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The eLibrary presently consists of hundreds of Word and PDF decuments, PowerPaint
'/ presentations and Links: These are classified in Presto through browsable taxonamies devised

around any of these documents? What kind of metadata do you
need to capture about these documents? Are these documents
based on templates? Are these documents associated with a
repeatable workflow process?

It will be unlikely that all questions will be answered in your
first workshop. Normally it is good to plan follow up workshops to
address outstanding questions and explore other relevant areas.

Where possible, develop a prototype based on the design
established in previous steps. This will enable the team to properly
visualise the solution and will enable more informed decisions in
the next step, presenting the prototypeina “Business requirements
gathering” workshop.

Allow the team to finalise the design and outstanding items from
workshop 1, then its time to design your records management rules

This step defines what rules need to be set up to ensure that
documents are being records managed and retained in accordance
with the organisations retention and disposal schedule. This stepis

by Amanda Thomas. Director; Research and Policy at TLISC.

normally done with the organisation’s records ma nager.

Lastly, ensure the detailed design is documented and signed off
by the team. Congratulations. You are now ready to move from the
Design to the Build Phase. Let the fun begin!

Caution: don't neglect users du ring your project

While it seems obvious, usersare often the last to know about new
projects, which may generate resistance to using the new system.
Ensure that users are involved and consulted throughout. Start the
change management plan early. Develop a logo and motto for the
projectand ensure thatregularupdatesare given to users in multiple
formats (newsletters, posters etc). Remember that, ultimately, you
need strong buy-in from users for the SharePoint implementation
to be a great success for your project team and for the organisation,

In closing, ifyour organisation gets the fundamentals right, itisin
amuch better position to address the ‘cool stuff’ possible in phases
2 and 3 of your roadmap. A great SharePoint roadmap makes for a
greatstart to your journey.
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