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Help meet compliance needs
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Introduction to eDiscovery

eDiscovery can help your legal department to discover 
and preserve content that may be needed in the event 
of an audit or for another legal purpose.

From the eDiscovery Center you can create a case 
that manages content across SharePoint, Lync, and 
Exchange.
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eDiscovery: A 2 Fold 
Approach

Once you’ve created a case, there the two distinct 
phases of the eDiscovery process.

In the Identify and hold step, eDiscovery helps you find 
content stored across SharePoint, Exchange (emails, 
calendars, contacts) and Lync (conversations) and then 
preserve that content.
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In the Search and Export step, you can refine your queries 
across SharePoint, Lync, and Exchange content, review 
query statistics, and download the results and reports.

eDiscovery: A Two-Fold 
Approach
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The eDiscovery set contains a list of sources—in 
this case, an Exchange Mailbox and three different 
SharePoint sources, including a Blog.

Use Add & Manage Sources to 
expand the scope of the eDiscovery 
Set, and add additional user 
mailboxes.

Identify and Hold: Define 
an eDiscovery Set
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We can scope the content from all the previous sources 
by text, date, author/sender, and even domain. This helps 
specify which content to preserve or put on hold.

Enabling In-Place Hold protects all content from the eDiscovery 
set from modification or deletion, without impacting productivity. 
People can continue to access information, and a copy will be made 
if content related to our case is being altered.

Once you’ve identified your 
sets, you can search through 
and export your queries.

Identify and Hold: Enable 
In-Place Hold
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eDiscovery supports advanced querying mechanics. You can query using 
logical operators, dates, and by author/sender.  Refine your sources here, 
and see how many articles are in those sources in Query Statistics.

Results from SharePoint or Exchange can be further 
refined by Message Type or File Extension types.

Search and Export: 
Advanced Queries
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You can quickly save and export your results.

Get a summary of the content you exported for reporting 
purposes—whether it’s email, messages, calendar items, 
documents, or blog posts.

Search and Export: 
Get a Report
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SharePoint can help you efficiently create, manage, 
and preserve critical data within your organization 
using Content Types. 

You can create hierarchies and 
groups of content types—
auditing templates for the 
accounting and legal teams, 
work forms for sales teams—
and use those content types 
to streamline the site user 
experience.

Content Types let you associate documents or other files 
stored in SharePoint to a specific template, workflow, 
piece of metadata, or even a retention policy.

First Look at Content 
Types

OneDrive
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Populate your site with different content types to make it simple for 
users.  Then, to create a new document, people just need to pick up the 
template they need from the ribbon.

The content type will open as the ready-made 
template you defined.  Enter in the field information 
to help organize the content within SharePoint, and 
prepare it for workflows.

Benefits of Content Types
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Once saved, the document and its properties are also 
saved to the document library, which helps organize 
and process this content.

Benefits of Content Types 
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You can tie retention policies to content types. This 
will help manage and preserve critical information  
on the long-term.

Linking Retention Policy 
to a Content Type
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Add retention stages that trigger based on formulas 
or times. In this case, we’ll transfer contracts to 
another location, the Record Center, and leave a link 
in its current location that points to the new location.

Configuring the 
Retention Policy
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You can set up a Record Center with SharePoint  
to archive critical information on the long-term.

Documents can be submitted to the Record Center for 
archiving directly from a desktop or a SharePoint site.

First Look at a Record 
Center 
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A Content Organizer Rule can help automatically 
process items sent to the Record Center.

Process Submissions  
to the Record Center
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Pick up the Content Type that you want to tie 
to the Content Organizer Rule. 

Then refine the conditions to process contracts 
based on their properties. 

This rule will apply to small-sized legal contracts, 
with the deal size being less than $50k.

Configuring a Content 
Organizer Rule
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Now that the conditions for the Content Organizer 
Rule have been set, just pick up a target destination 
for archiving contracts within the Record Center.

Now, every Small-Sized Contract submitted  
to the Record Center for archiving – based  
on the conditions of the Retention Policy  
we created earlier – will be automatically 
processed for long-term archiving within the 
Small-Sized Folder of the Contracts document 
library of our Record Center.

Configuring a Content 
Organizer Rule
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Send a contract manually to the Record Center 
to see how the request is processed.

Our Content Organizer Rule 
has placed the Fabrikam 
Contract in the appropriate 
Small-Sized folder 
automatically.

Checking how the 
rule works
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Office 365 for Business Learning Center
http://aka.ms/o365learning

Learn more 


