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Email is Here to Stay. Sort of…



Where Are Your 
‘Documents’ of Record?
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80% OF IMPORTANT RECORDS IN
AN ORGANIZATION ARE EMAILS

ONLY 5% OF BUSINESS
EMAILS ARE RECORDS

Records

Emails Files Workflow

Emails

Records Tasks, Collaboration, Informative

Source: RIMtech



“The Record Needle 
in the Email Stack”
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- 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

d. Regulatory penalties

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
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Poll: How do your users currently 
manage important emails?



Solutions
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1.
2.
3.
4.



Dedicated Email Management 
Solutions
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1.
2.
3.
4.



Dedicated Email Management Solution
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Pros • Powerful functions since the solution is custom-built for email management

• Intelligently predict which folder to file a particular email

• Large file-size storage capabilities allow you to handle large amounts of data per file

• Top of the range security is built into the solution

• Advanced analytics based on user activity, often tailored to specific industries to help 
professionals work smarter

Cons
• Expensive

• Duplicates capabilities of the Microsoft products you already own

• Huge overhead in integrating, deploying, and managing with existing tools and infrastructure

• Considerable training and roll-out initiatives to get the user adoption levels you need to make the 
solution work for the organization.

• More than you need to fulfil your business requirements

• An additional vendor/product to maintain, service, and train employees



Microsoft-based Email 
Management
Know Your Options
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Emails in Exchange  
Documents in SharePoint
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Emails in 
Exchange

Documents in 
SharePoint

Option 

#1



Emails in Exchange  
Documents in SharePoint
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The Microsoft Graph can be used to generate 

topics that help knowledge workers discover 

related emails and documents, regardless of 

where they are stored in Office 365

Option 

#1



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?

Option 

#1



Group Email Mailboxes/Public Folders
Documents in Teams
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Group Email 
Mailboxes

Documents in 
Teams

Option 

#2
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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?

Option 

#2
Group Email Mailboxes/Public Folders
Documents in Teams



Emails   and Documents in SharePoint
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Emails

Documents

Option 

#3



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

• Able to the leverage the Microsoft Graph to introduce intelligent email 
management 

Pros

Cons

Option 

#3
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The Microsoft Graph can be used 

to generate topics that help 

knowledge workers select which 

emails need to be saved as records

Emails    and Documents in SharePoint
Option 

#3
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Demo



What About Office 365 Labels?
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Office 365
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

• Policies can only be set with E5 licensing

• Retention policies can be added to labels

• Consistent labels can be applied to emails and documents



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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