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ABOUT KATPROTECHNOLOGIES: 
 

Katpro Technologies is an advanced technology firm offering specialized services in Microsoft 
SharePoint Consulting, Microsoft .NET based IT development and Cloud based solutions. We 
work on emerging technologies in the Microsoft Platform providing customers with high 
performance and comprehensive solutions. We adapt ourselves to changing business needs 
and deliver our customers with high performance solutions that are relevant, futuristic, and 
scalable. 
              SharePoint 2010 is all about Collaboration, Portals, Social Computing, Knowledge 
Management, Governance, Search and Document Management. Microsoft SharePoint 2010 
enables far better collaboration and helps people work together so that you can set up website, 
share information, publish reports and help your company respond to changing business needs. 
Comprehensive business solutions can be easily assembled to support a company’s information 
management and business needs. 
 
 
Why Us? 
2 
3 
Focus 
 
Technology startup with SharePoint focus. We specialize in SharePoint solution consulting, 
strategies for 2010 migration, implementation of intranet and internet facing solutions, web 
content management, and collaboration portals and specialized training solutions. 
 
Expertise 
Dedicated team of highly skilled and performance oriented team with technical expertise in 
Microsoft Technologies. 
 
 
Commitment 
Founders have immense technical background and experience working in top IT outsourcing 
companies in varied roles and responsibilities. 
 

 

 

 

 

 



About this whitepaper 
 

This white paper discusses about SharePoint 2010 Record management. The field of management 
responsible for the efficient and systematic control of the creation, receipt, maintenance, use and 
disposition of records, including the processes for capturing and maintaining evidence of and 
information about business activities and transactions in the form of records. In SharePoint 2010, 
organizations can now use SharePoint as an enterprise records management system. 

     Records managers, compliance officers, and SharePoint administrators will find best 
practices for applying consistent records management policy across all SharePoint content.  
 

 

 

This White paper will help you: 

• Establish effective records classification 
• Drive efficiency 
• Automatically identify records 

 

 

 

 

 



Records Management in SharePoint 2010 

The first step in implementing records management in SharePoint is to define a file plan. A file 
plan is the organization’s primary records management planning document.  
Includes: 
• Types of documents that the organization considers to be records 
•Taxonomy for categorizing the records 
•Policies that define how long a record will be kept and handle disposition 
• Information about who should have access to the record and who owns the record 
throughout its information lifecycle 
 
SharePoint was originally built as a tool for extended collaboration around Microsoft Office 
documents. It allowed portals to be built as meeting places where documents  
Could be added, modified and eventually published to a website. As its capabilities grew, 
SharePoint became a more capable document management repository for Microsoft  
Office documents.  A record is a document or physical entity in an organization that serves as 
evidence of an activity or transaction performed by the organization and that requires 
retention for some time period 1. SharePoint was designed to offer records management for 
documents in its repository. This means any content in SharePoint can be treated as a record. 
 
 

 
 

 

 

Records Management: Best Practices for Security 

There are some security implications that organizations should consider in their 
implementation. This white paper will be of interest to records managers, compliance officers, 
and SharePoint administrators who want to learn how to: 

• Implement records management file plans that achieve compliance and reduce 
corporate risk 



• Enable employees, partners, and customers to securely collaborate and share 
information in SharePoint 

• Use automation and metadata to ensure records management policies are applied 
consistently 

 
 

Email Records Management in SharePoint 
Email Records Management in SharePoint providing the content of your emails and 
attachments must be retained and managed, like any other Record. We can solve your email 
records management challenges with enterprise-class email and document management solutions for 
desktop and mobile devices. 

Email Manager                                                                               

 

              Powerful Windows app to drive SharePoint adoption, increase productivity, streamlines 
collaboration, and mitigates corporate risk. It gives Improve collaboration, document management, 
and project management, Increase the quantity of content captured and tagged in SharePoint. 

Briefcase for Windows 

 

 Embrace BYOD and secure your corporate data with the 
award-winning mobile SharePoint app for iOS, Android, and Mac. 

Administrator 

 Easily deliver and manage consistent SharePoint access, across every platform and device.it 
Support corporate governance initiatives with secure, role- and policy-based SharePoint access. 

 



THE SHAREPOINT RECORDS CENTER 

It is the Records Center Site - a SharePoint site dedicated to managing records. SharePoint 2010 
has added the ability to do both: manage records “in place”, or in a dedicated Records Center 
Site. Where Content from all over the enterprise can be submitted to a Records Center and 
then routed to the appropriate place where it picks up the right permission and policies, such as 
expiration and auditing. 

Features in a SharePoint 2010 Records Center: 

 

• Document ID 
• Multi-Stage Retention 
• Per-Item Audit Reports 
• Hierarchal file plans 
• File plan Report 

The record center is especially configured site designed to handle the general rigor of records 
management. It contains the libraries that hold each specific type of record within the 
organization. Each library is designed for a specific record type as defined by the organization’s 
records manager. 

Declaring Records “In-Place 
 
Records do not need to be moved or added to a central Records Center site, nor do they need 
to be routed within the Records Center. Each Individual user to declare content as records in 
their current SharePoint location. 
 
MANAGING RECORDS WITH SHAREPOINT 2010 
 
This means that a document can be declared a record without having to copy it to a records 
center site. The document becomes locked in its current site and immediately follows records 
policies for that particular record’s content type. The record has the ability to stay in the 
existing site, and be moved at a later time which can be useful for keeping certain records in 
context. The trade off with how SharePoint 2010 manages records in place is that it makes legal 
discovery more complicated. 
 

 

 



Records-management Lifecycle Process 

 

 

Repositories in Microsoft Windows SharePoint Services V3 support the following records 
management-related features: 

• Document retention and expiration policies 
• Official document-of-record repositories 
• Workflow process to define expiration 
• Access control and security 
• Information rights management policies applied on download to  
• secure the functional access to documents 
• Tracking and auditing 
• Logging of all actions on sites, content, and workflows 
• Site for storing or archiving enterprise-approved content types 

 

Intuitive Enterprise Records Management 
 Search for records according to status or location. 

 Run reports detailing where records are in their life cycle and which records are eligible for 
transfer, accession or destruction. 

 Access, process, manage and run reports on records using Web Access, a Web-based thin 
client. 



 Ensure consistency by automating life cycle management from document creation to final 
disposition. 

 Demonstrate proper retention rules were followed with post-disposition retention of 
metadata and auditing information. 

 

Conclusion 
SharePoint 2010 has powerful record management .organization use sharepoint as an 
enterprise records management system.It contain various Features that can be used to define 
the appropriate records and policies for the business. It is critical to understand any security 
implications with SharePoint records management, and to ensure that records, like all sensitive 
content in SharePoint, have the appropriate permissions and the appropriate visual labels. We 
can help automate these processes, so that the right people access the right information, and 
have the required awareness for proper handling of that information. 
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