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What Information Do You Need to Save?
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Email 80% Files 15% Workflow   5%



“All Emails are Equal, But Some Emails 
Are More Equal Than Others”

*Source: RIMtech

ROUGHLY 5% 
OF EMAILS 

ARE RECORDS*

- Contracts

- Proposals

- Client correspondence (professional services)

- Formal reviews

- Deeds (state and local government)

- Building Plans (construction, utilities, oil & gas, energy)

- Maintenance schedules/plans (construction, utilities, oil & gas, energy) 



a. Time

b. Money

c. Loss of business

Poll: Have you had instances where lost emails have 
cost you?
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The Anatomy of Email Management
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CAPTURE CLASSIFY DISCOVER

&



a. Personal mailboxes and PST files

b. Shared mailboxes

c. Public folders

d. SharePoint
e. Another document management system

Poll: How do your users currently manage important 
emails?
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Microsoft-based Email 
Management
Know Your Options
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1.
2.
3.
4.



Emails in Exchange  
Documents in SharePoint
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Emails in 
Exchange

Documents in 
SharePoint



Emails in Exchange  
Documents in SharePoint
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Pros • No need for user training

• Use Outlook rules to automatically archive emails

• With Office 365 Content Search eDiscovery tool, 

one search works for emails and documents

Cons • Content is stored in multiple places; complex discovery

• No classification for emails makes them hard to find

• Mailbox size

• Emails not visible to colleagues and auditors

• What about attachments?



Group Email Mailboxes / Public Folders
Documents in Teams

10

Group Email 
Mailboxes

Documents in 
Teams



Emails in Exchange  
Documents in SharePoint
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Pros

Cons

• Emails are visible to colleagues/auditors

• Easy to set up Groups/Teams to get started

• With Office 365 Content Search eDiscovery tool, 

one search works for emails and documents

• Content is stored in multiple places; complex discovery

• No classification for emails makes them hard to find

• Users need to manually move emails

• Team documents get stored with no metadata

• What about attachments?



Office 365 Labels
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Office 356
Labels
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Pros

Cons

Office 365 Labels

• Limited classification

• Policy management is complex

• Emails and documents are stored in separate repositories

• Labels need to be applied to each type of content  separately in Exchange, OneDrive, etc.

• Automatic labeling can take up to 7 days to be applied

• Only available through E5 licensing

• Retention policies can be added to labels

• Consistent labels can be applied to emails and documents



Emails    and Documents in SharePoint
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Emails

Documents



Emails    and Documents in SharePoint
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• Additional step needed to upload email messages to SharePoint

• Single repository for all important information

• Single interface for all important information

• Makes of built-in permission model

• Uniform metadata for emails and documents

• eDiscovery captures all important information with single procedure

Pros

Cons



a. Teams

b. Labels

c. Group mailboxes

d. None of the above

Poll: Are you planning to use any of the following 
Microsoft capabilities?
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Recommendation
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Do you need to find emails 
and documents 

later? NOYES
Single 
repository

Uniform 
metadata

Emails 
Exchange

Office 365 
Labels



Recommendation
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For an email management initiative to be successful, 
the business user experience needs to be in focus



1. Yes, I’m an existing customer

2. Yes, I’d like to trial harmon.ie

3. Yes, I have some questions

4. No, thanks

Would you like to be contacted by a harmon.ie 
representative?
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