ŀǎ ȅƻǳ ƳƛƎƘǘ ƘŀǾŜ ƎǳŜǎǎŜŘΣ Ƴȅ Ǉƻƛƴǘ ƻŦ ǾƛŜǿΦ LΩƳ ƴƻǘ ǎŀȅƛƴƎ ƴƻǘƘƛƴƎ 
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else can work, but my advice will always be to be very careful not to spoil the product before 

it is 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 

ŦǳƴŎǘƛƻƴŀƭƛǘƛŜǎ ǿƛǘƘƻǳǘ ƛǘ άōǊŜŀƪƛƴƎέ the architecture. This is vital. Make sure you have this 

architecture before you start installing SharePoint and later of course, stick to that 

architecture when implementing. 

 

9.2.  Ready to go 

²ƘŜƴ ȅƻǳΩǊŜ Ŧƛƴŀƭƭȅ ǊŜŀŘȅ ǘƻ ǎǘŀǊǘ ƛƳǇƭŜƳŜƴǘƛƴƎ ȅƻǳǊ {ƘŀǊŜtƻƛƴǘ ǎolution, the key is 

άōŀōȅǎǘŜǇǎέΦ 5ƻƴΩǘ ǘǊȅ ǘƻ Řƻ ŜǾŜǊȅǘƘƛƴƎ ŀǘ ƻƴŎŜΦ  {ǘŀǊǘ ǿƛǘƘ ǎƻƳŜ ōŀǎƛŎ ŀǇǇƭƛŎŀǘƛƻƴǎ ǘƘŀǘ ǿƛƭƭ 

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.   

LŦ ȅƻǳ ǊŜŀŘ ōŜǘǿŜŜƴ ǘƘŜ ƭƛƴŜǎΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ƴƻǘƛŎŜŘ ǘƘŀǘ ƛƴ Ƴȅ ƻǇƛƴƛƻƴ ŀ άōƛƎ ōŀƴƎέ Ǌƻƭƭ-out 

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 

ǎƻƻƴ ŀǎ ǘƘŜȅ ŀǊŜ ŘƻƴŜΦ LǘΩǎ ǾŜǊȅ Ŝŀǎȅ ǘƻ ŀŘŘ ŦǳƴŎǘƛƻƴǎ ƻǊ ƭƛǎǘǎ ǘƻ ŀ ǎƛǘŜ ƭŀǘŜǊ ƻƴΣ ǎƻ ǿƘȅ ƴƻǘ ƎŜǘ 

people working with it from day one.   

 

9.3.  Operational excellence 

I will not go into too much detail on how you can make sure that everything runs smoothly 

ŀƴŘ ǘƘŜǊŜ ƛǎƴΩǘ ŀƴ ƻǾŜǊǿƘŜƭƳƛƴƎ ƭƻŀŘ ƻŦ ƻǇŜǊŀǘƛƻƴŀƭ ƳŀƴŀƎŜƳŜƴǘ ǿƻǊƪ ǘƻ ƪŜŜǇ ǘƘŜ 

SharePoint running. I 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 

ŀŘŀǇǘύ ŀƴŘ ǘƘŜƴ ŀƎŀƛƴΣ ǎŀǾŜ ƛǘ ŀǎ ŀ ǘŜƳǇƭŀǘŜΦ  ¢Ƙƛǎ ǿŀȅ ŀŦǘŜǊ ŀ ƎƻƻŘ ȅŜŀǊ ƻǊ ǎƻΣ ȅƻǳΩƭƭ ƘŀǾŜ 

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, change ǘƘŀǘ Χ ǘƘŜ ƭƛǎǘ ƎƻŜǎ ƻƴΦ 

The best advice I 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 

ƳŜǎǎŀƎŜҔ !ƴŘ ƻŦ ŎƻǳǊǎŜΣ ƛŦ ȅƻǳ ŀǊŜ ƛƴ ŀ ƧŀƳΣ ŘƻƴΩǘ ōŜ ŀŦǊŀƛŘ ǘƻ ŀǎƪ ŦƻǊ ƻǳǘǎƛŘŜ ƘŜƭǇ ŦǊƻƳ ŀƴ 

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 

ǇǊƻŘǳŎǘǎ ǘƘŀǘ ȅƻǳ ŀƭǊŜŀŘȅ ǳǎŜ ǘƻŘŀȅΦ  L ƘŀǾŜƴΩǘ ƳŜƴǘƛƻƴŜŘ ǘƘŜƳ ǘƻo specifically in this 

document before and I 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. 

 

 

 

 

 


