


Infoxchange is a not for profit organisation that has
supported more than 200 non-profits to move to Office
365 and SharePoint including:
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Agenda

SharePoint as part of Office 365

What is SharePoint online?

Common uses by other NFPs

Key functions of SharePoint

Limitations and challenges

Alternative applications

Implementation considerations and stages

Best practice and important things to remember
Top tips and resources
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The full suite of Office 365
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Office 365 Ellicenses (including SharePoint) are free for eligible NFPs

Admin
Your admin web portz

Calendar
Schedule and share m

Delve
Get personal insights

Dynamics 365
Break down the silos |

Excel
Do more with the too

Flow
Create workflows bety

Forms
Create surveys, quizze

OneDrive
Store your files in one

g Xx 3 B 8/

Q 8B R

OneMote
Capture notes by typing, d

Qutlook
Use business-class email tf

People
Organize your contact infa

Planner
Create new plans, organize

PowerApps
Build mobile and web app:

PowerPoint
Take your presentation to 1

Project
Develop project plans, assi

Security & Compliance
Meet your organization's le

2 K

4

SharePoint

Share and manage content, kni El

across the organization.

Social Engagement
Gather insights, meet custome

StaffHub
Manage your work schedule or

Stream
Share videos of classes, meetin

Sway
Create and share engaging inte

Tasks
Create and manage tasks in Ou

Teams
The customizable chat-based t

To-Do
Manage, prioritize, and comple
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Video
Share videos of classes, mee

Word
Bring out your best writing. |

Yammer
Connect to the right people,



Microsoft Roadmap

Recent upgrades:
Office 365 Roadmap

H The Office 365 Roadmap lists updates that are currently planned for
» SharePOI nt Sync tOOI applicable subscribers. Updates are at various stages from being in

development to rolling-out to customers to being generally available for

upgrade applicable customers world-wide.
NeW ||b|‘ary expenence Office 365 Release Options (3) Service Updates FAQ (3

»  New mobile apps

» I nteg ratl 0 n Of G ro u ps and ,,4 LAUNCHED 3 ROLLING OUT e IN DEVELOPMENT ® CANCELLED PREVIOUSLY RELEASED
sites

D Only show features D Only show features
Y FILTERS w updated within 30 days added within 30 days

»  New sync tool for Mac

ﬁ Launched (26) Fully released updates that are now generally available for applicable customers

»  Teams for discussion

c Rolling out (39) Updates that are beginning to roll-out and are not yet available to all applicable customers

»  Flow for workflow
» Power Ap ps / fo rm S e In deVEIOPment (106} Updates that are currently in development and testing

0 Cancelled (3) Previously planned updates that are no longer being developed or are indefinitely delayed

http://fasttrack.microsoft.com/roadmap
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http://fasttrack.microsoft.com/roadmap

What i1s SharePoint online?

SharePoint
Online

S K

“A cloud-based service, hosted by Microsoft, for businesses
of all sizes. Instead of installing and deploying SharePoint
Server on-premises, any business can subscribe to an
Office 365 plan or to the standalone SharePoint Online
service. Your employees can create sites to share
documents and information with colleagues, partners, and
customers.” Microsoft

The current server based version is SharePoint 2016
A

O
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Common uses from other non-profits

. issi i Internal - -
mprovedsecurly and permissions Hosted in terma Business Intelligence and
Australia processes and Jashboard
forms ashboards

Cloud based storage

(reduce need for some
backups) Databases and lists
Reducing risk Admin and

managem ent
Organisational
Intranet
Discussion boards and

group communication Staff

Possible uses
of SharePoint
communication
Document

Mobility management
Access information from 4 Replace the need for a server (for some) ]

anywhere on any device and
any recent web browser

Project management tools }

Collab fi Document collaboration and
olfaboration co-authoring
tools

Partner portals and ]

Knowledge Base or Wiki information sharing

Version History and change tracking }

Access information
using mobile apps

Metadata or folders for
search and find

Access documents offline
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SharePoint does...

» Intranet — Serves as the platform for organisation’s
internal homepage, a central hub of useful information
and communication for organisations.

» Team /project sites — Supports teams working on
projects together by providing a centralised spot for tasks,
calendars, documents, links and other useful tools.

» Administration Process — SharePoint can be used to
collect data through forms, store data in lists and manage
Internal processes using workflows

» Document management — Provides sophisticated
document libraries for storing and working on documents

o )
8 Technology for social justice | www.infoxchange.org [ S



Intranet

Office 365 Sites

Demointraoet  Tesmisste  MRsite  France  ProgamDelvery /O UNKS

Demo intranet

Sttt directory

7 0 iwcs

CEO updates

Announcements # Office365  SharePoint

. Qean gy ’
Inside Resources  Operations & Service Development  Communications & Business Services  People & Capabilty  Finance  IT  Senior Leadership

Play

Board

el

Upcoming events

R infoxchange

There

What's happenir

at ECMS The latest from Yammer Calendar

‘ September 2016 »

Sharon Edwards
HR 8

o
SMB ...

s Bl ot oo M W meil] i —

m HR Department Portal

Human Resources
[ Oeparoment Gouts |

0 Tee Seanus Dve Date  Priorny Requester Request Type

J s ignes
Ptos. /sprnan etpiace shareponnt com. uen Home Ttra V48 |

)
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Information sharing — pages

Office 365  SharePoint ? POtentiaI Shari ng

BROWSE  PAGE D AERTME ) SHARE Yy Fouow / eom O

I 'd Resources Operations & Service Development Communications & Business Services People & Capability Finance I Senior Leadership Board - I u l I ‘ : I I O l I S I I l ‘ I u d e
nsiade "

Resources » KnOWIGdge BaSe
' ' o . Polices/Procedures

All links
All contacts
Pages:

IT Resources

Organisational charts

, = Y » Image Gallery
Professional Position Organisational

Development Descriptions Charts 5 Te m p I ate S

> WIKi
. . > CEO blog

Working at ECMS
o Policies and Research and
il — > News

Recent

Photos for staff -‘ - 'f.“« {
Mg ‘ oMY 7% ‘ e > Org Chart
- ’ f 7| -

Parent engagement
Policies & procedures
Position descriptions

Professional
development

Quality & risk
Research & advocacy
Suppliers
Templates

Work Health & Safety

/ EDITLINKS

Work Health
g B 1)\

Suppliers
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Collaboration - sites

P— : Potential collaboration
functions include:

/5 Kids Under Cover # EDIT LINKS Search this site - P

£  Kids Under Cover

> Project management

Hons Project Summary »

Notebook
+ ADD TASK . EDIT LIST

S Prot | lte | 2upcoming » Team news feeds
(oo pocaments deadline
Studio preview 11PM 12 AM

due in

Live studios. 2 5 days | T » B | O g S

Maintenance

2014 Scholarships Project deadline

pre-live studios

o » Discussion Boards

Build issues Welcome to the shared project portal for Kids Under Cover and Infoxchange. Documents
€S0s Please direct any questions to Stefanie Kechayas or Eleanor McCombe. @ new ¥ upload 2 sync C 0 u t h O ri n n
Eunding CurrentView - | Finda file ) » El g O
Recent Newsfeed
v [0 Name Modified  Modified By
SitelContents Start a conversation
KUC dacumentation w18 August M Stefanie Kechayas

&7 EETILTS Scholarship Docs «es 25 August Heather Pettican

Heather Pettican e n e rS

HI GUYS!!iVE FINALLY JOINED YOU! 5| Example process-Maintenance «es 20 August Eleanor McCembe

® You, Sarah Chadwick, and 2 others like this,
a N £ Kids Under Cover process w21 August Stefanie Kechayas
25August  Unlike Reply Follow Heather Pettican -
templates

P e e ——— e e e = e > Shared Calendars

Cheers e
25 August Like erener

£ Proj mgmt workshop agenda «es 20 August Stefanie Kechayas

> Shared tasks

» Central registers

» Board portals

» Partner portals
)

| 4
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Collaboration Examples

Board

Home
Documents
Links
Contacts
Board Meetings
Notebook
Recent

Apps
Board meetings

Site Contents

/' EDIT LINKS

Board contacts

Board Meetings

4

Mon

September events

September 2016 »

H
20 21 2 23 24 25
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Today
Gctcher 2016 December 2016 Fatruary 2017 Al 2017 August 2017
Start [ Office 165 Project Timesheet Project Finzh
Josgust | Auguse 1 - Decamser 30 . . January 2 - Augut 23 . . . et 23
Board Meeting - Monday Board Meeting - Monday Eoard Mezting - Monday Board Mesting - Manday Board Meeting - Monday
19.00.2016 21112016 20022017 15.05.2017 17072017
Septamber 18 Hovermber 21 Mareh 20 Moy 15 iy 17
|5 new task or edit this list
M —
v @ ok Marme Due Date A
" Newsfeed Documents
O 4 Project communication and management Agril 24,2017
N
) Err— [
O Project Management June 22. 2017 c
P——
] Boaed Budget Reuisw and Appeoual August 1
4 Joey Lau
v D Mame Modi Modified By
K| Instat Microsoh Praject-amte-Amie Baw- AT July 22 Hi everyone,
s discussed, Here is the articke on the new PST import toal in Office365. 8] CPSU Connectivity tsst Resuit . SeptamberS  Arun Msndsla
P offc - ot PST-fles-and-ShareBint.c:
O Putin place Cybersecurity Insurance o Offica-365-babB3a0a-fcb-dbel7-3e5 Usa UBad=Al " DIY Office385 Advanced Email wi3 2016-08-23 - 4d3yT3go Joey Lau
m] Define communication strategy July 28 C Sepiember 15 Like  Reply - ) DIYAdvancedEmail Week 1 080815 wn Seprember? | Joeylau
| Develop communication templates e August H Arun Mandala ) DiYAdvancedEmail Week 2 150816 o Septamberis  Josylau
HiJoey & Matt. i DifAdvancedEmail Week 3 220016 e 4days ag Jogy Lau
] Approve communication templates August & e ¥e e i
we have dacided 1o go along with 2 Hybid approach.
4 Zraava Budzat Pagonting seenplate for Board Maatngs s August ] To make it work, Autodiscover and EWS has to work extemally. Drag files here to upload
Currently, Micrasoft i
O 4 Initial Communications re Project commencement e August2 Please refer to the atached resuit and guids us tharugh.
i c  sta Mo T et Oficar and sk e August1 Thanks, 5
run Mandala Quicklinks
] i to all staff re Projy «e August 1 September@ Like Reply Follow Arun Mandala - a Cutover migration instructions
. = Microsoft Office 365 for non profits
5 Joey Lau Hi Arun, The result rgau. The
e Bugust1 hecks
O Communicate the Comms Strategy ta relevent parties g u e orocass which checks the e = DNS check toal
d then' L 2 AADConnect information and guide
e August2 :
o Communicte to [conGloba! Project Approvsl and start engagement o ¢ B 2 T 9 ST A D ST S S R P ———
. . . working fine.
Plan project mestings e Augustd a ;
H P o Septamber 15 Lka 4 Ackd new inc
| 4 Define ing and confirm i e Augustis I ‘Arun Mandala Hi Joey.
0 4 Confirm Gateways Resourcing for Project for Roles & Teams - Commit Resources - August 1 ‘Thanks for the confirmation. Site Users
O Gateways Sharepoint Project Team e Augusti « ‘Adrian Coulls
September 15 Like  Follow Arun Mandala run Mandala
I ‘Gateways Sharepoint Administrator s August 1 ci
[ A 2 reply Jogy Lau
] Gateways 0365 Administrator o August1 < Matt Walton
= . P o Matt Waltan @ Add new user
Welcome ta the SharePaint site for the DIY Office 365 workshop-advanced email migration for
Saptamber 2016, Wie will be using this sits to store 3l relevant information from the session as well as
o discuss any other related topics. Feel free to ask questions using this newsfeed.
Seprember S Lke  Reply




Administration (Lists and forms)

Office 365 | SharePoint

BROWSE  PAGE

':) |nf0XChan g e IX Home XTeams ¥ 1X Projects IX Comms

IX Policies, Business Rules, Forms & Procedures

Home

o 7 N
X Policies & Procedures (
1X Forms and Templates ]_L]—‘l—‘—‘
IX Contract Repository /\i =T i
1X e-Forms - Credit Note < |

X e-Forms - One-Off f\ )

=
Invoice Requests Sed Rt
1X e-Forms - New Starter
Form
1X e-form Flexible Working . Rilles & Procadiiras
| e Infoxchange Policies, Business Rules & Procedures
P @new 2 uploas €
Employment type v D) iNeme: | Functio
WFH Seif Assesment
e Function : Business Development (2)
Security Groups Function : Facilities (2)
CostCodes
GRS Function : Finance (3) -
Site Contents Function : Governance (2)
Recycie Bin i - a
Function : HR (12)
# EDITLINKS

Function : ICT (4)
Function : Office Administration (2)

Function : Travel (2)

Infoxchange Forms and Templates
@New 2 Upload ) Share

v [) MName Function  Document Type

Function : Digital Inclusion (1)

Function : Finance (4)

Function : Marketing (2)

Function : Office Administration (6)

X Partner portal

Frequently asked Questions

« How do | use my desk phone?

« How do | use my timesheet?

« How do | book a meeting room?
« How do | book a company car?

« How do | book air travel?

« How to claim expenses?

« How to order non IT equipment?

Electronic Forms

« Credit note e-form
« One-Off Invoice
« New Starter Admin Form

13 Technology for social justice | www.infoxchange.org

Potential admin
functions include;:

»

»

»

»

»

»

»

New starter form
Asset Register

IT issues log

Leave requests
Incident report
Maintenance requests
Workflows



Admin examples

IX e-Forms - Credit Note

" W Status Invaoice Number

- Status: Approved by CS Manager (2)

(] Approved by C5 Manage 61787

Approved by C5 Manage 61811

. Status: Awaiting BU Approval (8)
. Status: Awaiting CS Approval (19)
« Status: Credit Mote has been cancelled by BU Manage

. Status: Credit note processed by finance (89)

Company

B Save X Cancel

Staff IT Reg... > New item

Ticket ID *

Ticket Title ™

Enter text here

Date Imvoice Raised_.

16/08/2016

17,/08/2016

Amount OFf Invoice

$25,000000

§3,63635

Amount to be Cradi..  Amao

$22.500.00

£363636

Ticket Description *

&

Current Status *

New

Progress Comments

Enter text here

¢ Infoxchange

New Starter Administration Form

INew Searter First Name:

Commencement Date:

Job Title

ew starter replacing

“  New Starter surname:

m Manager's Name: &7

someone? Oves Owo  Ooontinow Location: v
Department: v Cost Centre:
Type ofemployment:  Olemeoree Ocowmmacron  OlvowuwTeer

Additional comments:

O secect aw

O alarm code

O security Pass Number

O Telephone Extension

O Telephone Port

O Telephene on Desk

O Take photo of New Starter

O update Active Directory record

Facilities (please select applicable):

Please add to HR system

Please add to your records

() Atrencn 7850
. [ Collingwood 7840
Raised Date * Dcamriz:
- - IS0 7433
Erter 3 gt [ Finance 7457
Due Date
Enter a date ‘

14 Technology for social justice | www.infoxchange.org




Document management (libraries)

O Searcn

Home

edures
IX Forms and Templates
IX Contract Repository

IX e-Forms - Credit Note

IX e-Forms - One-Off In-.

IX e-Forms - New Starte.

1X e-form Flexible Worki-«

Workflow Tasks
Pages

Site Contents
Recyde bin

& Edit links

IXHome  [XTeams v/ IX Projects XComms  IXPeople v/ x

s Infoxchange

OHS - Security Procedures.pdf

Social X AU Web IX NZ Web IX Partner portal ¥ Not following (3 Share
IX Policies, Business Rules, Forms & Procedures
+ New T Upload &3 Sync E| = All Documents (0]
IX Policies & Procedures
O hnichange
Name Function Document Type Approved Owa Edit
Function: Business Development (2)
Function: Facilities (2)
@5 How to order non IT equipment.docx Facilities Procedure 1/04/2016 Greg lverson
L OHS - Security Procedures,pdf Facifties Procedure Peter Holmes
~ Function: Finance (8)
@5 Contracts for Recurring Services Business Rule v1.1.docx Finance Business Rule 26/04/2014 Peter Holmes
@5 Invoice Raising.doc Finance Procedure Peter Holmes
@2 XA Delegations.cocx Finance Business Rule 23/11/2012 Peter Holmes
85 New Contracts & Subscriptions.doc Finance Procedure Peter Holmes
L New Invoices MYOB.docx Finance Procedure 23/10/2014 Peter Holmes
8% Recurring invoicing MYOB.docx Financs Procedure 2102014 Peter Holmes
65 Renewal of Contracts & Subscriptions.doc Finance Procedure Peter Holmes
85 Weekly Time Report v1.0doc Finance Procedure Jenna Bertier

15 Technology for social justice | www.infoxchange.org

Document library
functions include:

» File server
replacement

»  Offline local files
» Co-authoring

> Version history
» Permissions

> All file types

> Image galleries

> Metadata
categorisation

> Approval workflows

)

| 4



Document management (versioning)

Office 365 Sites

BROWSE | FILES | LIBRARY ) SHARE ¥ FOLLOW O
00N [ B BB C 3 e @
£ CheckIn = A ’\.’ Sk ¥V 5
New Upload MNew Edit View Edit Share  Alert Popularity Download a Workflows Publish Tags &
Document ~» Document Folder Document Discard Check Out | Properties Properties )( Me -~ Trends Copy Motes
New Open & Check Out Manage Share & Track Copies Workflows Tags and Motes
. x
Home @new 2 upload & Invoice l.docx
Notebook e I 1
All Documergesr OPEIT o UITECR, Ut TTanage SITaTe o TTatk TOpTES WVOTRITOWS Tags ald THoTES
Documents
v O : x
Tasks @new 1 upload & Invoice 1.docx
Calendar A
. q x
Site Contents ks
+ IR
# EDIT LINKS .
A
Rnts Meo. 4  Modified Maodified By Size Caomments
20 14/02/2015 6:43 PM Stefanie Kechayas 184 KB
NKS
10 15/10/2014 3:47 PM Stefanie Kechayas 184 KB
Drag [E PaGE1COF1 B- =
Changed by you on 14/02/2015 6:42 PM
Shared with lots of people
I 1T I
https://ixa.sharepoint.com/TeamA/ layouts/15/WopiFrame.aspx? i
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Document management (Co-authoring)

Ed92-us  Word Sales Proposal Frnel [Companaey Mcde] - Mcrosoh Werd Techmcal evaw) e

=yoe weent Page it Fheancn Vg Voo Vo -~ »
B‘: Cmdens * 0 N A W E-E-T BB N | anoe] ancon ascet A "
M, B Ordx o WeA EREE e e | e [N tseong Mustagl | Senge Le2%0

(aoime o S o . Furgien . 0

CO513:
Coremo workt w0 gns 17 MANEETrS °E JIFEs| 12 SEETRIne PutcTy RGN L0
S NS MOV O MRS B A 43 Imgement e Conactaaces
Metsorger iacor e ety By VTG IOONe IINGONNS T roceissl e
YOO SPERTIANGS DOE MR 438 WE R ADN B weep

et Lt Ppeist Fo [Cmpntin, Made] ¢ Moot
. e LR reenen Slaheg R -

Information about Wored Sales Proposal Final
R e R e L P

el LX)
u R e R e R
B R i e e

e

Pocpie Cuventty Lomng
Lo ket e, o434 P

&3
» Tt o ® Loemare
D s e T AT Vs e
» lscemeatws Yoy
> T
B B m B uaEe et Laeet 0N S ettt Lty

REDMOND\maring is now editing this document. *
Tk 10 thews 48 mthens efiting ths Socument.

SHTPLE NS S IATIES Tats
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Document management — Offline
syncing

Office 365 Sites
BROWSE S LIBRARY ) SHARE Yy FOoLOw O
B ~
‘) [ f h IX Home IXTeams =~ IX Projects IX Comms IX People - IX Social X AU Web IX NZ Web IX Partner portal Search this site - 0
™ Infoxchange N el
Site Content @new 1t upload & sync
wf Annoucements
All Documents ~ «.» Find a file L
M Client codes
> [E4 Documents v [ name r
4 anaged .
& Managed clients 0 Managed site doco - -
0 Managed site doco @'\,./"@ v Stefanie Kechayas » SharePoint » IT services & consulting - Managed » - ‘ﬁ»l ‘ S
. E Anglican Overseas Aid
> Anglican Overseas Aid .
i i ) Include in library = Share with v New folder ~ 0 @
> B8 Australian Council For | Australian Council For Health, Physi . =
P " X il Name Date modified Type S|
>l Beacon Foundation Beacon Foundation
> Child Migrants Trust B X @ 0 Managed site doco 13/02/201511:08 ...  File folder
» gl Childrens Ground Child Migrants Trust @ Anglican Overseas Aid 29/12/2014 405 PM  File folder
> Community House Net Childrens Ground ®. Australian Council For Health, Physical E..  29/12/2014 4:03 PM  File folder
> Community Informatio Community House Networ uthern . Screencaps ol Bea.mn roundatmn 29/12/2014 4:03 PM Ffl&fclder
. . Child Migrants Trust 29/12/2014 4:04 PM  File folder
> Creating Links Co-Op X . .
- Community Informatien al ort Victoria . Childrens Ground 13/01/2015 9:58 AM  File folder =
> D. Infol it v
arebin information. Creating Links Co-Op & Community House Netwark Southern 28/01/20153:28 M File folder
’ Elizzbeth Hoffman Hou &. Community Information and Support Vic... 29/12/2014 £:05 PM  File folder
> W Fair Trade Darebin Infarmation, Volunteer an rive - Infoxchange Australia _| @ Creating Links Co-Op 29/12/2014 407 PM  File folder
> First Nations Foundatic Elizabeth Hoffman House . KUCO1 Sharepoint PM @ Darebin Information, Volunteer and Reso...  29/12/2014 4:07 PM  File folder
> Hampton Park Commu i . ACV01 Online environment requirements @. Elizabeth Hoffman House 30/01/2015 4:30 PM  File folder
> il Infoxchange Fair Trade | FBC Family Based Care 4! Fair Trade 29/12/2014 406 PM  File folder
> Interchange Northem | First Nations Foundation #& OneDrive @, First Nations Foundation 20/12/2014 4:08 PM  File folder
> Interchange Western R Hampton Park Community House ] . Hampton Park Community House 29/12/2014 4:07 PM F?Iefclder
4 Libraries . Infoxchange 13/02/2015 2:49 PM  File folder
> Wi Kara House =
LAD Ladd Infoxchange j Documents . Interchange Northern Region 29/12/2014 4:09 PM  File folder
> adder . .
. Leisure Networke Interchange Northern Region J’ Music @ Interchange Western Region 29/12/2014 4:09 PM  File folder
[ Pictures @ Kara House 29/12/2014 4:09 PM  File folder
> W Living Learning Pakenh v Interchange Western Region B videos — @l LAD Ladder 10/02/2015 5:06 PM ~ File folder
> Ml Lord Mayors Charitable Kara House @ Leisure Networks 29/12/2014 410 PM  File folder
> Margaret Tucker Hoste %) Computer ®. Living Learning Pakenham 5/02/201510:07 AM  File folder
> il Meda LAD Ladder £, Local Disk (€Y . Lord Mayors Charitable Foundation 13/02/201510:53 .. File folder -
> W Merinda Park Leisure Metworks 5 homes (files) (H:) | 9 I, '
> Ourwatch | ivina | aarnina Dalant E£3> 37 items
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File storage — OneDrive & SharePoint

Also known as “Team Sites”

SharePomt

Previously SkyDrive Pro / OneDrive Pro

&& OneDrive

for Business

« 1 TB Per User (free)

+ 1TB +500mb per license (free), expandable ($)

* Not Expan.d%ble y - Store files, calendars, contacts, and more
. Every file is “owned .by a user, not « Datais centrally managed, intended for shared
intended for shared files files
| J
|

Files can be taken Offline with OneDrive Desktop Client <

19 Technology for social justice | www.infoxchange.org '&



SharePoint limitations and challenges

> w e

0 N O O

9.

SharePoint isn’t suitable for every organisation
SharePoint is a different user experience than a file server
Sync tool can have errors that need to be managed

400 character limit for each file name with other limitations
(250 character if synching)

Keep to under 15,000 files per library when syncing
1TB storage per tenant plus .5GB per user
Editing pages & sites requires an administrator with training

Most users may require training for document management
or using lists

Migration can be time consuming and not simple

10. Permissions need to be managed carefully

20 Technology for social justice | www.infoxchange.org '&‘



Alternative or complimentary Office
365 applications to SharePoint?

Collaboration including document management for small teams Office 365 Teams/Groups
Discussion and Collaboration Yammer or Teams
Sharing and booking calendars, resources, rooms and equipment Exchange Resources
Intranet and document collaboration for staff and/or boards Office 365 Teams/Groups
Business Intelligence and reporting Power BI

Storage of individual’s documents with some basic sharing functions  One Drive for Business

Online forms Power Apps / Forms
Project Management Office 365 Planner
Searching for organisational information Delve

Storage and online access to videos Office 365 video
Messaging and video communication Skype for Business /Teams
Local storage of large files or applications NAS or server
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Strategy: Why do you need or want
SharePoint?

» |Is an intranet the best tool to solve your problem?

» Are you ready, culturally, for this new way of working and
communicating?

» Are your staff and management supportive of the idea?

You need to be able to clearly articulate:
» What is the purpose of SharePoint for your organisation?

» Where does SharePoint sit with all of my other information or
systems eg client management, server documents etc?

“Q

O
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Determining requirements and use cases

1. Who will be using the tool? Eg staff and/ or volunteers?
What is their key reason for accessing it?

3. Where else do they access information eg server, client
management system, website etc?

4. When will they login? Eg during shift or from home?
5. What device will they access information from?

6. What information will they be looking for and do they
need to edit or read or download?

/7. Who is inputting the content? Eg management or staff
8. Are they comfortable using this type of technology?

9. What would motivate them to use it?

10.What does success look like?

N
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Implementation: How will you do 1t?

Do you have the capability and capacity internally to
Implement SharePoint?

Do you need an external partner to help?

Who will manage the Intranet or libraries going forward?
Who will review and migrate content?

What training will be required?

How will we manage the change?
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Key implementation stages

Stage 1 : Find a partner and internal champion
Stage 2 : Business Case and approval

Stage 3 : Review and scoping

Stage 4 : Content review and migration planning

Stage 5 : SharePoint design, Information Architecture, site map and
permission structure

Stage 6 : SharePoint build —sites, lists, libraries, pages
Stage 7: Administrator and champion training

Stage 8: Pilot and testing

Stage 9: Content migration process

Stage 10: Launch and training

Ongoing evaluation and management
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Design: What will your information

architecture be?

Top level sites often used for classic
intranet content eg announcements,
policies, phone lists

Site collection

Department or Project
subsites for grouping
content in meaningful
functions

Programs

Subsite

Program 1 @S Program 2

Lists and document
libraries grouped
under sites for
shared teams.

Program 3 s General

Calendar

L

List

26 Technology for social justice | www.infoxchange.org

Fundraising and
communications

Subsite

Corporate
services

Subsite

Brand refresh

project
Project-specific subsites for
- " one-off project teams to
Library use
o List




Governance — what permission and
access strategy will you use?

» Who will decide who can access which documents?

» Which documents should be restricted? Only lock down what
has to be locked down for a good reason (confidentiality)

» Establish clear lines of responsibility and access for content

» Think about practicalities and administrative overhead of
maintaining rigid silos of information across the business

» Who will manage the permission changes?
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Change Management

1.Engaging management — build a business case
2.Finding champions

3.Pilot group - from across the organisation
4.Create some hype — give it a name?

5.Training / Demo sessions

6.User and help documentation - Help area
7.Staged approach by team/department (if possible)
8.Engage users in content review and/or migration

9.Communication through staff meetings, Intranet, internal
communications

10.Regular updates and evaluation
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Top tips for successful use of SharePoint

1.

Explain the benefits to staff & support them to make the
change; local ‘champions’ can help staff to make the most
of the new features and training.

. Use the online portal through a web browser instead of

relying heavily of OneDrive Synchronisation tool

. Use portals for project management or sharing documents,

news and tasks with boards

. Use lists for streamlining administration and collecting

Information eg incident reports, IT requests

. Consider metadata (instead of folders) for document

categorisation on some libraries eg policies

.continued -
)
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Top tips for successful use of SharePoint

6. Use a SharePoint expert to make the transition a success
(particularly for data migration), and to help with ongoing
support and training If required.

/. Consider changing practices as part of this process eg
archiving, naming protocols, use of folders, permissions

8. Consider retaining local storage or server for some
purposes eqg large files, videos, custom applications

9. Compliment SharePoint with other applications
iIncluding Yammer, OneDrive, Teams, CRM etc

10. Ensure each function that you implement has a clear

purpose and it adds value to your staff and organisation
AQ

O
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Additional Office 365 support available

» Office 365 readiness assessments
offered in partnership with Connecting Up & TechSoup

* AU - http://www.connectinqup.org/office365
 NZ - https://www.techsoup.net.nz/office365

» Office 365 DIY workshops -
http://www.connectingup.org/sphinxsearch/DIY%20worksh
op. Basic email, Basic SharePoint, Advanced emalil

» Additional ConnectingUp webinars
» Implementation services and migration advice
» SharePoint configuration and development

» Office 365 for non-profits Microsoft site:
www.microsoft.com/office365nonprofits

Contact: mwalton@Infoxchange.org or (03) 9418 7432
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http://www.connectingup.org/office365
https://www.techsoup.net.nz/office365
http://www.connectingup.org/sphinxsearch/DIY workshop
http://www.microsoft.com/office365nonprofits
mailto:mwalton@Infoxchange.org

THANK YOU

PLEASE GET IN TOUCH

Mark Walters
Senior IT Consultant

(03) 9418 7475
mwalters@Infoxchange.org

f ¥ in
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