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Office life was stable before the 1970’'s

OducHas Xu3Hb 6blna HenameHHon A0 1970-bIX rogoB

_ Before 1970’s _ Ao 1970-bix roaos

Technology Manual Typewriter TexHonorun PyyHas nuwyuas
a MaluMHKa

OdumcHaaA crabunbHocTb

Human Office Stability denoBeec | o ceo

Experience J-Status quo SRS -PyKOBOAMTENW rOBOPUIIN 1
‘Managers were talkers MHOrAa nNucanm, ocrasibHble
and sometimes writers, nevaranm
others were typists ‘co6paHusa” 6bIM OUYEHb
‘“meetings” were very big 6onbIMMK

Mpoayktuse ®dusnueckmin opmc

Office Physical Office :
HOCTb NHAaeKcbl KaTanoros

Efficiency ‘Card file indexes -XpaHeHne JOKYMEHTOB B
‘Physical document pa6oTbi cdbmsnueckoii popme
storage oduca -MeaneHHoe NPOM3BOACTBO

Slow document AOKYMEHTOB
production -Cnabble MHCTPYMEHTbI

NMOUNCK
‘Poor research tools OMCHS

= S HoBble . Ha6op Ha knaBuatype
Keyboar_dlng . 3aMeHa NneHThI
Change ribbon . BcTtaBka

Insert carbon paper KONUPOBaJibHOMN
6ymarn




Technology change during the 1970’s enhanced the status quo

N3MeHeHne TeXHOIOrMmM Ha nNpoTsaxeHnn 1970-biX ronos
3aKpenunnun CyLlecTByroLllee NosioXXeHne BeLlen

_ _
Technology Electric Typewriter TexHonoru dneKkTpuyeckas nuuyLwas
‘Typing ball a . UETTLTE]
‘Ribbon cartridge [Mnwywmnn :.uap
- Corrector tape <JIEHTOUYHbIN KapTPUAX
- KoppekTupyrouwujasa neHTta

Human Positive Change YenoBeuec Mono>knurenbHble U3MEHEHUS

Experience [Status quo reinforced KM ONbIT ‘YcuneHue cratyca-kBo
‘Typists feel more productive ‘MalIMHNCTKN YYBCTBYIOT, YTO
‘No culture change: only the ux pa6ora 6onee

typists still type NpoAYKTUBHA
-OTCYyTCTBME U3MEHEHUU B

KynbType TpyAa: neyararoT
BCe elle TOJ/IbKO MalUMHUCTKHU

Office Physical Office MNpoaykTus ®usmnuecknin odpumc
Efficiency [Card file indexes HOCTb ‘IHAEKCbI KaTanoros
‘Physical document storage pa6oTbI -XpaHeHue OKYMEHTOB B

‘Faster document production oduca cdhusnueckoit popme
‘Poor research tools -bonee 6bicTpoe

NPOn3BOACTBO JIOKYMEHTOB
*Cnabble MHCTPYMEHTbI NOUCKa

Change cartridges HoBble . 3aMeHa KapTpuaken
Change typing ball HaBbIKU . 3ameHa nuuyLiero

wapa




In the 1980’s, executives were told to type their own documents
B 1980-bix pykoBoauntTensaM 6b1210 cKka3aHO cCaMUM neYyaTtaTb CBOU AOKYMEHTbI

D 1980’s (after Aug 1982) 1980-bie (nocne aBrycra 1982 r.)

Technology Personal Computer era TexHonorum 5pa nepcoHasNbHbIX KOMMbIOTEPOB
‘word processors - | TexcToBble npoueccopbl
spread sheets *pacuyeTHble OKYMEHTbI-Tabnuubl

*6a3bl AaHHbIX

‘npeseHTauum

» 2D rpacdpuueckme npuodXXeHns

-databases
spresentations
2D graphics apps

Human The Office Revolution Yenoseuec OducHas pesonaoLus
Experience ‘Huge cultural shift KUA onbIT ‘OrpoMHbIi Ky/IbTYPHbIW CABUT
‘Technology is democratic -[leMOKpPaTU4YHOCTb TEXHOJIOTUM
‘Younger staff seem unfairly ‘peacraBnsiercsa, 4TO MaagLIMe COTPYAHUKU HecrnpaseasimBo
advantaged HaxoaAaTCsa B 6onee BbiIrO4HOM MOJIOXXE€HUU
-Even executives are now typists -na)Ke PYKOBOAUTEJIMN TEMEPb NEeYaTaloT TEKCTbI
-Managers & Execs feel stupid MeHeA)Kepbl U pyKoBOAUTEJIN YHYBCTBYHOT cebs rnynbiMmm

Office Physical/ Electronic Office
Efficiency ‘Explosion in productivity

NMpoaykTus ®dusnyecknin / DNeKTpoHHbIM ocuc
*B3pbIBHOI POCT NPOAYKTUBHOCTH

-Small firms can now compete with HOCTb
jant ‘He6onbuine pupmbl TENEPb MOryT KOHKYpPUpPOBaThb C
glants pa6oTbl ruraHramm

‘Files start moving to electronic oduca -HauuHaetcs nepesop aiifioB B SNEKTPOHHYIO0 (hOpMy

format ‘Bce eLe ocTaeTcsi NPUMMUTUBHbIM

-Everything is still primitive *BOJIbLUIMHCTBO (PMPM NbITAKOTCHA MPOTUBOCTOATb

A majority of firms try to resist W3MEHEHUSAM, NO3BOJIAS CBOMM PYKOBOAUTENSIM

change by allowing their executives MCNoJIb30BaTb NMOMOLHNKOB ANA BbINOJIHEHUSA

to have assistants perform computer KOMMbIOTEPHbIX DyHKUMI

functions

New Skills new way of thinking

basic operating systems HoBble HOBbI CNOCO6 MbILWIEHUs
management HaBbIKWN ynpaeneHue 6a3oBbiMM ONEepaLMOHHbIMU CUCTEMAMM
multiple software applications KOMMJIEKCHbIE NPUJIOKEHUSA
Management of peripherals YnpaBneHue BHEeWHUMM YCTPOWUCTBaMM (NpUHTEpPaMu,
(printers, scanners, etc.) CKaHepaMu u T.n.)
extensive reliance on systems - liMpokoe ucnosibsosaHue CMCTeMI-lbIX .
administrators for even small aAMMHMCTPATOPOB Aa)ke A1 TaKOW HE3HAYUNTESNTbHOM

jobs like printer management paGOTbI, KaK ynpaBJjieHue npuHTtepomMm




By the 1990’s, executives accepted change. Offices blossomed.

[o Hayana 1990-bIX pykoBoAUTENN CMUPUNNCE C UBMEHEHUSMM.
Oduchkl pacusenu.

Technology

1990-ble

Corporate Intranets TexHoNnoru
Internet A
Email

KopnopatuBHbie UHTpaceTun
UHTepHeT
DsieKTpOHHaA noyrta

Human
Experience

The Internet’s Popular Yenoseuec

*Most people have learned to KMHM ONnbIT

live with technology

-People start to email and

find they like it

WUHTepHeT nonynsipeH

-BOJIbLUMHCTBO Noaen HaYy4YUJIUCb XXUTb C HOBOWM

TexHonorueun

-JJIroAn HaYMHAaIOT OTNPAaBJIATb 3J/IEKTPOHHbIE coobuieHus u

06Hapy)KuBa|o1', 4YTO UM BTO HPpaBUTCHA

Office
Efficiency

Physical/ Electronic Office MpoaykTuse

-Communications Explosion HOCTb
-Information Access pa6oTbi

explosion oduca

-Senior executives must now

use PCs or leave

rThings start to get cluttered

in the office: do we keep
filing cabinets and floppy
disks, too?

dusnueckmnin / dNeKTPpoHHbIN opuc

-B3pblBHOE pa3BUTUE KOMMYHUKaLUM
‘B3pblBHOE pacluMpeHue AocTyna K mHdopMmauumn
‘BbiCLLIee pyKOBOACTBO Ternepb AOHKHO ucnonb3oBaTtb MK

WUJiIn YBOJIbHATbBCA

‘B oprce BO3HMKAET Hepa3bepuxa: HY>KHO JIN HaM TaKXKe

COXpaHATb WKadbl AN AOKYMEHTOB U AUCKETbI?

HoBble

New Skills

Web browsers HaBbIKM
Email clients (Outlook

Express, etc.)

Office applications

upgrades

Web-6paysepbl
KnueHTtbl an. noutbl (Outlook Express m 1.n.)
CoBepLUEeHCTBOBaHUE O(PUCHbBIX NMPUJI0XKEHUN




After 2000, offices became “email noisy” and “document messy”

Mocne 2000 r. opuncCbl 0OKasanmncb “3alyM/IEHHbIMWN 31EKTPOHHbIMU
nncbMaMun” n “3axnamMneHHbIMU JOKYMeHTaMun"”

T - _
[ | ] '@ _2000r. |

Technology

Consumer Search engines

TexHonormn

Online consumer merchant

. fa
transactions

Web-Centred Office Apps

Cloud Computing

Web 2.0
3G Mobile Phones

Human
Experience

The Consumer Revolution
‘Google takes over
‘Social sites are the place to

be

YenoBeuec
KWUH onbIT

-Online banking and buying

take off

-Consumer search engines

become massively powerful

Office
Efficiency

Traditional Workplace
" Fog” of information
overload
‘Web retrieval now easier

Electronic Office in

MouckoBbie CUCTEMbI NOJib30BaTens
ToproBsbie cAeNku Nosib3oBaTeNel OHIaliH
OcducHbIE NPUJIOXKEHUSA C UCTOYHMKOM B Web
O6nayHana o6paboTka fgaHHbIX
Web 2.0
Mo6unbHble TenedoHbl 3 NOKONEeHUNA

MpoaykTuse
HOCTb
pa6oTbl
ocduca

than office retrieval

-Email management starts to

become hard work

Clients demand lawyers

have 3G mobile phone email
access

New Skills

Web 2.0 skills
Mobile phone skills

PeBonouusa nonb3oBarens

-Google 3axBaTbiBaeT BJacTb

-AKTMBHOE NocCelleHNE CoLMNabHbIX CETEN
-3anyck 6aHKOBCKMX onepaunii u NOKYNnoK OHJ1aliH
-MMonckoBble cMCTEMbI MO/Ib30BaTENA CTAalOT

l-I|Je3BhI‘-IaFIHO MOLUHbIMUN

Office applications
upgrades

HoBbie
HaBbIKK

S1eKTPOHHbIN ocpuc B TpaAMLIMOHHON pabouei cpepe

- TymaH” oT neperpy)>eHHocTu uHdopMmaumen
‘Mouck nHcopmMmaumm B ceTn Tenepb 6osiee nerok, 4em

nouck B ocuce

‘YnpasneHue 3J'IeKTp0HH0i7I NnouTON CTaHOBUTCA

Ts)Kenou pa6oroi

‘KnueHTbl TPE6YIOT OT IOPUCTOB HAZIMUUA AOCTYNa K

3NEeKTPOHHOM noute ¢ Mo6unbHoro TenedoHa 3
noKoJsieHns

HaBbikn pa6otbl c Web 2.0
HaBbikn ncnosib3oBaHua Mo6unbHoro renedgoHa
YcoBepLieHCTBOBaHUe 0(UCHbIX NPUI0KEHUHN




Consumers could find an online book to purchase in seconds, while
lawyers could lose a document for days! Even worse, everything was
now a “document”, whether paper, email, or other electronic file.
|

[Monb3oBaTeNN MOMAN 3a CEKYHAbl HAWTWU OH-NTAWH KHUTY A7 NOKYMNKMK,
TorJa Kak HpUCTbl MOMM NOTEPSATb AOKYMEHT Ha MHOro aHen! Yto ewe
XyXXe, Tenepb Kaxablh MaTepuan, 3N1eKTPOHHOE NMUCbMO UKW APYIon

3/IEKTPOHHbIN dann cTtan «A0OKYMEHTOM>»,

E More like this ___ :
e —————
E People who ordered {downloaded) this also ordered {downloaded) :




Consumers were notified of things that interested them. Lawyers could
not easily have legal research or legal business news “pushed” to them.
|
[Monb3oBaTensaM cooblanm 06 nHrtepecyrwwmx nx sewax. KOpncram He

KBMUXnBan>» TakK Jierko npnanyeckmne mncciaegosaHmna mian AesnoBble
HOBOCTMW.

Google Alert - foreign investors ukraine

Google News Alert for: foreign investors ukraine

Government reverses anti-crisis measures to kickstart foreign investment

International Lawe Office

However, they have had a considerable negative effect on the already modest activity of Ukraine's
foreign investors, which have found them to be an obstacle ...

See all stories on this topic

T ko calls for 2010 budget cuts to boost investor confidenc

Ukrainian Journal (subscnption)

KIEV, May 26 — Ukraine should cut its budget deficit this year in order 1o reduce external borrowing and to
wan confidence from foreign investors, ...

See all stonies on this topic

Ukraine - President accepts letters of credence from ni appointed Ambassadors

ISRIA (registration)

"From its part, Ukraine invites foreign investors to implementation of a number of projects in our state,"
said President Yanukovych, adding that first of ...

See all stories on this topic

.| UEFA calls for Ukraine to step up preparations for Euro 2012
b8l RIA Novost
He called for foreign investors to help Ukraine meet UEFA’s demands, condemning the

Ruanovesti  former government's plans to hold the toumament without attracting ...
See all stories on this topic

Ukraine repeals certain restrictions for cross-border lending and eases the ...

Lexology (registration)

We note that even though the registration of foreign investments is now voluniary, investors who do not
register their investment may face difficulties vath ...

See all stories on this topic




The new era office will be in order after more executive training

Oduc HoBou 3pblI bypeT paboTaTbh OT/IMYHO NOC/SE AONONHUTENBHOIO
obyuyeHnsa pykoBoanTenemu

Mocne 2010 r.
TexHonorun dpa SharePoint
After 2010 o MpoaykTt “Web-noptan” 3B0/IIOLNOHUPYET B!
B — ;
Technology SharePoint era 'CVICTeMy ynpaBieHusi AOKYMEHTaMu

“Web pOI‘tal" product evolves to : P Pa3pa60TKy6aBTOMaTMBMPOBaHH?ro
-Document Management System AokyMeHTooBopoTa (paspeLueHui)

5 ‘MPpOCTPaHCTBO NMPUHATUA AENOBbIX PELeHn
"(Approval) Workflow Authoring ‘NMpOCTPaHCTBO AENI0OBOro COTPyAHUYECTBA

‘Business Decision Spaces ‘KoHTponb nonb3oBaTteneii MHTpaceTn/dKcTpaceTun

-Business Collaboration Spaces YenoBeuec Peakuus odpuca

rIntranet/Extranet user control KW onbIT BOJIbLLOI KYNbTYPHbIA CABUT

Human The Office Responds Tenepb BCe AO0JHKHbI He TOJIbKO 06y4yaTbca

Experience [Large cultural shift paspaboTke AOKYMEHTOB, HO U nNpnobpetaTb
Everyone must now learn not only HaBblKU aAMUHUCTPMPOBaHUA Be6-canToB
document development, but also Web

Site Administration skills MpoaykTuse BupTyanibHbI ouc
HOCTb -[lOKYyMEeHTO060pOoT B opuce: CNOKOMHbIA U TUXUM ,

Office Virtual Office oTcyTcTBue “cobpaHunin”

Efficiency -Office workflows: smooth and quiet, L 9. nouta: ocnabnexHne 6pemeHn
absence of “meetings” ocbuca -Mpon3BOACTBO AOKYMEHTOB: pa3yMHoe u 6bicTpoe

.Email: reduced burden ‘'MOUCK AOKYMEHTOB: OrpoMHOE€ noBbilLEHNE

L S acddekTnBHOCTK (BO3BpaT K “cTapbiM A06pbIM
el el proc_:luctlon. smart_a_nd fast BpeMeHaM” Mcnosib30BaHUA NMopsakKa no Tuny
-document retrieval: huge efficiency 6M6nuoTeKN)

increase (return to “good old days” of -OLLyLIIeHUe SHEPrUYHOM, “"cBexelt paboueii cpeabl”
library-like order) ‘MeHbluas YacTb (hMpM CONpoOTUBASIETCA

-Cheerful, “fresh workplace” feeling W3MEeHEHMSIM, NO3BOJISAS PYKOBOAUTENAM

-A minority of firms resist change by MCMoJsib30BaTb NOMOLWHMWKOB /1A BbINOJIHEHNSA
allowing executives to have assistants PyHKuUM# AAMUHNCTPUPOBaHNA 1 obecneuenus
perform site collection administrative GesonacHocTh ceMeicTea Y308

and security functions

= HoBble
New Skills ‘HOBbIii CNOCO6 MbILWIEHUSA

‘New way of thinking Al ApMuHUcTpupoBaHue n obecneueHune

Site collection administration and 6€30NacHOCTM ceMeiiCTBa Y3108

security - *YcoBeplueHCTBOBaHMEe O0(PUCHbIX MPUI0XKEHUN
‘Office applications upgrades




Our IT Situation

Hawa cutyaumna c AT




Document Repository

We need a centralized data repository for everything,
with meta-tagged documents for fast retrieval

XpaHunuuje AOKYMEeHTOB

HaM Heobxo0AMMO LEHTPANN30BaHHOE XPaHUNULLE AAHHbIX A5

BCeX MaTepuanos, rae AOKYMeHTbl 6yayT MapKMpoBaHbl MeTa-
onpeaenntendaMmmn ans 6bICTpOro noncka

11



Remote Access

We need to be able to remotely access these files from anywhere
|
YananeHHbIn goctyn

HaM HY>XHO MMeTb BO3MOXHOCTb YyAa/lIeHHOro A0CTyna K 3TUM
dannam c nboro mecrta

12



We need fewer ad hoc emails, and more structured work flow.
We need to see the real-time status of everything

HaM Heobxo0aAMMO MMEeTb M@HbLUEe CUTYATUBHbIX 3JIEKTPOHHbIX
coobuweHunmn n 6onee CTpyKTypmMpoBaHHbIN AOKYMeHTO060pOT. Ham
HY>XHO BMAETb CTaTyC Ka)Xaoro A0KyYMeHTa B peaslbHOM BPeMEHMU

(€

Status
W Displa

\\; Automated
. emailing &
)

workflow

/

\/\f\/ Professional '
% Assignment

\ Tasking

N

13



We need a new taxonomy to harness the power of modern
search engines and the meta-tagging capacities of e-documents

-
Ham HY>XHa HOBaA TAKCOHOMMA AJ14 MNMOJIHOIMO NCrNoJ1ib30BaHUA

MOLLUHOCTN COBPEMEHHbLIX UHCTPYMEHTOB NMOUCKA U BO3MOXHOCTEN
MapKUPOBaHUNA 3JTIEKTPOHHbBIX AOKYMEHTOB METAa-onpeace/inTenamun

Annex No. 3
to Firm Code

UNIFORM RULES FOR FILE NAMES
AT ATTORNEY ASSOCIATION

The information that each document name should include, in order, is as follows:

1 Type of document: Generally, use an abbreviation if more than six letters, e.g., Memo
(for memorandum), Contr (for contract), Agrt (for agreement), Report, Form, Eng Letter
(for engagement), Inv (for invoice), Letter, Law, Conv (for convention), etc. The
exception is Legal Opinion, which is an inseparable name, so just use Legal Opinion.

2 Status of document: Template, Draft, etc. There is no need to indicate that a document
is final; please indicate only non-final status. Place the status after the name of the
document.

3. Name of document: Use your judgment, but keep it short and only use the key words

necessary to describe the document. Do not include in, for, on in the file names. So a
memorandum regarding "Establishing an LLC in Ukraine" would be named: "Memo
Establish LLC Ukraine".

4. Date: Abbreviated month (e.g. “Aug”), day (e.g. “19"), last two digits of year (e.g. “08").
For example: "Memo Establish LLC Ukraine Aug 19 08"

5. Redline: If the document is a redline, write "RL", indicate who redlined it (client name,
ULG or RULG, or initials of the lawyer who prepared the redline: RS, IP, TL, etc.) and
indicate the date of the redlining (as in 4, above); if the document is clean, write nothing.
For a redlined document there is no need to insert the status (like “draft”). For example:
"Memo Establish LLC Ukraine RL ULG Aug 19 08"

6. Language: If the document is in Russian, write "Rus"; if Ukrainian, write "Ukr", if the
original document is in English, write nothing (for example, when it is a memo going to 14
the client in English, or a letter addressed to an English-speaking client). However,
when an “official" document, such as an agreement, contract, etc., has different
language versions, always indicate the language. For example: "Memo Establish LLC
Ukraine Aug 19 08 Ukr"



We're developing a Project Charter to certify and validate
the formal decision to proceed

Mbl pa3pabaTbiBaeM YCcTaB NpoOeKTa /19 3aCBUAETENIbCTBOBAHUSA U
yTBEPXAEHNSA 0PULUMANBHOIO peLIEHUs 0 NPOAO/IKEHUN paboThl

Ol

ukrainian legal group

Ukrainian Legal Group
Project Charter Document

Project Information
Name of Project:
Project Sponsor:
Project Manager:
Requested Start Date:
Requested End Date:
Document Version 2

Project Scope

High-Level ProjectRequirements

Business Drivers Business Requirement Test Requirement  Technical
(Justification) (Interpretation) (Validation) Interpretation
(Specification)
1. 11 £ 1494,
Project Constraints

Regulatory Constraints:
Industry Constraints:
Organizational Constraints:

Architectural Constraints:



We think getting staff cheerfully involved is 75% of the job,
and that top-down management won't work

Mbl cUMTaeM, UYTO NpUBIEYEHNE NepCcoHana, OX0THO
BbINO/IHAKOLWEro nopy4yeHus, - ato /5% ycnexa u 4to
yripaBflieHne «CBepXy-BHU3» He cpaboTaeT




We'll warm up our office with seminars designed to make them
feel that “change is in the air”
|
Mbl HQYHEM NOArOTOBKY Hawero opuca ceMmHapamu, pa3paboTaHHbIMU
Anst Toro, 4tobbl COTPYAHUKU NMOYYBCTBOBAIN, UTO "M3MEHEHUSA BUTAIOT
B BO3ayxe”

ol

s

ukrainian legal group




The project is managed by an IT Committee, whose
work we support with Guides to keep them directed

|
[MpoekTOM pykoBoanT NT-KomuteT, paboTy KOTOPOro Mbl NoAAep>XMBAEM C

nomollbio PykoBoACTBa, CO3AAHHOIO ANs HanpaBsieHus yneHoB KomMmureTa

ks ol g INTRODUCTION:
45 one ofthe sy changest ULS, i dentand new
‘words. Our purpq they i
Ukrainian Legal Group = IT Committee Guide No. 1 Thas are N 3
y 6 ing. even - thisis
................... v e andonce
we's it,
i ut rather L
all geus|
easier afts there are no tests and no exams, just enjc rip!
Le oraries s
systems. have fil “Taxonomy”
information asi - defs
o place the informati 2d 2nd mezningful c: as.
f ™ h_ ANEXAMPLE
Information Architecture v .
, wascrestedby one person, and It
Managing our High-Level Information Taxonomy | n=eny ies. Itis xtensi i s thatdi o
when it was created. Itis not dependznt on physical location, and works in libraries that span multipie
... and getting acquainted with lots of new words © e from single rooms. It works in all languages. It has 3 governance model that enables it to
i i e i toni i . Wow. Whatan
QUICK: JEAUTIFUL'
We needto bulid big, brosd categories boktered by & simple methad of extensian. Thi
“thel
Sometips:
‘topic:
Use broad,
D 201 Marketi orts, an
'noise words”, Law
candidates for the “topten”, suchas Lawyers, Litigation and Clients. . At the very least, they are
i document & for o irarret
oueces, without atributon. tcarnat be cte




We'll take advantage of online resources that can be
downloaded to laptops or network servers for “Power Users” to

get an early start
|
YT106bI «[MpOoABUHYTbIE MONL30BATENN» MOI/IM HayaTb paboTy cpa3sy Xxe,
Mbl 6y4eM UCMONb30BaTb OHMAUH-PECYPCbI, KOTOPbIE MOXHO 3arpy3uThb
Ha HOYTOYKU UMK CceTeBble cepBepbl

2) Microsoft® Office SharePoint® Server 2007 Training Site - Mozilla Firefox

Eie Edt Vew Hgory Bookmarks ook Help
6 * C X @ & - [ fle:iiC:iprogram Fiesficrosoft Office SharePoint Server 2007 Training (Standslone Edtion)/StandaloneTrainingCantent htm
Googe v Msexch - ¢ B M- © - (A - B shwer 12 Bookmarkss T3 - 3] Translate + T Auvtoril - &

1) Microsoft® Office SharePoint® Serv... | =

Microsoft*

Office SharePoint
Server 2007

Microsoft® Office SharePoink® Server 2007 Training Home

Microsoft® Office SharePoint® Server 2007 Training Site

Get Started
Click the plus sign (+) next to the training section that you would like to view. Next to the Topic column you will see the Action column, Click Start to begin your training.

ing Microsoft Office SharePoint Server 2007, visit our Web site.

@[3 Enterprise Content Management(14)

=[.3 Business Process an: d Forms(6)

Content Topic Action
Article Introduction to business process integration with SharePoint Server 2007 Start
Video Streamline business processes by using forms and workflow Start
Article Gather information using browser-compatible forms Start
Interactive |Automate business process with workflows Start
Article Design custom workflows by using SharePoint Designer Start

and features in familiar Office desktop programs Start

Use
B[ Search(1)
@[3 Portals and Personalization(5)
@[3 Business Intelligence(8)




Dealing with IT Developers

Pab6oTta c UT-pa3zpaboTunkamm




We're learning the high level basics of Information

Technology before contracting with developers.
|

Mbl n3yyaeM oCHOBbI MHPOPMALMOHHbIX TEXHOJIOMMA Ha BbICOKOM
ypOBHE A0 3aKJIl0UYeHUs Aoroeopa c paspaboTumkamu.,

Microsoft Office

SharePoint
Server 2007/




We built our own mock-up of an application to "meta-tag”
documents before they enter SharePoint, so developers know
exactly what we want
|
Mbl MOCTpoOunJin CBOIO CO6CTB€HHy}0 MOAeJ1b NMPUNNIOXEHNA K AOKYMEHTAM,

MapKUPOBAHHbLIM MeTa-onpeaenuTensiMmn, Ao nepeHecenmns nx B SharePoint,
4YTO6bl pa3paboTumMKM TOYHO 3HAJIN, YET0 Mbl XOTUM

ULG Pre-SharePoint Document Processing Tool

Step One - Inspect MS WORD file below  CientMatter [ I

Last Step - next record

Go to NEXT RECORD

here to Tag as "TEMPLATE"

22



We're wary of advertising!

abHan | O Kownann | Meponpramua | Awanurhka | Mapriepan Kae xynime  Baxasca | 3arpyamts

Frsenan

Step 1: Up Front Preparation

APEAROXEHIR 10 PasBMTHIO v— raron wex 1o cafiT

MAPTHEPCKMH oovm‘
3IHAKOMETBO € CHCTEMOT
40 HoBOrO?

®ynKumn

Uensi

Texnuueckue NoAPOGHOCTH

Kavanor DocsVision

FATAION MADTHSRCKIY pam oI ABTOMaTM3auMs AEeNONPOUIBOACTBA U foKyMeHToOGopoTa - o - e
Moprdens Breapens MOPAAOK U OMNEPaTUBHOCTL OAHOBDEMEHHO koo
06yuenne
Texnudeckan noaepKa i
Braco DocsVision
Kavasaropwen oxperapwa
+ g onutscurers
— p Time

Manage
centralized
taxonomies

CIYAEHTAM Mgy Fpyve cucresns
rerpapm opegrpuTn

Buaeosanuce
cemnnapa “ “
«fokymeHToo6opor

Ans 6aHKoB»

& SharePoint

ved. RTM Content - Published May
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. . . and check the facts for ourselves

. . . 1 CaMKN npoBepsieM PaKThbl

Table 1. Interoperability

Integration DBMS OS type

e APT | 0L | Oracte | 357 | MgiSOL Windows | VX | MacOs
Microsoft: 2 z : S
OfficeSharePointServer - - - -
DocsVision + - + E - E 5

Table 2. Usability
Netita Interface Work mode
) Usability | Web Offline With Folders
Microsoft: = P %
OfficeSharePointServer -
Docvion N - : =
Table 3. Agreement process
Notification e Graphic
e a5 | 5 (rocess et | 2diting of | Digital
- ",1 g By mail p oce;s | psiness | signing
mail | messaging result of process
work)

Microsoft: - - - - -
OfficeSharePointServer -
DocsVision - - + - Q

Table 4. Document verification & validation

2]
| Saving can Synchronize
Name Search sl Tl | tsua iately 5 Dr:zribuzmn
server o sl whrk
Microsoft: - ~ - -
OfficeSharePointServer - 3
DocsVision + |+ = - + +
]
Table 5. Multitasking
Tasks and History of st
s Generate Baich 5 Version
Nome, by example| generation dersion; compare
reports |~ changes
Microsoft: . - S - -
OfficeSharePointServer
DocsVision + - +




We're taking the time to do a proper assessment of 3rd party
tools we and our developers should know about . . .

Mbl HE TOpONMUMCA U Haanexatlle oueHMBAeM UHCTPYMEHTDI 3-nx nuu,
O KOTOPbIX HAM N HALLUUM pa3pa60TqV||<aM cneayert 3Hatb . ..

Organize your SharePoint with our solutions

MetaVis

TECHNOLOGIES
Let MetaVis
Manage Your
SharePoint

2010 Migration

PRODU

S VIDEOS SUPPORT DOWNLOADS RESOURCES NEWS

MetaVis CLASSIFIER for SharePoint

Ove

wo Features Videos

MetaVis CLASSIFIER is a bulk re-organization tool for SharePoint content. Assign new metadata

values and new content types; move files to different folders, lists, sites or servers; or do both at the ﬁ ﬁ F
same time. Make your SharePoint 2010, 2007 and 2003 content compliant, manageable and |
“findable” with just a few clicks. F‘;’F

m  Re-Organize SharePaoint
Content

®  |mprove Searching

= Import and Classify in One
Step

From administrators struggling with too
much content that was simply dumped
into their SharePoint environment, to
users working to categorize and locate
their content, tagging and moving files in
bulk has always been a challenge in
SharePoint. To assign metadata,
SharePoint forces users to open each
document individually.

Classifier provides a simple way to tag many files that share cormmon metadata values. You can tag
and move previously loaded documents, en masse, with regulatory data, retention dates and useful
keywords. This greatly accelerates and encourages the assignment of metadata, which makes
content more "findable”, compliant and usable.

Click here to learn about the features that MetaVis CLASSIFIER provides.
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...Which also helps identify issues we may have overlooked
|

...4UTO TAK>XXeE€ NMoMoraeT BbldBUTb MOMEHTbI, KOTOPbl€ Mbl, BO3MO>XHO,

ynyCcTunm

QUL

Add Watermarks and Labels to Office and PDF Documents

To raise of sensitive and meet , many wantto
label documents with specific metadata. The metadata could be a classification, a timestamp, the user's name or
other important information. Unfortunately, users often forget to add the labels when creating new documents. As
aresult, other users may not realize that shared documents contain sensitive information.

Titus Labs Document Marking for SharePoint solves this problem by automatically adding labels to Office and
PDF documents as they are added to a SharePoint library. Labels can be added to the document header, footer,
andior watermark. The label content s bythe , and can be based on text
strings or derived from the document's metadata. Administration is handled through the regular SharePoint
administration interface, using a custom policy.

Document Marking for SharePoint makes it possible to label hundreds or even thousands of existing documents
in a SharePoint document library. Administrators simply assign a label or watermark policy to an existing
SharePoint document library. The nexttime a user opens a document from the library they will see the document
labels.

Key Benefits

applies uniform, and labels

* Raises security and ility for the. il of

© Enables the labeling of hundreds or thousands of documents at once

 Enables administrators to configure and update labels at any time, including control over the font, size, color,
and placement of the visual labels

e Ensures compliance with regulatory marking standards

Features

Products Solutions Industries Resources Partners Support About Us

a Book Live Demo

> Watch Video

o)

Free Trial

Learn More

Datasheet: Classification and Security Solutions
for Microsoft SharePoint

White Paper: Enhancing Microsoft SharePoint
Security

Webinars: Enhancing Microsoft SharePoint
Security

L=) SharePoint Blog

"These Titus Labs Products go a
long way to help make SharePoint
a stronger Document

M t Solution."

MOSS 2007, Titus Labs Document
Eaatura

— Barr MosHFR. CMS WirE
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And we're also examining our user application capacities
before asking for functionality we may not need

N Mbl TakXXe NMpoBepsieM BO3MOXHOCTW HaLUMX MOJIb30BAaTENbCKUX
NPpUIOXEHWI, Nepea TEM Kak NPOCUTb O NpPeAoCTaBNEHUN
(PYHKUMOHaNbHbIX CPeACTB, KOTOPble HAaM, BO3MOXHO, HE HYXHb!

03/31/2010

Using Microsoft Word Quick Parts to Add
Metadata to SharePoint

| recently came upon a new way to add metadata to
SharePoint. Using Quick Parts in Word documents allow users
to quickly add metadata without them even knowing about it!

Typically Quick Parts would be used in templates or forms
where you want users to fill in standard fields. This can also
be done using Microsoft InfoPath, but that would require a
more sophisticated user or administrator to set it up.

The steps to set this up using Quick Parts are as follows:

1. Create the customn columns in SharePoint that will be
used to store the metadata.

2. Add the Quick Parts to a Microsoft Word document that
is created in SharePoint. These Quick Parts will point to
the metadata columns just created in SharePoint.

3. Save this Word document as a template in the
SharePoint library

4. Users can then open the template when they click "New"
in the SharePoint Document Library

5. Users populate the Quick Part with the metadata, either
by typing it in, or by selecting from a dropdown.

6. When the doucment is saved into SharePoint, the
metadata is saved into the SharePoint columns.,
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We're asking developers if they really need to code in MS Visual Studio

Mbl cnpawnBaem pa3paboTUmMKoB, AENCTBUTENbHO JIU UM HYXKHO
ocylwlecTBnaTb Koanposky B MS Visual Studio

*OO, : Sigq lnr RN Not Registered? - MyAccount | ContactUs | FAQs
g &" orhop g e

muhimbi

Empowering SharePoint Users Home | Products | Support

U8 &harcboint -

Home > Products = Summary

Embed C# or VB code directly in Eeee — e

e = el
x 5 Muhimbi Workflow Power Pack Settings .
SharePoint Designer Workflows = .
The Muhimbi Workflow Power Pack for SharePoint allows custom C# TR e 2
or VB.NET code to be embedded in SharePoint Designer Workflows b "':"""' e W e
without the need to resort to complex Visual Studio based T

development or long release cycles.

From $49 9.00

(Pay using credit card, purchase order or cheque)
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We're insisting that our development partners contract
on the basis of an agreed project plan

Mbl TakKXe HacTamBaeM Ha TOM, YTOOblI HalWKM NMapTHepPbI Mo
peanin3aunm npoekTa NnpnHMManmn Ha cebs obsa3atenbCTBa Ha
OCHOBaHMN COrslIaCoOBaHHOIO MNMJiaHa NMpoekKTa

=== Duration St P Predes ossso Feserce s
1 ] oreavenm woreues rpymnonos 236 days Wed 300610 Thu 2605111
% Havano npoexTa Odays Wed 300610 Wed 300610 514,
B Tiposecrt ayaut 27days Wed 30060 Fri 060310
4 = Ayaur npoueccos 2T days Wed 300610  Fri 06/08/10
B Honyms cTpysrypy sonnrom Tday WedS00SM0. T 010710 2 B
& Mony4MTE NEPEsEHb COTPYAHMKOB KOMNEHWA ANA YAUTE Aday  Thu 0107A0 Fri020710 5 789
sl e 5 days Fri 0207410 Fri 0907410 6 10,
s o ] Sdays  Fro207M0  FrioemTn0 & 0
s a Sdays  Fo2o7A0 FrioenTA0 & 0
[ R i —— T0days  FrosOTAO  Fi2amiM0 878 | 11
Conacasars arer of ayaue Swinec npoupcos f0days 23070 Friosgsno 10 2
2 Oruer yroepxaen of ayaure Suimec npoteco Odays  Frioemano  Frioemano 11 2 06108
3 = Texvmmecnn ayam T1days | Wed 300640 Thu 150710
0 oy b Coowy AAIPRCTO VX TyPR KoMrant Tday Wed3ODBMO. Thaoti70 2 s i
s Monys nepesiens wcnoresyemoro O b pagore Tday ThOIOTO 020710 14 s 5
16 i YRy 1day  Fri0207/10 Mon 0S07/10 15 17
Tie ComacosaTs GTeT TexmEUIOT avAUTa Sdays Men 12070 Tha 15070 17 1 1
1 Omer Tessumecar ayauTa yTeeazn Odays Thu1SO7MO Tha 15070 18 2 thor
) = oopuanusosars pesosanma t9days FrioGosd0 | Thu 020310
2 ONpEAEnMTE LS 1 3aAa4M a6 TOMATHIELIIN 3 days Fri0B06M0 Wed 11/08/10 18,12 22
Ea [ p— 2days Wed 1RSI0 Fri 13080 21 =
23 PaspaBoTaTs TpeGoBaHUA K Byayueii cucTeme 7days  Fri130810 Tue 24/08/10 22 24
24 ComacosaTb TpeBsana K ByAYwsi cucTeme 7days  Tue24D810  Thu0208/10 23 25
25 Tef0BaHMA COMACOBaHS! Odays  ThuO20810  Thu 02009410 24 27
% | Paspaorars npoext 3adays Thu 02009110 Wed 201010
27 TMPOBECTM BHAMMS PEWEHMT Ha NPEAMET PEANMIALIM TPEBOB aH Sdays  Thu020910  Thu 0903410 25 28
= Moproraus costbenet anaiyss Sdays ThuosmSNO Tha 1680 27 =
29 OHAKOMMTCA C MPEANOKEHHBIMK PEWEHUAMI Sdays  Thu160910  Thu 2309410 28 30
) Buipams chcemy nnocTas e Sdays Thu2a0aMo Th 30080 28 3
€l PaspagoTars nnan mpoerTa 4days ThusomsNo. wed oenoo 30 ES
= Conacovars pecypee npoekTa Sdays Wed0GAOND Von 11700 31 E
33 PaspaboTaTe GlopxeT npoekTa 3days  Mon11A0/10  Thu14/1040 32 34
T PaspaBoTaTk W cOMacosaTe YcTas NpoekTa 4days  Thu14/1010 Wed 2010410 33 3543
e voran yreemaen Odays Wed 20100 Wea 20100 34 1,457
36 PaipacoTaTh TEXHIIECKIN NPOSKT 60 days Wed 20110110 Wed 120111
Ea PaspasoraTs W COrMACRATS CHETENNYO APOHTEXTYPY Sdays Wed 200N Won 2500 35 E]
E] Crcremian aprrextypa comacosana Odays Man 2SO0 Mon 2500 37 5
39 PaspaBoTaTh W COMACOBATL AMIAIH Sdays Wed 201010 Wed 271010 35 40
40 Avisaiin yTBEpKASH Odays Wed27/1010 Wed 2710410 33 57
e PacpaboTaTs ¥ commcabaTS VHTGRGRHGT Sdays. Wed 20100 Wed 27700 35 2
42 MHTepdeicel yTeepxaeHs! Odays Wed 271010 Wed 27/10/10 41 57
@ PaACOTATS  COMACOBATS OBAEKTE! CHTENR! 100ays Wed 201010 Wea 31110 34 “
44 (OBbeTsl CUCTEMB! Y TBERKASHE! Odays Wed 031110 Wed 0311410 43 45,
Tas | PaspaBoTaTh 1 COMACOBATS CTPYKTYRbI AGHHEIX. 1Ddays Wed 03110 Wed 17110 3544 45
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CIS LOCAL COUNSEL FORUM
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