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Introduction 
For users of SharePoint 2007 there were many reasons why the platform was not 

considered acceptable for high volume or complex Enterprise Content Management 

(ECM) scenarios.  In this context ECM also incorporates the concepts of Electronic 

Document and Records Management Systems (EDRMS). 

This whitepaper is written to help both business and technical focused individuals to 

understand the potential of this new Microsoft offering when contemplating a 

solution for a corporate ECM project. 

The key areas of improvement can be summarised as; 

Fundamentals 
Provides an overview of how SharePoint handles documents and introduces some of 

the terminology used in this white paper. 

 

Client Features 
The overall client interface has been drastically improved with the release of 

SharePoint 2010, providing a user experience which is familiar, intuitive and in line 

with the rest of the Microsoft Office suite. 

 

Managed Metadata 
This is one key area of improvement which provides far greater functionality and 

flexibility over the tagging of documents with enterprise metadata. 

 

Document Features 
The Document Center now provides a much more powerful interface for managing 

large volumes of documents and features such as the new Document ID supports the 

concept of a unique identifier that stays with a document throughout its lifecycle. 

 

Records Management 
The new records management features in SharePoint 2010 are a major improvement 

to those features offered in 2007. 

 

Scalability 
SharePoint 2010 has been improved to support hundreds of millions of documents 

and can also be configured to save documents directly to the file system. 

 
 

 

  

Microsoft have made 

significant improvements 

and added several new 

features that now make 

SharePoint 2010 an 

effective ECM platform.   

 

Any organisation who is 

considering ECM or 

reviewing their options 

should evaluate the 

capabilities of SharePoint 

2010. 
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Fundamentals 
 

How SharePoint is Structured 
SharePoint uses Site Collections to provide structure, separation of content and 

scalability to a SharePoint implementation.  A Site Collection is a hierarchical set of 

sites that can be managed by an Administrator as a single unit.  Sites within a Site 

Collection have common features such as shared permissions, galleries for templates, 

Content Types and Web Parts, and they often share a common navigation.  

 

A Site Collection contains a single top-level site such as an Intranet, and any number of 

subsites organised into a hierarchy.  A subsite is a single SharePoint site within a site 

collection and is used to hold information such as discussion threads, calendars, task 

lists, announcements and Web Parts.  A subsite can inherit permissions and navigation 

structure from its parent site or these can be specified and managed independently.  

Using the example of the Intranet, the top level site in the Site Collection hierarchy will 

be the main Intranet site and home page, with a separate sub site for each 

department.   

 

There are times when it is appropriate to create an entire site collection, and there are 

times when it makes more sense to create a single subsite. For instance, if you have 

many projects that fit within a larger context, it makes sense to create a single site 

collection for that context, and create subsites to manage each project.  

 

Overview of How SharePoint Stores Documents 
SharePoint uses a combination of Content Types and Document Libraries (Libraries) for 

storing and managing documents.   

 

A Content Type equates to a specific document type or document class and defines 

the document in relation to its business purpose such as a contract or invoice.  The 

Content type also defines what meta-data (index information) is held on the 

document, for example an invoice might require the following information; Name, 

Invoice Date, Invoice Number, Customer etc.  The retention policy of the document 

and also the workflow that a document may need to go through, such as an approval 

process, is also held in the Content Type. 

 

Document Libraries are used for storing documents within SharePoint, there are 

generally many document libraries dependant on the business purpose, for example 

there may be a document library for each department or for particular documents 

such as invoices or purchase orders.  Document Libraries are created within sites, 

either the top level site in a Site Collection or in subsites. 

 

Within a Document Library certain document centric features can be enabled such as 

versioning, check-in / check-out and security defining who has access to the 

document. 
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Glossary of Terms  
 

Content Type This equates to a Document Type or Document Class in traditional.  

It defines a type of document in relation to its business purpose 

such as a Contract or Invoice.  Additional information such as 

Metadata columns, retention policies and Workflows can be 

assigned to Content Types. 

 

List A List in SharePoint is a table of data for storing information, similar 

to a list in Excel or a table in Microsoft Access.  Lists are used to 

provide contacts, links, tasks, threaded discussions, and other 

collaboration features. Custom lists can be created to store many 

other kinds of information. 

 

Document Library A Library is similar to a List but it is specifically used for storing 

documents.  Additional functionality such as Version Control can be 

turned on for a Library. 

 

Document Centre The Document Centre is a predefined website template in 

SharePoint which is used specifically for storing and working with 

documents. 

 

Records Centre The Records Centre is a predefined website template in SharePoint 

which is used specifically for storing and working with records. 

 

Metadata Metadata is the information which describes a document such as 

the Document Name, Type, Date Created, Author etc. 

 

Site Collection This is a group of web sites (with a top-level or main site) that has 

the same owner. Sites in the collection (other than the top-level 

site) are called sub sites. 

 

Web Part A customizable Web page element that is typically used to display 

data from lists and libraries on SharePoint pages 

 

Folder A Folder in SharePoint is similar to a traditional folder that is used in 

Windows Explorer.  It is essentially a container for holding items 

such as documents. 

 

Taxonomy Taxonomy is many things but in this context refers to the ability, the 

structure and the mechanisms for classifying and locating content.  

Taxonomies are typically represented as headings organized into a 

hierarchical structure to which documents can be linked. 
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Client Features 

Office Client 
The new SharePoint interface adopts the new ribbon used in the rest of the Office 

2010 suite and provides a consistent look and feel across all of the Microsoft 

productivity applications.  The ribbon provides quick and intuitive access to list and 

document related functions and is context sensitive.  The new Office user interface 

provides a detailed document profile page where you can access the context around 

the document including tags, related tagging and people.  

Office Integration 
Products such as Microsoft Word and Excel have a richer integration with SharePoint 

2010 and the process of opening and saving documents is simpler, made easier by the 

fact that SharePoint sites can now be registered as locations within Office.  Also, the 

ability to use SharePoint content types as document templates within Office enables 

stricter compliance and a standardised approach to document creation.   

Co-author SharePoint Documents 
Office 2010 allows multiple information workers to simultaneously edit and 

collaborate on the same document.  This process is known as co-authoring and 

happens in real-time with seamless integration of Microsoft Office 2010 and 

SharePoint 2010. 

SharePoint Workspace 
Microsoft Groove, the tool released as part of Office 2007 and used for collaborating 

on documents, has been updated and renamed as SharePoint Workspace which 

provides improved local and offline read-write access to SharePoint lists and libraries. 

SharePoint Workspace has a common look and feel with Office 2010 and SharePoint 

2010 including the Office ribbon. 

Offline Access 

SharePoint Workspace can synchronise lists and libraries so that they are available 

offline and enable information workers to access information whilst not connected 

to the office network.  It can also take external business data offline which could 

traditionally only be accessed online. 

Differential Save 

SharePoint Workspace can intelligently reduce bandwidth by synchising changes 

made to documents rather than having to copy the entire document to the server.   

Search 

Workspaces are automatically indexed and available through the familiar Windows 

Search user interface. 

Office Integration 

Offline documents can be opened or saved from Office applications through 

integration with Windows Explorer.   

  

Microsoft Office 2010 

provides a seamless 

integration with 

SharePoint making it 

easier for users to share 

and collaborate on 

documents. 
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Document Features 

Document ID’s 
An important new improvement on SharePoint 2007 is the ability for a document to 

have a unique ID which stays with it throughout it’s lifecycle, even if it is renamed or 

moved to another list.  This new Document ID service needs to be turned on at the site 

collection level and only applies to document libraries.  A new Document ID web part 

also allows for instant search and retrieval based on the unique Document ID. 

Document Sets 
Document Sets are a similar concept to SharePoint Folders and can contain multiple 

different document types.  The difference with Document Sets however is that they 

have their own Welcome Page, can contain default placeholder documents, are 

portable (can be downloaded/uploaded/copied to the records centre), have shared 

metadata, have version control and can be included in Workflow processes.  Examples 

of Document Sets include sales proposals, project files, technical manuals, legal cases 

and insurance claims. 

Document Ratings 
Just like with other internet sites such as Amazon, items can be given a rating.   A 

rating represents the average score from all users submitting a rating for that item and 

this rating can be used to organise documents (e.g. Highest Rated Documents) and can 

also be used by the SharePoint Search feature. 

Office Web Apps 
Office Web Apps provide high fidelity viewing and basic in-browser editing without 

loss of data or formatting.  This means that the user accessing the document does not 

need to have Microsoft Office installed on their desktop in order to view or contribute 

to a document.  The user experience is almost identical to using Microsoft Office on 

the desktop except that the Web Apps only provide a subset of the complete 

functionality available with the full product.  Office Web Apps provide many benefits 

including: 

 

• Users will be less likely to keep local copies of files and will work more 

interactively with SharePoint as it means that they can access their files from 

any PC, even if MS Office is not installed. 

• It makes it easier to collaborate on documents without having to worry about 

Microsoft Office version compatibility. 

• Users can still get to their files even if they are working from a machine 

without Office installed for example a netbook, kiosk or a home PC. 

• Rather than emailing documents to colleagues, a link can be sent with the 

knowledge that they will always be able to open the document. 

• Powerpoint presentations can be published to SharePoint and can be accessed 

by anyone with a browser. 

• OneNote, in conjunction with SharePoint and Office Web Apps has suddenly 

become an incredibly powerful collaborative tool.  With the web app you can 

create a notebook on SharePoint and anyone with a browser can add content 

and see what their colleagues are doing.  

The improvements in the 

way that documents are 

handled in SharePoint 

2010 allows for much 

more document centric 

control of an organisations 

information and 

resources. 

 

The ability to have unique 

Document ID’s and 

Document Sets provide 

some new powerful 

features to SharePoint 

2010.   
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Managed Metadata 
The introduction of Managed Metadata is a massive step forward for the ECM 

capabilities of SharePoint, as it introduces a heirarchical collection of centrally 

managed terms that can be defined and used as metadata for documents. 

Enterprise Keywords 
This is a simple list of words and phrases that can be applied to a document to enable 

relevant tagging to be applied to the content.  The list can be maintained centrally and 

then applied to content types in order to make Keywords available at the document 

metadata level.  Users have the ability to select keywords, enter new keywords and 

benefit from the intelligent type ahead keyword selection feature. 

Term Store - Taxonomy 
The introduction of the Term Store means that taxonomies can be constructed to 

assist with the tagging of content.  This operates as a corporate taxonomy and 

documents can be assigned to one or more specific Terms.  Multiple Term Sets 

(Taxonomies/FilePlans) can be configured and grouped in what are called Term Set 

Groups.  Each Term Set can have multiple terms arranged in a heirarchy or 

represented as a simple flat list.  It is possible to have up to 30,000 terms in a Term Set 

making it scalable for most scenarios and a maximum of 1000 Term Sets per Term 

Store extends the scalabilty even further.    

 

A new Managed Metadata column type can be applied to Content Types in order to 

expose the Term Store and Keyword functionality.  It is only possible to have one 

Keyword column per Content Type but you can have multiple Term columns.  This 

means multiple Term Sets can be applied to a single Content Type.  This capability, 

combined with the user friendly Tree Picker control brings SharePoint inline with many 

leading ECM platforms. 

 

Content Type Publishing 
The ability to publish Content Types means that it is now possible to have up to date 

and consistent schemas across the Enterprise.  Content Types can have metadata and 

policies defined in one place and can then be published to an Enterprise Metadata Hub 

from which all other Site Collections can connect and subscribe.  This makes it easier 

to enforce standards, governance and common operating procedures. 

 

In summary the changes in this section can significantly improve the ways in which 

SharePoint can assist governance in the Enterprise.  It enforces consistent 

terminology, enhances navigation and filtering, enforces standard retention policies, 

provides quicker and more accurate search results, makes it easier for new users to 

adopt the system, reduces training overheads and facilitates improved workflow 

processing. 

  

SharePoint 2010 now 

provides a robust 

mechanism for ensuring 

that key metadata and 

information is held about 

documents allowing 

organisations to maximise 

the business benefit from 

their content. 
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Records Management 
 

Record Centre & Content Organizer 
The new Records Centre has a much improved user interface and a whole host of 

powerful new features including: 

 

Document ID: This stays with a document even when it is declared a record.  A 

search for a Document ID can be made directly from the home page of the Records 

Center site. 

 

Submit A Record: The Records Center now includes a new Submit a Record button, 

which will allow users to select a file and upload it directly into the Records Center 

file plan. 

 

Content Organizer: This replaces the  2007 Rules engine and is far more efficient at 

routing records to the correct location in the Records Center. 

 

Multi Stage Retention: Multiple retention stages can now be applied meaning that 

true lifecycle management can be configured e.g. 

Date Created + 1 Year: Start Contract Renewal Workflow 

Date Signed + 1 Year: Delete all Drafts 

Date Signed + 5 Years: Permanently Delete 

 

Audit Reports: It is possible to generate audit reports at the document level, see 

Compliance Details below. 

 

File Plans:  As a big improvement over SharePoint 2007 Records Center, you can 

create and view a hierarchical representation of your complete file plan.  You can 

also now apply unique retention and disposition requirements at each of the 

different file plan levels. 

 

In Place Records and Workflow 
Rather than having to send a document to the Records Centre for it to be made into a 

record, a user can now opt to declare a document as a record in it’s original location. 

This will allow the document to gain the appropriate security, retention and 

disposition without ever having to be routed to a centrally managed location.  The 

preference for In Place Records or use of the Records Center will differ between 

organisations and there are pros and cons for each approach. 

Information Management Policies 
In SharePoint 2007, Records Management was designed as a seperate module 

whereas in 2010 it is embedded throughout the product and is very evident in the  

incorporation of records rules into the Retention part of SharePoint’s Information 

Management Policies.   Retention policies now allow separate settings for records and 

for documents that are not declared as records. 

 

  

SharePoint 2010 must now 

be considered a viable 

platform for many 

organisations’ Records 

Management 

requirements. 

 

The new Records 

Management capabilities 

within SharePoint 2010 

provide a flexible and 

robust set of tools to allow 

an organisation to ensure 

compliance with most 

procedures and 

legislation. 
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There are now pre-defined actions related to Records Management functionality, for 

example a policy can automatically submit a document to a record center at a specific 

time.   One useful option is the ability to move the document to the Records Centre 

whilst retaining a link to the record in the source library.  There is also an action that 

will declare a document as a record without submitting it to a record center, 

leveraging the new in-place RM features described earlier. 

eDiscovery - Search and Hold 
SharePoint’s improvements in this area includes functionality that enables eDiscovery, 

reduces costs associated with this process and improves legal compliance.   

 

The new Hold and eDiscovery functionality is a site level feature that can be activated 

on any site and is also accessible through the Records Center. Users can manually 

locate content in SharePoint and add it to a hold (so that it cannot be edited), or can 

search for content and add the search results to a hold.  Elevated rights when 

searching make it easier to locate records and the new Managed Metadata columns 

can also improve the search accuracy.   Items can be placed on multiple holds and 

Compliance Details (see below) will show all of the holds that are applied to an item. 

 

Changes to Folders 
In SharePoint 2007, folders were not recommended and provided little functionality 

compared to other ECM products.  Now in SharePoint 2010, folders can act as true 

parent containers for documents in that metadata applied to folders can now be 

inherited by documents added to them.   It is much easier to save documents when 

metadata is automatically added, instead of forcing users to add the same value over 

and over to the hundred documents they may have uploaded. 

 

Compliance Details 
A useful new feature is the addition of the Compliance Details option on the context 

menu which applies to all documents in SharePoint 2010. This allows a user to see all 

of the relevant details for a specific business record.  This includes Content Type, 

Folder Path, Retention Stages, Exemption Status, Hold Status, Record Status and the 

ability to generate an Audit Log report. 

 

This functionality will allow administrators to make sure that specific documents are 

inheriting the right policies and retention settings. 

 

As with most context menus in SharePoint 2010, you won’t have to leave the page to 

see this information, and you’ll even be able to change the exemption and/or hold 

status based on what you see here.  

 

 

  

SharePoint 2010 helps 

organisations ensure 

compliance with 

legislation and business 

processing ensuring that 

there is full accountability 

and history for all 

documents. 
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Scalability 
SharePoint has always been discounted as a high end ECM platform due to questions 

over its ability to scale.  SharePoint 2010 addresses many of these limitations and 

positions the product as a real contender. 

Scale 
SharePoint lists can now scale to meet the requirements of most ECM projects. 

 

• A single list or library can contain tens of millions of items 

• Hundreds of millions of items can be managed in a large archiving scenario 

 

This scalability makes SharePoint an even more interesting option for general purpose 

document management. In addition, new capabilities such as records management, 

tagging, and ratings improve the ways documents are stored in SharePoint can be 

managed and found.  Of course there are always performance issues related to lists of 

this size but Microsoft have looked to improve the way in which they handle this by 

introducing Compound Index support, automatic index management and query 

throttling.  In addition, Enterprise Content Types, Enterpise Policies, Content 

Organiser, Centralized eDiscovery and integrated FAST Search help improve the 

products ability to manage very high volumes. 

Remote BLOB Storage (RBS) 
With the ability to handle large numbers of documents, there is a need for more 

flexible storage management.  SharePoint 2010, in conjunction with SQL Server 2008 is 

now able to store documents outside of the database where traditionally they were 

stored as BLOBS (Binary Large Objects).   The problem with BLOBS is that they have a 

massive impact on the size of the SharePoint content databases (especially for 

document centric implementations), storage costs are high, and backup and restore 

times are longer.  RBS can store data on a cheaper disk solution (compared to the 

expensive disk solutions usually selected for SQL Server), to a SAN or potentially even 

into the cloud. 

 

Metadata Driven Navigation 
Microsoft’s aim is to move users away from heirarchical approaches to document filing  

to a more metadata driven approach.  One feature of SharePoint 2010 that 

encapsulates this approach is Metadata Driven Navigation which is particularly useful 

for large lists. This feature allows managed metadata fields to appear in tree-view 

controls on the left-hand side of the navigation pane from which users can select 

specific values for any field to filter the results.  

 

 

The Scalability within 

SharePoint 2010 has been 

greatly improved, ensuring 

that organisations have a 

platform for now, but also 

the ability to grow as 

organisational demands 

increase. 
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Summary 
This document is an early assessment of SharePoint 2010 and how it can be used to 

address ECM requirements.  With the release of SharePoint 2010, ECM vendors, 

resellers and integrators are having to take note of the potential uses of SharePoint 

now that the document management, records management, client integration and 

collaborative areas have been so dramatically improved. 

 

Since 2007, Microsoft has invested heavily in improving the Records Management 

capabilities of SharePoint and it is these improvements which have transformed the 

product from a collaborative platform into a potential ECM platform.  In our opinion, 

this is Microsoft’s first credible ECM platform offering and still has a long way to go to 

match some of the functionality offered by the key vendors in this space.  Saying that, 

it does offer a great deal of functionality and in many cases will deliver most, if not all, 

of the functionality required. 

 

The difference between SharePoint and other ECM products is that it is a platform and 

not a product.  This is a benefit because in it’s entirity, SharePoint has a massive 

amount of potential and a fully integrated platform such as this can only benefit an 

organisation as there will be fewer integration points, greater opportunities for 

enabling additional functionality and a lower total cost of ownership.  

 

We believe that SharePoint will continue to improve it’s ECM capabilities and that it 

will continue to have a significant impact in this area.  Whether or not the 

improvements in 2010 that we have outlined in this document are sufficient, will 

depend upon the specific requirements of each project.    In many cases, where 

compliance is critical, many organisations may continue to use traditional ECM 

platforms in the back end and look to improve the user experience by exposing these 

products through the SharePoint interface.  
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About ImageFast 

 
ImageFast is a consulting and technology services company focussed on helping 

organisations to empower their information. ImageFast has been delivering 

successful information management projects since 1997. We have vast experience 

helping organisations to build solutions that capture, control and communicate 

information and content across the enterprise. 

 

ImageFast provide a range of consulting services from initial analysis, design and 
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