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Enterprise Content Management Enterprise Content Management 
with SharePointwith SharePoint

ISO 9001 Document Control DemonstrationISO 9001 Document Control Demonstration

PMI Atlanta Monday April 5, 2010PMI Atlanta Monday April 5, 2010

Mark HendersonMark Henderson

AgendaAgenda

• Introduction and Contact Information
• Mark Henderson

• Email: mhenderson@abelsolutions.com
• Linked In: http://www.linkedin.com/in/TradeMarkATL
• Blog: http://TradeMarkATL.wordpress.com
• Twitter: @TradeMarkATL

• Overview of Enterprise Content Management
• Definition
• Types of Content

• Overview of ISO 9001
• Definition
• Statistics of usage
• Control of Documentation

• Document Management System
• Demonstration
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Content Management at most organizations Content Management at most organizations 
(does this sound familiar?)(does this sound familiar?)

• Documents are stored in a variety of locations
• Individual Machines
• Personal Hard Drives
• File Shares
• Email
• Centralized Repositories (Public Folders, etc.)

• Content is often duplicated
• Version History is non-existent

• File Names are updated to represent version (e.g. 
Dates/Version Numbers are added to the file names 
themselves)

• No guarantee that you have the latest (once located)
• Not Searchable/Shareable across the organization

Enterprise Content ManagementEnterprise Content Management

Source: http://www.aiim.org/What-is-ECM-Enterprise-Content-Management.aspx

The Association for Information and The Association for Information and 
Image Management (AIIM) defines Image Management (AIIM) defines 
Enterprise Content Management as:Enterprise Content Management as:

““The strategies, methods and tools The strategies, methods and tools 
used to capture, manage, store, used to capture, manage, store, 
preserve, and deliver content and preserve, and deliver content and 
documents related to organizational documents related to organizational 
processes. processes. ” ” 
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Enterprise Content ManagementEnterprise Content Management

CaptureCapture

ManageManage

StoreStore

PreservePreserve

DeliverDeliver

Enterprise Content ManagementEnterprise Content Management

•• Controls the life cycle of content in your Controls the life cycle of content in your 
organizationorganization
–– How content is created, reviewed, published, How content is created, reviewed, published, 
and consumedand consumed

–– How content is ultimately disposed of or How content is ultimately disposed of or 
retainedretained

•• Promotes finding and sharing information Promotes finding and sharing information 
easilyeasily

•• Helps organizations meet legal Helps organizations meet legal 
responsibilitiesresponsibilities

•• Provides features at each stage of the Provides features at each stage of the 
content life cyclecontent life cycle
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Enterprise Content ManagementEnterprise Content Management
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Enterprise Content ManagementEnterprise Content Management
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What drives the needs for Enterprise Content Management?What drives the needs for Enterprise Content Management?

ECM

2

Regulatory 
Climate

3

Multiple 
Publishing 
Channels

4

Process 
Efficiencies

1

Content 
Chaos

Reusing information is difficult

Inability to protect sensitive information 

Efficiency in collaborative authoring

Risk of non-compliance with regulations

Risk from improperly retaining content

Retaining records for business continuity

Webmasters are a content bottleneck

Multiple site types increase management costs

Brand assets are improperly used

Automation of high volume processes

Integration of content and processes

Manual paper-based processes have poor 
throughput

Gartner’s Magic Quadrant for ECM vendorsGartner’s Magic Quadrant for ECM vendors

Source: http://mediaproducts.gartner.com/reprints/daysoftware/160668.html
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Forrester Wave: Collaboration Platforms, Q3 ‘09Forrester Wave: Collaboration Platforms, Q3 ‘09

Source: http://www.novell.com/rc/docrepository/public/1/basedocument.2009-08-

06.0831403126/wave_collaboration_platforms_q3_2009_en.pdf

High Level Overview of ISO 9001 StandardHigh Level Overview of ISO 9001 Standard

Source: http://www.iso.org/iso/iso_catalogue/catalogue_tc/catalogue_detail.htm?csnumber=46486

•• ISO 9001:2008 specifies requirements for a ISO 9001:2008 specifies requirements for a 
quality management system where an quality management system where an 
organization:organization:

–– needs to demonstrate its ability to consistently needs to demonstrate its ability to consistently 
provide product that meets customer and provide product that meets customer and 
applicable statutory and regulatory requirements, applicable statutory and regulatory requirements, 
and and 

–– aims to enhance customer satisfaction through aims to enhance customer satisfaction through 
the effective application of the system, including the effective application of the system, including 
processes for continual improvement of the processes for continual improvement of the 
system and the assurance of conformity to system and the assurance of conformity to 
customer and applicable statutory and regulatory customer and applicable statutory and regulatory 
requirements.requirements.
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ISO Quality Management System PrinciplesISO Quality Management System Principles

Source: http://www.iso.org/iso/iso_catalogue/management_standards/iso_9000_iso_14000/qmp.htm

•• Principle 1: Customer focus Principle 1: Customer focus 

•• Principle 2: Leadership Principle 2: Leadership 

•• Principle 3: Involvement of people Principle 3: Involvement of people 

•• Principle 4: Process approach Principle 4: Process approach 

•• Principle 5: System approach to management Principle 5: System approach to management 

•• Principle 6: Continual improvement Principle 6: Continual improvement 

•• Principle 7: Factual approach to decision making Principle 7: Factual approach to decision making 

•• Principle 8: Mutually beneficial supplier relationships Principle 8: Mutually beneficial supplier relationships 

Operating Principle Operating Principle –– Plan Plan –– Do Do –– Check Check –– ActAct

Source: http://www.iso.org/iso/iso_catalogue/management_standards/understand_the_basics.htm
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What drives the needs for Enterprise Content Management?What drives the needs for Enterprise Content Management?

ECM

2

Regulatory 
Climate

3

Multiple 
Publishing 
Channels

4

Process 
Efficiencies

1

Content 
Chaos

Reusing information is difficult

Inability to protect sensitive information 

Efficiency in collaborative authoring

Risk of non-compliance with regulations

Risk from improperly retaining content

Retaining records for business continuity

Webmasters are a content bottleneck

Multiple site types increase management costs

Brand assets are improperly used

Automation of high volume processes

Integration of content and processes

Who is using ISO 9001?Who is using ISO 9001?

Source: http://www.iso.org/iso/iso_catalogue/catalogue_tc/catalogue_detail.htm?csnumber=46486

•• All requirements of ISO 9001:2008 are All requirements of ISO 9001:2008 are 
generic and are intended to be generic and are intended to be 
applicable to all organizations, applicable to all organizations, 
regardless of type, size and product regardless of type, size and product 
provided.provided.

•• ISO 9001:2000 and ISO 14001: 2004 ISO 9001:2000 and ISO 14001: 2004 
were implemented by more than a were implemented by more than a 
million organizations in 175 countriesmillion organizations in 175 countries
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The ISO Survey The ISO Survey --
20072007

Source: http://www.iso.org/iso/pressrelease.htm?refid=Ref1178

ISO 9001 StatisticsISO 9001 Statistics

Source: http://www.iso.org/iso/pressrelease.htm?refid=Ref1178
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ISO 9001 StatisticsISO 9001 Statistics

Source: http://www.iso.org/iso/pressrelease.htm?refid=Ref1178

Structure of ISO 9001: 2008 StandardStructure of ISO 9001: 2008 Standard

•• Sections 1 to 3Sections 1 to 3
•• ScopeScope
•• ReferencesReferences
•• Terms and definitionsTerms and definitions

•• Sections 4 to 8Sections 4 to 8
Define requirementsDefine requirements

•• 4.0 General4.0 General
•• Document controlDocument control
•• RecordsRecords

•• 5.0 Management5.0 Management
•• Customer focusCustomer focus
•• Quality PolicyQuality Policy
•• PlanningPlanning

•• 6.0 Resources6.0 Resources
•• PeoplePeople
•• BuildingsBuildings

•• 7.0 Product realization7.0 Product realization
•• DesignDesign
•• PurchasePurchase
•• ManufactureManufacture

•• 8.0 Measure, analysis and improvement8.0 Measure, analysis and improvement
•• Analysis of dataAnalysis of data
•• Corrective actionCorrective action
•• Preventive actionPreventive action



4/14/2010

11

Control of DocumentationControl of Documentation

•• Satisfying and implementing all the requirements of Satisfying and implementing all the requirements of 
the ISO standard is a large undertaking and the ISO standard is a large undertaking and 
requires the support of the entire organization. requires the support of the entire organization. 

•• The intent of this presentation is to provide a The intent of this presentation is to provide a 
demonstration of how one tool (Microsoft Office demonstration of how one tool (Microsoft Office 
SharePoint Server 2007) can be used during this SharePoint Server 2007) can be used during this 
undertaking, specifically in satisfying the undertaking, specifically in satisfying the 
requirements stated in Section 4.2.3 Control of requirements stated in Section 4.2.3 Control of 
Documentation.Documentation.

4.2.3 Control of Documentation4.2.3 Control of Documentation

•• Documents must be approved before they are distributedDocuments must be approved before they are distributed

•• Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis

•• The correct version of document(s) must be made available at The correct version of document(s) must be made available at 
point of usepoint of use

•• The current revision status of documents is identifiedThe current revision status of documents is identified

•• Identify, control and monitor documents from external sourcesIdentify, control and monitor documents from external sources

•• Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents

•• Preserve the usability of documentsPreserve the usability of documents
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Satisfy “4.2.3 Control of Documentation” Satisfy “4.2.3 Control of Documentation” 
requirementsrequirements

• Building Blocks
• Information Architecture / Taxonomy

• Define Content Types
• Define Metadata
• Define Topology

• Demonstration using Microsoft Office SharePoint Server (MOSS) 
2007

•• Content Types are used to Content Types are used to 

–– Categorize contentCategorize content

–– Ensure content is saved and organized appropriatelyEnsure content is saved and organized appropriately

–– Enable users to define document sets and apply consistent Enable users to define document sets and apply consistent 
metadatametadata

•• Each content type canEach content type can

–– Specify a document template or a schemaSpecify a document template or a schema

–– Edit and display forms, policies, workflow processes, or Edit and display forms, policies, workflow processes, or 
customized behaviorscustomized behaviors

•• Content types support use of a central document Content types support use of a central document 
repositoryrepository

Content TypesContent Types
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•• Check ListCheck List

•• Control PlanControl Plan

•• Flow ChartFlow Chart

•• Job QualificationJob Qualification

•• ProcedureProcedure

•• Quality DocumentQuality Document

•• TrainingTraining

•• Work InstructionWork Instruction

Content Types Content Types -- ExamplesExamples

Content Types Content Types -- TemplateTemplate
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Content Types Content Types -- TemplateTemplate

Content Types Content Types -- TemplateTemplate
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Content Types Content Types -- TemplateTemplate

Metadata ExampleMetadata Example
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4.2.3 Control of Documentation4.2.3 Control of Documentation

•• Documents must be approved before they are Documents must be approved before they are 
distributeddistributed

•• Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis

•• The correct version of document(s) must be made available at The correct version of document(s) must be made available at 
point of usepoint of use

•• The current revision status of documents is identifiedThe current revision status of documents is identified

•• Identify, control and monitor documents from external sourcesIdentify, control and monitor documents from external sources

•• Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents

•• Preserve the usability of documentsPreserve the usability of documents

Documents must be approved before they are distributedDocuments must be approved before they are distributed

Each Document 

Type has it’s own

Template

Built-in

review/approval

workflow

Available for 

Viewing

Quality

Document

Author

Document 
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New

Quality

Document

Quality Management

Representative

Production

Server

Quality Document

Library
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Quality Document Approval Quality Document Approval –– Serial WorkflowSerial Workflow
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Quality Document Approval Quality Document Approval –– Parallel WorkflowParallel Workflow
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Quality Document Approval Quality Document Approval –– Select “Workflows”Select “Workflows”

Quality Document Approval Quality Document Approval –– Select ApprovalSelect Approval
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Quality Document Approval Quality Document Approval –– Enter Workflow informationEnter Workflow information

Quality Document Approval Quality Document Approval –– Confirmation email is Confirmation email is 
delivered to person who initiates taskdelivered to person who initiates task
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Quality Document Approval Quality Document Approval –– Confirmation email is Confirmation email is 
delivered to person who initiates taskdelivered to person who initiates task

Quality Document Approval Quality Document Approval –– Workflow tasks are delivered Workflow tasks are delivered 
to each of the Approvers listedto each of the Approvers listed
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Quality Document Approval Quality Document Approval –– Approvers Approve and Edit Approvers Approve and Edit 
Tasks (from Office 2007)Tasks (from Office 2007)

Quality Document Approval Quality Document Approval –– Approvers Approve and Edit Approvers Approve and Edit 
Tasks (from Office 2007)Tasks (from Office 2007)
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Quality Document Approval Quality Document Approval –– Document is Approved Email Document is Approved Email 
NotificationNotification

Quality Document Approval Quality Document Approval –– Workflow historyWorkflow history
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4.2.3 Control of Documentation4.2.3 Control of Documentation

•• Documents must be approved before they are distributedDocuments must be approved before they are distributed

•• Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on approved on 
a periodic basisa periodic basis

•• The correct version of document(s) must be made available at The correct version of document(s) must be made available at 
point of usepoint of use

•• The current revision status of documents is identifiedThe current revision status of documents is identified

•• Identify, control and monitor documents from external sourcesIdentify, control and monitor documents from external sources

•• Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents

•• Preserve the usability of documentsPreserve the usability of documents

Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis
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Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis

Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis
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Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis

4.2.3 Control of Documentation4.2.3 Control of Documentation

•• Documents must be approved before they are distributedDocuments must be approved before they are distributed

•• Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis

•• The correct version of document(s) must be made The correct version of document(s) must be made 
available at point of useavailable at point of use

•• The current revision status of documents is identifiedThe current revision status of documents is identified

•• Identify, control and monitor documents from external sourcesIdentify, control and monitor documents from external sources

•• Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents

•• Preserve the usability of documentsPreserve the usability of documents
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The correct version of document(s) must be made The correct version of document(s) must be made 
available at point of useavailable at point of use

The correct version of document(s) must be made The correct version of document(s) must be made 
available at point of useavailable at point of use
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Document CollaborationDocument Collaboration

•• Library functions include Library functions include 

–– CheckCheck--in/checkin/check--outout

•• Ensures that everyone knows who is making edits at Ensures that everyone knows who is making edits at 
any given timeany given time

•• History shows who worked on document whenHistory shows who worked on document when

–– Major/minor versioningMajor/minor versioning

•• Comparison of versions enables users to compare the Comparison of versions enables users to compare the 
differences between any two versions of a documentdifferences between any two versions of a document

•• ItemItem--level security ensures appropriate level security ensures appropriate 
rights are given to contributors and readersrights are given to contributors and readers

4.2.3 Control of Documentation4.2.3 Control of Documentation

•• Documents must be approved before they are distributedDocuments must be approved before they are distributed

•• Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis

•• The correct version of document(s) must be made available at The correct version of document(s) must be made available at 
point of usepoint of use

•• The current revision status of documents is identifiedThe current revision status of documents is identified

•• Identify, control and monitor documents from external sourcesIdentify, control and monitor documents from external sources

•• Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents

•• Preserve the usability of documentsPreserve the usability of documents
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The current revision status of documents is identified The current revision status of documents is identified 
(Identify Changes that are made to documents)(Identify Changes that are made to documents)

4.2.3 Control of Documentation4.2.3 Control of Documentation

•• Documents must be approved before they are distributedDocuments must be approved before they are distributed

•• Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis

•• The correct version of document(s) must be made available at The correct version of document(s) must be made available at 
point of usepoint of use

•• The current revision status of documents is identifiedThe current revision status of documents is identified

•• Identify, control and monitor documents from external Identify, control and monitor documents from external 
sourcessources

•• Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents

•• Preserve the usability of documentsPreserve the usability of documents
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Identify, control and monitor documents from external Identify, control and monitor documents from external 
sourcessources

According to ISO 9001:2008 clause “4.2 According to ISO 9001:2008 clause “4.2 
Documentation Requirements” documents may be Documentation Requirements” documents may be 
in any form or type of medium, and the definition of in any form or type of medium, and the definition of 
“document” in ISO 9000:2005 clause 3.7.2 gives “document” in ISO 9000:2005 clause 3.7.2 gives 
the following examples:the following examples:

•• paper paper 

•• magnetic magnetic 

•• electronic or optical computer disc   electronic or optical computer disc   

•• photograph photograph 

•• master samplemaster sample

Source: 
http://www.iso.org/iso/iso_catalogue/management_standards/iso_9000_iso_14000/iso_9001_2008/guidance_on_the_documentation_r
equirements_of_iso_9001_2008.htm

Identify, control and monitor documents from external Identify, control and monitor documents from external 
sourcessources

CaptureCapture

ManageManage

StoreStore

PreservePreserve

DeliverDeliver
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Identify, control and monitor documents from external Identify, control and monitor documents from external 
sourcessources

4.2.3 Control of Documentation4.2.3 Control of Documentation

•• Documents must be approved before they are distributedDocuments must be approved before they are distributed

•• Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis

•• The correct version of document(s) must be made available at The correct version of document(s) must be made available at 
point of usepoint of use

•• The current revision status of documents is identifiedThe current revision status of documents is identified

•• Identify, control and monitor documents from external sourcesIdentify, control and monitor documents from external sources

•• Prevent the accidental/unintended use of obsolete Prevent the accidental/unintended use of obsolete 
documentsdocuments

•• Preserve the usability of documentsPreserve the usability of documents
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Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents

Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents
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Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents

Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents
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4.2.3 Control of Documentation4.2.3 Control of Documentation

•• Documents must be approved before they are distributedDocuments must be approved before they are distributed

•• Documents must be reviewed/updated/reDocuments must be reviewed/updated/re--approved on a approved on a 
periodic basisperiodic basis

•• The correct version of document(s) must be made available at The correct version of document(s) must be made available at 
point of usepoint of use

•• The current revision status of documents is identifiedThe current revision status of documents is identified

•• Identify, control and monitor documents from external sourcesIdentify, control and monitor documents from external sources

•• Prevent the accidental/unintended use of obsolete documentsPrevent the accidental/unintended use of obsolete documents

•• Preserve the usability of documentsPreserve the usability of documents

Enterprise Search Enterprise Search –– Search CriteriaSearch Criteria
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Enterprise Search Enterprise Search –– Did you mean?Did you mean?

Enterprise Search Enterprise Search –– Search ResultsSearch Results
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Enterprise Search Enterprise Search –– Advanced SearchAdvanced Search

MOSS Virtual Hard DriveMOSS Virtual Hard Drive
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MOSS Virtual Hard DriveMOSS Virtual Hard Drive


