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GET CONTROL OF YOUR DATA
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Archive what you need, remove what you don't, govern what remains
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AGENDA

What we'll cover

01
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03

04

05
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Why Copilot changes the oversharing conversation

ROT: usefulness and necessity of what you already have

SharePoint Advanced Management: inventory, urgency, action

Records Management in Microsoft Purview

Bringing it together with File level Archiving
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CONTEXT

Copilot doesn't change your permissions — it changes what's findable

Same access, new reach — Copilot searches across everything a
user already has access to; it doesn't grant new access.

unclear ownership become visible the moment something can

I The real problem — Years of oversharing, stale content and
search across all of it.

Where the fix lives — Not in blocking Copilot — in getting the
underlying data estate in order.
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(" )
COPILOT IS
A MIRROR
It surfaces governance debt
that already existed.
\ J
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CONTEXT

Three-part approach for today

01 Clean up what shouldn't be there — ROT

02 Know, and fix, who can see what's left — SharePoint Advanced Management

Decide how long things should stay or be visible — Records Management in Purview
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ROT

Usefulness and necessity of what you already have.
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ROT - USEFULNESS & NECESSITY

What is ROT?

COLLABDAYS

Redundant — multiple copies of the same content, no single source
of truth.

Obsolete — superseded by a newer version, or no longer applicable.

Trivial — no business, legal or historical value — personal files,
duplicate downloads, scratch notes.

fEEm. = 26 07

DIGITAL
POLLUTION

It accumulates silently, grows
every day, and enlarges the
surface Copilot can retrieve

from.
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ROT - USEFULNESS & NECESSITY

Turning ROT into action

COLLABDAYS

Redundant — consolidate to one authoritative location; retire the
duplicates.

Obsolete — move to an archive location or apply a retention label;
stop it being actively indexed.

Trivial — give people simple personal-storage guidance — a
behavioral fix, not an IT project.
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NOTHING
DELETED BLIND

None of this requires deleting

anything you're unsure about.

That's deliberate.
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ROT - USEFULNESS & NECESSITY

For every piece of content, ask two questions

USEFULNESS AND NECESSITY

Useful Not useful
Necessary Necessary
. . Keep & maintai Archi
1. Usefulness — — is it actually still used by anyone? cep & maintain renive
2. Necessity — — must it be kept for a legal, regulatory,

contractual or business reason?

Useful Not useful
Not necessary Not necessary
Keep, but review access Remove

If the answer to both is no, it's a candidate for archiving or
removal. And every item needs an accountable owner —
without one, nobody ever answers these questions.
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Al DEPENDS ON
GOOD DATA.

- Governing your data well
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COPILOT CONTROL SYSTEM

The framework Microsoft gives you to govern Copilot.
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COLLABDAYS DISCOVER, PROTECT, GOVERN #eollabdays

e € =)

(4 - -«

Responsible
Al

Security Compliance Privacy

O O

Discover Protect Govern
Al risks sensitive data Copilot usage

Prevent Data Oversharing | Data Leaks | Non-Compliant Usage
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SR OVER-PERMISSIONING AND UNDER-ENFORCEMENT #collabdays

Over-permissioning
too much internal access

Bias towards overly broad
access for permissions and
links

Risk of exposure in search and Al

Implications tools

COLLABDAYS ] 26

Under-enforcement
too few internal controls

Content looks the same
without labeling and content-
aware policies to follow its use

Hard to get started with Al and solve without the
right tools
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RESOURCES

Links to CCS resources

aka.ms/copilot/oversharing
aka.ms/copilotcontrolsystemddd
aka.ms/copilotcontrolsystemddd/s3
aka.ms/oversharingMechanics
aka.ms/m365copilotwithpurview

aka.ms/copilotacedemie
aka.ms/DSPMforAl/deploy
aka.ms/DSPMforAl/oversharing
aka.ms/PurviewDeploymentModels
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CONTENT NEEDS TO BE MANAGED.

- Knowing what exists and who can reach it. Plan, do, check, act.
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COLLABDAYS TWO POWERFUL TOOLS #collabdays

SharePoint Advanced Management Microsoft Purview

Provides SharePoint site Provides security, compliance, and
management and content governance across data and files
governance capabilities

COLLABDAYS Cmmm 26 #collabdays




COLLABDAYS ROLES AND LICENSES #collabdays

Roles Licenses

* Al Administrator ™ Microsoft 365 Copilot

. s ha re PO i nt Adva nge-d You own at least 1 subscription for this product. Manage subscription details
Management Administrator O Mlcrosoft 365 E5 EEA (no Teams)

¢ compliance AdminiStrator )u own at least 1 subscription for this product. Manage subscription details

* Disposition Management

Business Premium + Purview suite

. IOptional: Content view and
ist
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PERMISSIONS REQUIRED FOR CONTENT EXPLORER

Permission required X

You must be a member of the following role
groups to use content explorer:

e Content Explorer List Viewer. This role
group allows you to view the list of
locations and list of items in those
locations.

e Content Explorer Content Viewer. This
role group allows you to view the source
content for each item.

These permissions are assigned in the
Microsoft Purview portal. Contact your global
admin for assistance.

Learn more Close
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SHAREPOINT ADVANCED MANAGEMENT — FOCUS POINTS

O}

Reduce content sprawl

Identify patterns and potential issues
with reporting and receive actionable
recommendations

Run automated, rule-based policies to
manage and retire inactive sites and
their content

Create and leverage Al-powered
policies and reports to govern content
at scale

Control content

oversharing
View reports that identify sites that
contain potentially overshared or
sensitive content

Enforce stringent access conditions
when users access SharePoint sites
with access policies

Prevent sites and content from being
discovered with restricted content
discovery control

Restrict content from Microsoft 365 Copilot the kill switch

Manage site lifecycle

Review and monitor changes you've
made to a SharePoint site's properties

Use broad reports to review changes
to SharePoint site properties

Leverage policies to ensure proper
content ownership and manage
unused content across the
organization
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LR COMMON CAUSES OF OVERSHARING #collabdays

Share "Branding Elements.pptx"

Privacy settings z m365x32957528.sharepoint.com says

Public - anyone in the organization can access this site @ You are about to create unique permissions for this document library.
Changes made to the parent site permissions will no longer affect this

Public - anyone in the organization can access this site , document fibsary.

Private - only members can access this site © Copy link

© Link copied. People in Contoso with the link can edit.

Site privacy set to public Broken permission inheritance

Share site

Add users, Microsoft 365 Groups, or security

Use of “everyone except external Sites and files without
users” domain group sensitivity labels

Common causes of oversharing
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COLLABDAYS ADVANCED MANAGEMENT IN THE SHAREPOINT ADMIN CENTER #collabdays

Advanced management Jark ® Subscription status:

Advanced management

haring

Overview

Access contr
cCess coniro

clylic

Prepare for Copilot with SharePoint Advanced

Improve Copilot results across your
Management

Microsoft 365 apps

Advanced management tocols help reduce oversharing and cor t ) )neDrive
spr

C
aw/l, enhance resg se quality, and control Copilot content access P Microsof Power

Start assess
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SharePoint Advanced Management
and Purview DSPM Demo

Tool to help reduce oversharing and content sprawl and control
Copilot content access.
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LR WHERE TO FIND ADVANCED MANAGEMENT #collabdays

Advanced management

Prepare for Copilot with SharePoint Advanced Management
' Improve Copilot results across your Microsoft 365 apps
o aring and content sprawl, enhance m N St oot
s . ‘_‘::O‘._ OneDrive Viva Engage
J Microsoft Teams Po

Content management assessment

Site lifecycle Oversharing

9 sites require attention 9 sites require attention

y
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COLLABDAYS DASHBOARD OVERVIEW #collabdays

Content management assessment

) Your results are ready. Explore the findings and take action today.

Site lifecycle Oversharing

9 sites require attention 9 sites require attention

Last updated on August 21, 2026 Last updated on August 12

1% F 1%

of sites

of sites

Site inactivity Broken permission inheritance

Org-wide site permissions

Missing site ownership

Organization and anyone sharing links

#collabdays
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COLLABDAYS SITES THAT REQUIRE ATTENTION #collabdays

Content management assessment

/) Yaur results are resdy. Exolore the findings snd take sction today

Site inactivity

site policy

Recommendations

Why do these sites require attention?

How we got this number

Inactive site policy features

COLLABDAYS

Sita lifacyele

9 sites require attention

Site inactivity

Missing sitc ownership

Ovsrsharing

9 sites require attention

11%

of sites

Broken permission inheritance
Drg-wide site permissions

Organization and anynne sharing links

Recommendations

Why do
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DEEP DIVE INTO SITES

Reports

We recommend sta

Deep dive sites
Get started

Snapshot reports

Site permissions across your organization

RECOMMENDED

View reports View reports

Sites and files shared via spec

al SharePoint groups m Sens

tivity labels applied to files

View reports
View reports

Activity reports

Sharing links

Shared with “Everyone except external users
Report available for generat

@ Report available for generation

View reports View reports
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COLLABDAYS

Filters:  Site sensitivity

Name

HR

Marketing

Marketing

Purview-Retention

Get control of your ...

COLLABDAYS

PRIORITIZE ON VOLUME, UNIQUE PERMISSIONS AND SHARING #collabdays

As of August 12, 2026
Anyone link
ith the highest number of unique users sites
.csv report for up to 1 million sites. onique permissions Everyone except
so broken external users

All External sharing: All Privacy: All

URL
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COLLABDAYS SEND EMAILS TO SITE OWNERS #eollabdays

Site permissions across your organization SharePoint report

SharePoint report

Your SharePoint administrator has asked you
to review permissions for your site

This page lists the top 100 sites with the highest number of unique users who have access to the sites

and their content. You can download a .csv report for up to 1 million sites.

Download detailed report

Initiate site access review

Name Site Name

Purview-Retention [sites/Purview-Retention

Get control of yd = =
Send emails to site
App Builder - Qu QRNETS
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UL BROKEN PERMISSION INHERITANCE #collabdays

dnareroimnt Aavancea ivianagement

Your SharePoint administrator has asked you
to review permissions for your site

Review the u

are no longer r

SharePoint admin comments:

Please check’

Site Name

m pUrViEW'Retention N Documents Pages Site contents Edit navigatio W Added to

! Broken permission
Site Reviews Permissions to many users inheritance

The list below details scopes which have the highest number of permissioned usgfs. It also highlights
possible sources such as count of sharing links and presence of groups such as fveryone and Everyone
Except External Users (EEEU). Remove permissions where they are no longer rgfjuired to prevent oversharing.

Name Scope Number of Number of groups Number of Number of Has EEEU Has Action
Permissioned users ‘Anyone’ links ‘People in your org'links Everyone

Document Manage acces

Purview-Retention Manage access

#collabdays
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THE KILL SWITCH #collabdays

Data access governance > Site permissions across your organization » SharePoint report . .
o Kill switch
Restricted site access

SharePoint report

This page lists the top 100 sites with the highest number of unique users who have access to the sites
and their content. You can download a .csv report for up to 1 million sites.

Download detailed report

—+ Initiate site access review [ View all reviews g Restrict site access

Name URL Site access review status Iltems withunique pe..  Total permissione.. |  Guest user pemissio...

Marketing =fsites/Marketing?

O

O  marketing _Jsites/cci_Marksting . ~ . -
O

|

Purview-Retention fsites/Purdien-Rstention [ Generating . .
Restricted site access

Add group

Name (1
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COLLABDAYS EXCLUDE COPILOT — RESTRICTED ACCESS #collabdays

SharePoint admin center

Purview-Records

ACtive Sites Communication site

& Viewsite [i] Delete

sort and filter
t

mar

Archived sites sener Activity Membership Settings

Deleted sites Ensure business ¢
365 Backup

ack up ana secure y

SharePoint Embedded

and accidental deletd External file sharing Sensitivity label

Backup
Only people in your organization

Policies

Settings

. Restrict content discovery Restricted site access
ontent services

) On Not set

Migration -~ cait
Site name 1 ) Of

Reports
(v} Purview-Records
Advanced Custom scripts Version history limit
Purview-Retention Blocked >ame as organization-

More features e

Exclude copilot N .
Only people in this

group have access

Advanced management  PRO

Customize navigation

Show all
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COLLABDAYS

SITE LIFECYCLE MANAGEMENT

#collabdays

Site lifecycle management =

Archived sites

ecycle of your sites,
Deleted sites

Inactive site policies
SharePoint Embedded 4

umber of policies

Site ownership policies

Number of po

Site attestation policies
Number of policies: 0

COLLABDAYS

#collabdays



TR SITE LIFECYCLE MANAGEMENT #collabdays

DSPM t ts Jeroens Assessment 1 - duplicate
Sasture Jeroens Assessment 1 - duplicate

Objectives
; Assessment details
Al observability

Status Frequency
Discover Completed Weekly

Apps and agents
Activity explorer
Asset explorer Total items Sensitivity labels on data Sharing links accessed by anonymous or external users (last 30 days)
| Data risk assessments
Tasks and actions Labeled
[ Reperts

Mo data available

@ Mo Sensitive Information Types Detect=

@ Data Not Scanned
d For Sensitiv Info Types

@ NotScanned
Sensitivity

Data risk assessment results

Review results to identify potential owersharing risks in your organization and appl 5, \ miting access to sensitive data and evaluating a§cess to SharePoint sites \ \

L Export 22 items (= Group T3 Customize columns
PE— P— P— e —

Total items Times users Unigue users Total sensitive Unique sensitive
accessed accessed items accessing items items information types

O

Site name Source type Sensitivity label Total items Total scanned items Total unscanned data Items shared with
AeroWeave SharePoint Nane 5 15 69 1 0 0 People in your organization
Project-Phoenix SharePoint MNaone 1,592 1 1,582 Aryone

Drone workshop SharePoint None Anyone, specific people
HR SharePoint MNaone Aryane, specific people
Marketing SharePoint / Standard Mone 1 1 7 1 Anyane, specific people

Sales SharePoint None 1 1 1 Mone

Communicatie SharePoint MNaone Spedfic people

O 0o0ooooao

Purview-Retention SharePoint Nane 1 1 1 People in your organization, specific pe..

COLLABDAYS
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RECORDS MANAGEMENT IN
PURVIEW

Access is under control. Now: how long should any of this live?
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RECORDS MANAGEMENT IN PURVIEW

Data Lifecycle Management vs. Records Management

Data Lifecycle Management — broad, largely automated retention
and deletion across mailboxes, sites and Teams.

Records Management — adds formal recordkeeping: a file plan,
regulatory records, manual disposition review with an audit trail.

Real overlap — the two are not mutually exclusive, and most
organizations run both.

COLLABDAYS fEEm. = 26 47

(" )
WHEN IT MUST
BE PROVABLE
Use Records Management where
there's a legal, regulatory or business
reason to prove how something was
disposed of.
\ J
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GOLLABDAYS

Document life cycle

COLLABDAYS

Creation

User in control

THE GOAL — DOCUMENT LIFE CYCLE

User action:
Start retention by
applying a label

Approval Record

System action:
When item is labeled

Dispositioning

#collabdays

Removed or
relabel?

Purview in control
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RECORDS MANAGER BASED ON SHAREPOINT METADATA

Home Documents Pages

ﬂ Purview-Records

Documents ~

& Copilot v
Itemis a

record

.r/_ S . )
— AllDocuments | —+ Add view

|
\

D Name ~

Aeroledger Consulting - Airline Cost Reduction Assessment.docx

AeroMova Leasing - Fleet Renewal Propesal 2026.docx
AercVantage Sales - Aircraft Remarketing Teaser.docx
Altair Regional Airlines - Board Briefing Network Expansion.docx
Asteria Aerospace - Supplier Performance Review.docx
AtlasAirTech - Avionics Upgrade Project Charter.docx
AviaPulse Analytics - Passenger Demand Forecast.docx
BlueWing Aerotech - Engine Parts Procurement Plan.docx

CloudMine Catering - Inflight Retail Performance Report.docx

Site contents

Edit navigation

Record
label

\

Retention label ~

Cobalt Airways - Fuel Hedging Committee Mote.docx

rd 1 day

Edit in grid view

Retention label Applied

% Following

Auto
labeling

#collabdays

6 Site access

D Details

Label applied by ~

COLLABDAYS
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METADATA-DRIVEN RECORDS MANAGEMENT — THE FULL FLOW

Content type

SharePoint admin center > SharePoint
Content service

Search index

SharePoint admin center > Search > Search
schema

File plan

Purview > Records management > File plan

Auto-apply policy

Records management or DLM > Label
policies

Scope

Purview > Settings > Roles and scopes >
adaptive scopes

Site column

Retention-Time, one value per document

Crawled property

Generated from the column's internal name

Retention

Retain 1 year, starts when item is labeled

Condition (KQL)

RefinableString01:"1 year record"

Adaptive scopes

Scope based on starts with xyz

Values

1 day record / 1 year record — one per rule

Managed property

Map to RefinableString01, then reindex

Record

Mark items as a record — item is locked

Scope & locations

Adaptive scope (Site) — SharePoint, OneDrive

State

SharePoint sites

#collabdays
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RECORDS MANAGER DEMO

Records management driven by SharePoint metadata.

COLLABDAYS L B T 59 #collabdays



coldsaL RECORDS MANAGER — CONTENT TYPE GALLERY #ollabdays

SharePoint admin center

Dark mode

Home

Sites Content type gallery

. Associate a set of columns with specific types of content.
Active sites :
earn more about content types

Archived sites

Deleted sites Create content type . < | = All ltems ~

SharePoint Embedded

Site content type T Parent Category Last published
ackup

1
- Retention-Document Document Purview Jul 25 2026 2:02:18 PM
olicies

Settings

Content services
Term store

Content type gallery
Migration

Reports

Advanced

More features

COLLABDAYS #collabdays




COLLABDAYS RECORDS MANAGER — RETENTION DOCUMENT CONTENT TYPE #collabdays

Dark mode
Home

e Content type gallery > Retention-Document
Active sites
Archived sites

T, Publish 93 Settings il Delete content type
Deleted sites

SharePoint Embedded .
ArEromtEm Retention-Document

Backup Category

_ Purview
Policies

Parent
Settings -
Document (i
Content services
- ! o Content Type ID

Term store 0x0101002D0478C0797D6F40B4E29EEBBGEFTE2E
Content type gallery
S Site columns
Add and manage the site columns that are a part of this content type.
Reports -
Advanced = Add site column
More features

Name Required Source

Advanced management  PRO
Name

Customize navigation Title Single line of text

Show all ‘Retentlon-Time Managed Metadata No Retention-Document
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UL RECORDS MANAGER — TERM STORE #collabdays

SharePoint admin center «; Copilot = 53
Dark mode

Home

Term store

Sites

Active sites ol B M 5 n o . r2
= ~~ Search terms A } Addterm ¢ Rename term set r [ Copytermset |5 Move term set

Archived sites

Deleted sites . . _
Retention-time Edit

SharePoint Embedded 3> P People X Add a description to help users understand the purpose of this term set.

Back
up » B3 Purview & General Usage settings Navigation Advanced

Pelicies ~ i i
<’ Retention-time

Owner Ed Unique identifier
1 day 83637604-d543-4bdd-99a1-892077f77323

Content services ‘

1 day record

Settings

Term store

1 year Stakeholders Translations
Content type gallery s
Add people who have an accountabilty in maintaining this .
Add
Migration 7 1 year record term set

Reports
Language T

Advanced 30 days record
Contact Englist

More features 7 30 vears A, Add a contact for this term set.
Z 30y

Advanced management

Customize navigation

7 years record
Show all

COLLABDAYS #collabdays
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RECORDS MANAGER — SEARCH SCHEMA AND SITE SETTINGS #collabdays

SharePoint admin center < Copilot & ?  Jeroen Bijdevier ﬂ

) Dark mode
Home
Sites More features

Access familiar features from the classic SharePoint admin center,
Active sites

Archived sites
Deleted sites User profiles Search

- - ser's OneDrive Help users find what they're looking for. Learn Conf nt Store settings, monitor app
SharePoint Embedded ve elp use y oKing g O

tion for some users, and L usage. manag ses, and more. Learn more

e more. Learn more user profiles about apps

Policies

Settings

Content services

Term store
Records management InfoPath Hybrid picker
Content type gallery

M ~

anage records in a Records Center site that serves Enable browser-based InfoPath forms. Learn more Use this wizard to automate some of the st

Migration as an archive. Learn more about records about InfoPath setting up a hybrid environment. Learn more about

management hybrid picker
Reports

Advanced

More features

Advanced management  PRO

Customize navigation

Show all

COLLABDAYS
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RECORDS MANAGER — MANAGED PROPERTY MAPPING #collabdays

Search

Crawled Properties | Categorie

Use this page to create, or madify the settings of this managed property. Note that the settings that you can adjust depend on your current autharization leve

Name and description Property name:

MName and optional description for RefinableString0 1

this property.

Type

The type of information in this property:
Type of information that is stored

in this property. Text
Integer
Decimal
Date and Time
Yes/MNo
Double precision float

Dinar

Mappings to crawled
properties

Include content from all cr:

T the first crawled property that is no

ows_Retention-Time

COLLABDAYS
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RECORDS MANAGER — FILE PLAN #collabdays

Records
Management

Overview

File plan

Policies
Events
Disposition
Classifiers

Explorers

ecycle

Managem

COLLABDAYS

File plan

Take advantage of a more flexible and comprehensive way to manage your business-critical data. Our file plan lets you apply item-level retention settings, import

or export templates of your content management plan, define whatever label settings meet your needs, review detailed |label analytics, and more. Le

- il P W ) 5of 9selected | O Searct v

Name | Status Based on Retention duration Disposition ty..

Record 1 day Label app Yl o etain labeled item for 1 day  Review requirec
Record 1 year A Label appli Yes etain labeled item for 1 ye.. leview requirec
Record 14 days and mov. nactive Label appli 0 \etain labeled item for 14

Record 30 days Label app Yes \ et abeled item for 29 .. leview requirec

Record 7 years Label appli Yes \etain labeled item for 7 ye.. leview requirec

lea o o8 & o]

Retention 1 day

Retention 1 year
Retention 30 days

Retention 7 years
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Records
Management

Overview

File plan

RECORDS MANAGER — LABEL POLICIES

Policies

Label policies

Policy lookup
Events
Disposition
Classifiers

Explorers

COLLABDAYS

licies to publish or auto- ly lab
a

els
vailable for users to manually apply in specific locations.

f your role group permissions are restricted to a specific set of users or groups

T2 Publish labels 4% Auto-apply alabel () Refresh

Name 1 Status
Record 1 day

Record 1 year

Record 30 days

Record 7 years

Record policy

Retention 1 day

Retention 1 year

Retention 30 days

Retention 7 years

Retention policy

Auto-labeling policies apply labels to content matching conditions you define, while publishing label polici

you'll only be able to manage policies for those users or groups. Leamn mor

View role groups

10items | O

Created by Last modified by

#collabdays
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COLLABDAYS RECORDS MANAGER — LABEL POLICIES #collabdays

Microsoft Purview - Search for solutions, users, articles, and more

Create auto-labeling policy

Choose adaptive policy scopes

Each scope shows how many users, groups, and sites currently match the attributes

Choose adaptive policy scopes and locations define i that scope.

‘. R Search for scope

1 selected

Name Scope type

Purview Records Site

Add scopes to see the

Choose locations to apply the policy

cy can be applied to content in these locations.

m Can(e'
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RECORDS MANAGER — LABEL POLICIES #collabdays

Microsoft Purview C arch for solutions, users, articles, and more = T Copilot n

Edit adaptive scope

© Name Create the query to define SharePoint sites

© Adminuni The query consists of one or more SharePoint property/value combinations used to define the sites you want this scope to apply to. You can
| min unit refine the query by grouping attributes and connecting them using AND and OR operators. Learn more

@ Scope type f Add property Advanced query builder

®  Site query “~ Site properties

o Review |:| | Site URL | | starts with ||[ repoint.com/sites/Purview

Query summary
SPSiteURL starts with https:/fonbph.sharepoint.com/sites/Purview;

COLLABDAYS
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RECORDS MANAGEMENT IN PURVIEW

Verifying it actually works

When in pending state

Distribution takes time — policy distribution can
take several days and isn't always visible in the Connect-IPPSSession
interface.

. . L . Get-RetentionCompliancePolicy -Identity "<PolicyName>"
Check with PowerShell — verify distribution rather -DistributionDetail | FL

than assuming the portal is up to date.

Set-RetentionCompliancePolicy -Identity "<PolicyName>"
-RetryDistribution

PS C:\> Set-RetentionCompliancePolicy "Retention 1 day"

WARNING: The content source has not reported a distribution error on policy 'Retention 1 day'. Because there’s no error

1 on which to retry distribution, the RetryDistribution request has been ignored. If it's been longer than 2 hours since
the distribution timeout error, please contact Microsoft support to fix the deployment issue.

COLLABDAYS Cmmm 26 #collabdays



RECORDS MANAGEMENT IN PURVIEW

Disposition review

COLLABDAYS

Triggered at end of retention — when a label configured for review
reaches the end of its period.

Reviewers can act — approve disposal, relabel, extend, add another
reviewer, or export the queue.

Up to five stages — each with its own reviewers; optional auto-
approval timeout — use with caution.

fEEm. = 26 61

Check before
action

A documented, auditable
decision trail instead of silent
deletion.

#collabdays
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Edit retention label

Label Settings
Period

Finish

COLLABDAYS

DEFINE THE RETENTION PERIOD

Define the retention period
Specify how long the retention period should be.

(1) A new archive option is available for SharePoint.You can move items to a low-cost, compliant Microsoft 365 archive while your existing retention and del
place. Archived files can be reactivated at any time. This is a pay-as-you-go capability, you will be charged based on the amount you archive. Learn mor:
billing

Retain items for

‘ Custom

cf‘ 0 : years‘ 0 ~ mnnﬂ"s| 14 j days

Start the retention period based on

Archive retained items in secure and compliant Microsoft 365 Archive to reduce cost ' Pay-as-you-go

Archive after

of | o ~ | years 0 ~ | months 14 ~ | days

| Custom

Start the archive period based on

Create new event type

Cancel

#collabdays
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FILE LEVEL ARCHIVING

What file level archiving actually does

01 Archiving is a state change on the file — the file itself is never moved out of its library.
02 The content is tiered to colder storage, while the item stays exactly where users expect it.
All metadata is preserved: name, path, version history, permissions and custom columns.

Archived content is no longer used for grounding by Microsoft 365 Copilot.

You need edit permissions to archive a file — but read permissions are enough to reactivate it.

COLLABDAYS ] 26
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5 > 11_Old_Deliverables v

— Active Documents (} All Documents> »

Active Documents
9 Name -~

Phoenix_Acceptance_Signoff_Sum
Phoenix_Archive_Index.docx
Phoenix_Archive_Inventory.xlsx
Phoenix_Closeout_Team_Meeting_

Phoenix_Closure_Report.docx

COLLABDAYS

= Share

+ Add view

Modified

2 days ago

2 days ago

2 days ago

2 days ago

2 days ago

v Modified By ~

Pieter Kops

Pieter Kops

Pieter Kops

Pieter Kops

Pieter Kops

& Copy link

ARCHIVED FILES STAY IN PLACE WITH THEIR METADATA

(0) Copilot v

&

Category *

Project
Management

Project
Management

Project
Management

Project
Management

Project
Management

#collabdays

+ Create or upload

Status < ~

Superseded

Superseded

Superseded

Superseded

Superseded

% Details

+ Add col

#collabdays




coldsaL ARCHIVE A FILE FROM THE DOCUMENT LIBRARY #collabdays

Project-Phoenix
@ Open

L Preview
£ > 11_Old_Deliverables - Share

& Copy link
Open v & Share G Copy link Pin to to
@ op Py (7) Copilot 5 P
Manage access "
Name ~ Modified By ~

Delete

Phoenix_Acceptance_Signoff_Su Pieter Kops
Add to favorites

Phoenix_Archive_Index.d...  -+- Add shorteut Pieter Kops

Download

Phoenix_Archive_Inventory.xlsx & print Pieter Kops

=) Rename
Phoenix_Closeout_Team_Meetinc Pieter Kops
57 Pin to top

Phoenix_Closure_Report.docx e Move to

Pieter Kops
(O Copy to

Phoenix_Configuration_Baseline_ Duplicate Pieter Kops

Phoenix_Deliverables_Register. Pieter Kops

= Autofill columns >
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FILE LEVEL ARCHIVING

Archiving also cuts your storage bill

01 Once a tenant goes over its SharePoint storage quota, every extra gigabyte is billed on top.
02 Archived content is charged at roughly 75% less than active storage for the same data.
Nothing is deleted to get there — the files stay in place, only their state changes.

So archiving pays twice: a cleaner Copilot grounding surface and a materially lower bill.

COLLABDAYS Cmmm 26 #collabdays



FILE LEVEL ARCHIVING

In short
01 Same place, different state: files stay in the library, only their content moves to cold storage.
02 Edit rights to archive, read rights to reactivate — low friction for the end user.
03 Metadata survives, Copilot grounding stops — less noise, lower cost, nothing lost.
04 Over quota? Archived data costs about 75% less than active storage.
counoavs  memmmm g
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KEY TAKEAWAYS

Key takeaways

01 Copilot is a mirror, not a cause — it surfaces governance debt that already existed

02 Start with visibility before touching permissions or retention

Automate where you can, review where it matters

This is a continuous cycle, not a one-off project

COLLABDAYS Cmmm 26 #collabdays



BRINGING IT TOGETHER

One data estate, three layers of control

01 ROT triage — tells you what shouldn't be there
02 SharePoint Advanced Management — who can see what's left, and how to act
on it

Records Management — how long it should stay, and proof you handled it
responsibly

COLLABDAYS Cmmm 26 #collabdays
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THANK YOU

Questions?

JEROEN BIJDEVIER e PIETER KOPS

jeroenbijdevier.nl . pieterkops.nl

Download the presentation here

And thank you again to all our sponsors.

PIETER KOPS JEROEN BIJDEVIER
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