
2019
SharePoint Surgery

5 Perils of Over-Retention: 
What You Need to Know
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Email recordsImportant business emails

Email Management

“Emails You Must Find”
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Your business runs on email 

ROT* emails

ROT* = redundant, old, trivial/transient
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How do you currently (or plan to) store 
important business emails and email records?

• In SharePoint
• In Exchange
• With Microsoft Teams
• Another document management system
• We're looking for a new solution



Expecting                     Else to 
Dictate  Records Policies
• Compliance managers can’t know what business 

units need to save/classify

• Tension between compliance managers (delete everything) 
and business managers (keep everything)
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Peril #1

Someone



Peril #2

Over Complicating the Solution

• Make the right thing the easy thing, 
so people will do the right thing

• Focus on the user not just the policy
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• Capture email and 
document records

• Specify retention and 
descriptive policies in 
one step

Make the Right Thing 
the Easy Thing



Peril #3

Losing Connection Between 
Related Records
• How do you see connected emails, documents, 

conversations when they are all stored in different apps?

• Over-focusing on where an item is stored.
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Do you use Microsoft labels to apply 
retention policies?

• Yes, ‘in-place’ – emails in Exchange, documents in SharePoint
• Yes, - emails and documents in SharePoint
• Yes, but only for emails in Exchange
• Yes, but only for documents in SharePoint
• No



Peril #4

Taking on Too Much at Once
• Segment organization by logical group

- Start small and prove the solution works

• Segment content by order of priority
- Start with email…

- Then documents…

- Then Teams conversations and other stuff
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Peril #5

Not Being Able to Respond Quickly
• If information is not classified in a uniform manner and it 

is stored across multiple apps, you will find it very hard to 
locate the information later.

• When information is stored ‘in place,’ you lose the 
connectivity between related emails, documents, and 
conversations.
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Drag-and-Drop Emails and Documents 
to Microsoft Teams Channels

• Emails are stored in 
Exchange

• Documents are stored 
in SharePoint

• Conversations are 
stored in Teams
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SmartAssistant

Drag emails with 
attachments to a 
Teams channel



Assign Descriptive Labels to Emails 

Assign descriptive labels to 

emails and documents  (based 

on the SharePoint metadata 

terms and values)
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SmartAssistant

Descriptive Labels

Omega Sales Initiative

2019 Migration Project

Compliance and Legal 

Pilot and Evaluation 

Opportunity Name

Account Name

Department Name

Project Stage

Specify Office 365 
Descriptive labels

Contracts

Retention Label

Private

Sensitivity Label
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Find Related Information 

Angela,
Thank you very much for your email about the Migration Project. I will need 
you to work on the staffing and the Real Property assets in the next few 
weeks. Remember that your work is critical for the TBS Workspace projects.

Also, I want to make sure we are set with all the TBS IT requirements and TBS 
Workspace needs. As the project is progressing quickly, I want to make sure 
we don’t run out of time with all the arrangements.

---------------
Sincerely,
Annie
Migration Project Coordinator
Tel: +1.800.555.1212
Email: anniet@logjamtours.com

Migration Project Meeting Summary

Migration Project Summary.eml

2019 Migration Project

Project Migration Status 

Omega Sales Initiative 

Compliance and Legal 

Migration 2019 status

Planning meeting update

Task force agenda 6/19

Pilot plan

Offsite training agenda

Pilot B Reboot

Migration Checklist and Timeline

Pilot summary

Planning Meeting next week

Today

Older

Descriptive 
labels assigned 

to email

Emails and 
documents with 
same Descriptive 

label values

mailto:anniet@logjamtours.com


• “harmon.ie gave us the ability to preserve records 
in an efficient and user-friendly way…”

• “…we wanted everything in one interface and 
harmon.ie was able to do that for us…”

• “…With harmon.ie, we were able to successfully 
preserve 40,000 records…and delete over 35 
million emails”
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HARMON.IE @ HILTON – A CASE STUDY IN EMAIL RECORDS MANAGEMENT
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Would you like to be contacted 
by a harmon.ie representative?
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