
Sharepoint As Document Management
System

SharePoint as Document Management System has emerged as a powerful tool for organizations seeking to
streamline their document management processes. In an era where information is abundant and easy access
is paramount for productivity, SharePoint offers a robust platform for storing, organizing, and sharing
documents efficiently. This article delves into the various aspects of SharePoint as a document management
system, its features, benefits, and best practices for implementation.

Understanding SharePoint

SharePoint is a web-based collaboration platform developed by Microsoft that integrates with Microsoft
Office. Initially launched in 2001, it has evolved significantly over the years, becoming a versatile tool that
supports various business needs, including document management, content management, and team
collaboration.

Key Features of SharePoint

SharePoint provides a wide range of features that make it an effective document management system:



1. Document Libraries: Allows users to create, manage, and store documents in a centralized location.
2. Version Control: Tracks changes to documents, enabling users to view previous versions and restore
them if necessary.
3. Metadata and Tagging: Users can categorize documents using metadata, making it easier to search and
organize content.
4. Access Control: Administrators can set permissions to ensure that only authorized users can view or edit
specific documents.
5. Workflow Automation: SharePoint includes tools for automating document-related workflows,
improving efficiency and consistency.
6. Integration with Microsoft Office: Seamless integration with Office applications allows users to edit
documents directly within SharePoint.
7. Search Functionality: Advanced search capabilities help users find documents quickly based on
keywords, metadata, or file properties.
8. Collaboration Tools: Features like co-authoring, comments, and alerts facilitate real-time collaboration
among team members.

The Benefits of Using SharePoint as a Document Management
System

Implementing SharePoint as a document management system offers numerous advantages to organizations:

1. Enhanced Collaboration

SharePoint fosters teamwork by enabling multiple users to work on documents simultaneously. This real-
time collaboration reduces the time spent on revisions and approvals, leading to faster project completion.

2. Improved Document Security

With SharePoint, organizations can implement robust security measures, including user authentication,
role-based access controls, and encryption. This ensures that sensitive documents are protected from
unauthorized access.

3. Streamlined Processes

The ability to automate workflows helps organizations streamline their document management processes.
For example, approval workflows can be set up to ensure that documents are reviewed and approved



efficiently.

4. Centralized Storage

SharePoint provides a centralized repository for all documents, eliminating the need for scattered file
storage solutions. This centralization enhances organization and makes it easier for employees to find the
information they need.

5. Scalability

As a cloud-based solution, SharePoint can scale with an organization’s needs. Whether a company is
growing or downsizing, SharePoint can accommodate varying amounts of data and users without
compromising performance.

6. Compliance and Governance

SharePoint can help organizations maintain compliance with industry regulations by providing features
such as audit trails, retention policies, and the ability to enforce document management best practices.

7. Cost Efficiency

By reducing the reliance on physical document storage and improving workflow efficiency, SharePoint
can lead to significant cost savings. Organizations can lower operational costs and allocate resources more
effectively.

Implementing SharePoint as a Document Management System

To effectively implement SharePoint as a document management system, organizations should consider the
following steps:

1. Define Goals and Objectives

Before deployment, it’s essential to clearly define the goals and objectives for using SharePoint. This could



include improving collaboration, enhancing security, or reducing document retrieval times.

2. Involve Stakeholders

Engage key stakeholders from various departments to gather input on their document management needs
and challenges. Their feedback will be invaluable in tailoring SharePoint to suit the organization.

3. Design the Architecture

Plan the structure of the SharePoint site, including document libraries, folders, and metadata. A well-
organized architecture will make it easier for users to navigate and locate documents.

4. Set Permissions and Access Controls

Establish a clear permissions structure that defines who can access, edit, or delete documents. This is crucial
for maintaining document security and integrity.

5. Train Users

Conduct training sessions for employees to familiarize them with SharePoint’s features and functionalities.
Proper training will ensure users can leverage the platform effectively.

6. Monitor and Optimize

After implementation, regularly monitor the usage and performance of SharePoint. Gather feedback from
users and make necessary adjustments to optimize the system.

Best Practices for Document Management in SharePoint

To maximize the benefits of SharePoint as a document management system, organizations should adopt the
following best practices:



1. Use Metadata Effectively

Implement a consistent metadata strategy to categorize documents. This makes searching and filtering
documents much more efficient.

2. Implement Version Control

Encourage the use of version control to track document changes. This ensures that users can access the
latest version while retaining the ability to revert to previous iterations if needed.

3. Regularly Review and Clean Up

Conduct periodic reviews of document libraries to remove outdated or unnecessary documents. This helps
maintain a clutter-free environment and improves search efficiency.

4. Establish Clear Naming Conventions

Develop and enforce naming conventions for documents to ensure consistency. Clear and descriptive file
names make it easier for users to identify and locate files.

5. Leverage Workflows

Utilize SharePoint’s workflow capabilities to automate repetitive tasks, such as document approvals and
notifications. This reduces manual effort and minimizes errors.

6. Encourage Collaboration

Promote the use of SharePoint’s collaboration features, such as shared workspaces and commenting, to
enhance teamwork and communication among employees.

Challenges of Using SharePoint as a Document Management



System

While SharePoint offers numerous benefits, organizations may face challenges during implementation and
usage:

1. User Adoption

Some employees may resist adopting a new system. Providing comprehensive training and support can
help ease this transition.

2. Complexity of Features

SharePoint’s extensive features can be overwhelming for some users. Simplifying the user interface and
providing clear guidelines can mitigate this issue.

3. Maintenance and Updates

Regular maintenance is necessary to ensure optimal performance. Organizations need to allocate resources
for ongoing management and updates.

4. Integration Issues

Integrating SharePoint with existing systems and applications may pose challenges. Thorough planning and
testing are essential to ensure compatibility.

Conclusion

SharePoint as Document Management System is a powerful solution that can transform how organizations
manage their documents. By leveraging its extensive features, benefits, and best practices, companies can
improve collaboration, enhance security, and streamline their document management processes. Although
there are challenges to overcome, with proper planning and user training, SharePoint can serve as an
effective document management system that meets the evolving needs of modern businesses.



Frequently Asked Questions

What are the key features of SharePoint as a document management
system?
SharePoint offers version control, metadata management, workflows, document collaboration, advanced
search capabilities, and integration with Microsoft 365 applications, making it a robust document
management system.

How does SharePoint improve collaboration among team members?
SharePoint enhances collaboration through real-time co-authoring, shared access to documents, customizable
workflows, and integrated communication tools, allowing team members to work together efficiently from
anywhere.

Can SharePoint be used for compliance and regulatory purposes?
Yes, SharePoint provides compliance features such as document retention policies, audit trails, and security
controls to help organizations meet regulatory requirements and manage sensitive information effectively.

What are the benefits of using SharePoint for document management
over traditional file storage systems?
Compared to traditional file storage, SharePoint offers enhanced organization through metadata, improved
search functionality, better security, and the ability to automate workflows, resulting in increased
efficiency and productivity.

How can organizations migrate their existing documents to SharePoint?
Organizations can migrate documents to SharePoint using tools like the SharePoint Migration Tool, third-
party migration solutions, or PowerShell scripts, ensuring a structured transfer that maintains document
integrity and metadata.
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