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INTRODUCTION
SharePoint is one Microsoft’s most successful business software! 

SharePoint provides a secure way to do implement intranets, 

extranets, content management, document management, 

personal cloud, archiving, records management, enterprise 

social networking, enterprise search, business intelligence and 

workflow management.

As SharePoint and now Office 365, the SharePoint cloud 

service is being selected, implemented for kinds of businesses 

around the world, training for strategy, design, implementation, 

best practices is essential to make the most of SharePoint. A 

well implemented SharePoint solution will make all kinds of 

businesses and organisations more efficient and well organised 

and deliver more business benefits and cost savings.

Designing and delivering a SharePoint solution requires an 

effective strategy, architecture, design, policy and procedures, 

information architecture and best practice implementation and 

support.

Delivering product and technical training on SharePoint is one 

part of the training, but a successful implementation requires a 

strategy and structure for how to share and manage different 

content, documents, information and records. This EuroMaTech 

training course covers global best practices for implementing 

SharePoint and complementary solutions.

Participants will develop the following competencies:

• Understand the core capabilities of SharePoint

• Understand how to create a SharePoint management 

strategy, design and information architecture

• Develop key strategies for delivering a successful 

i m p l e m e n t a t i o n

• Learn SharePoint functions and functionality for sharing 

and managing content and records

• Learn about Office 365, cloud computing and Software as a 

Service (SAAS)

• Create information architectures, taxonomies, folksonomies 

and metadata plans

• Create records management business tools like electronic 

file plan, retention and disposal rules, security rules, 

archiving, confidentiality and privacy

• Link document and records management systems and 

implement across your organisation

• Planning content types, classification, search, workflow and 

communities

• Planning the SharePoint architecture, site provisioning, 

governance, administration and maintenance

• Best practices for assessing, transitioning and implementing 

SharePoint for managing content and records

• Explore the implications of an Enterprise Content 

Management (ECM) strategy in conjunction with SharePoint 

and Records Management

• Understand how to integrate SharePoint and migrate 

content into SharePoint and out to other information 

systems

From Design to Integration

SharePoint Implementation Best Practices:

WHO SHOULD ATTEND?
• Professionals and leaders who wish to learn more about 

intranets, extranets, content management, document 

management, personal cloud, archiving, records 

management, enterprise social networking, enterprise 

search, business intelligence and workflow management 

and strategies for improving organisational efficiency

• Personnel moving into leadership roles to embrace better 

controls for managing content, intranets and business 

intelligence

• Suppliers, Solution Providers and Vendors

• Executives

• Users of Document and Records Management

• Personnel seeking to enhance their skills

• IT Management

• Technical staff

• Management Executives

• Project Managers

• IT Team Leaders

• Business Analysts

• Document Controllers

• Technical Staff

• Implementation teams – IT and business

• IT Champion Users

TRAINING METHODOLOGY
This SharePoint Implementation Best Practices training course 

covers essential skills such as communicating persuasively and 

with impact, confidence to handle challenging situations and 

flexibility to adapt and being clear about who you are and who 

you want to be. This allows you to develop deeper relationships 

with those around you. This is crucial towards inspiring team 

members to achieve organizational goals and influencing 

individuals to support the team direction.

PROGRAMME SUMMARY
This EuroMaTech training course covers all the essential skills and 

advanced concepts for managing SharePoint in accordance with 

international best practice implementations and standards. The 

training course covers intranets, extranets, content management, 

document management, personal cloud, archiving, records 

management, enterprise social networking, enterprise search, 

business intelligence and workflow management and strategies 

for improving organisational efficiency.

There will be discussions on the strategy, policy, design and 

implementation of SharePoint as well as applying all the key 

concepts. It will concentrate on the skills required to effectively 

deploy and maximise the benefit of SharePoint as well as 

manage the information architecture, policy and outcomes 

and deliver business benefits. All participants will return to their 

organizations with a detailed and advanced understanding 

and have developed action plans to implement SharePoint to 

address implementation best practice, set up security, auditing 

and compliance successfully in their organisations.
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PROGRAMME OUTLINE

In-House Training
EuroMaTech is capable of conducting this training 

programme exclusively for your delegates. Please e-mail 

us on inhouse@euromatech.ae for further information 

and/or to receive a comprehensive proposal.

ISO 9001:2015 Certified

ISO 29990

ISO 29990:2010 Certified

DAY 1
STRATEGY

• Introduce SharePoint
• How SharePoint works
• Business drivers
• Description of Office 365 and SharePoint differences

DAY 2
CONCEPTS

• Enterprise Content Management (ECM)
• Information Architecture
• Taxonomy and Folksonomy
• Site Collaborations
• Business Intelligence, Content Analytics, PerformancePoint 

and Dashboards
• Enterprise search
• Communities and Workspaces

DAY 3
IT PROCESS

• Office 365, Cloud Computing and SAAS
• Lists, Items and Columns
• Content Types
• Metadata Management and Tags
• Document Libraries, Document Sets and Folders
• Web Parts and Pages
• Forms
• Navigation
• Communities, Sites, Team Sites, My Sites
• Site Templates
• Servers and Farms

DAY 4
IMPLEMENTATION PLANNING

• Implementation planning
• Creating policies and procedures
• Classification and File Plan
• Search and FAST
• Report Management
• SharePoint and Microsoft Office Integration
• Digital Asset Management (DAM)
• Document and Records Management
• Email Management

DAY 5
CASE STUDIES

• Introduction to case studies
• Group 1 – Strategy
• Group 2 – Concepts
• Group 3 – Process
• Presentations
• Evaluation and discussion

PROGRAMME OBJECTIVES
This SharePoint Implementation Best Practices training course 

aims to enable participants to achieve the following objectives:

• Understand the core capabilities of SharePoint

• Understand how to create a SharePoint management 

strategy, design and information architecture

• Learn about intranets, extranets, content management, 

document management, personal cloud, archiving, records 

management, enterprise social networking, enterprise 

search, business intelligence and workflow management 

and strategies for improving organisational efficiency

• Develop key strategies for delivering a successful 

implementation

• Learn about Office 365, Cloud Computing and Software as 

a Service (SAAS)

• To understand SharePoint polices, procedures, standards 

including document and records management standards

• Learn SharePoint functions and functionality for sharing 

and managing content and records

• Create records management business tools like electronic 

file plan, retention and disposal rules, security rules, 

archiving, confidentiality and privacy

• Link document and records management systems and 

implement across your organisation

• Planning content types, classification, search, workflow and 

communities

• Planning the SharePoint architecture, site provisioning, 

governance, administration and maintenance

• Best practices for assessing, transitioning and 

implementing SharePoint for managing content and 

records

• Explore the implications of an Enterprise Content 

Management (ECM) strategy in conjunction with 

SharePoint and Records Management

• Understand how to integrate SharePoint and migrate 

content into SharePoint and out to other information 

systems

• Using metadata, business classification scheme, taxonomy 

and setting retention plans

• Learn how to implement legislation, standards and 

regulation

• Create advanced polices and procedures

• Learn advanced concepts for managing information 

and records, such workflow, file plan, archiving, auditing, 

compliance and version control
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YOUR DETAILS

Name (Mr/Ms): .........................................................................................................................................................................................................................
Position: Organisation:  ..........................................................................................................................................................................................................
Address: ...................................................................................................................................................................................................................................
................................................................................................................................................................................................................................................
................................................................................................................................................................................................................................................
City / Country: ..........................................................................................................................................................................................................................
Telephone / Fax: ......................................................................................................................................................................................................................

METHOD OF PAYMENT

 Please find enclosed a cheque made payable to EuroMaTech

 Please invoice me

 Please invoice my company as follows:

Contact Name: ........................................................................................................................................................................................................................
Company Name: .....................................................................................................................................................................................................................
Address: ....................................................................................................... ...........................................................................................................................

Disclaimer

EuroMaTech reserves the right to alter the content, location of the Seminar, or the identity of the speakers in case of events beyond our control.

*VAT Announcement: The Government of UAE have introduced Value Added Tax (VAT) on goods and services from 01-January-2018. In compliance with the legislation issued 
by the UAE Government, we will be applying a 5% VAT on the fees for all our programs and services offered from January 2018 as applicable and stipulated in the FTA circulars.

Cancellation Policy

Request for seminar cancellation must be made in writing & received at EuroMaTech three weeks prior to the seminar date. A U.S.$250/- processing fee will be charged per 
delegate for each cancellation. Thereafter, we regret that we are unable to refund any fees due, although in such cases we would be happy to welcome a colleague who would 
substitute for you.

EASY WAYS TO REGISTER

Telephone: +971 4 4571800 to 
provisionally reserve your place.

Fax your completed registration 
form to: +971 4  4571801

E-mail to us:
 info@euromatech.ae

Complete & return the booking form with cheque to:
EuroMaTech P.O.Box 74693, Dubai - U.A.E.

SEMINAR DETAILS

Documentation
High Quality material has been prepared by the Seminar Leader for 
distribution to delegates. In addition a special note pad to facilitate 
note taking will be provided.

Certificates
A Certificate of Completion will be issued to those who attend & 
successfully complete the programme.

Schedule
07:30  –  08:30 Welcome
08:30  –  10:15 First Session
10:15    –  10:30 Coffee Break
10:30   –  12:15 Second Session
12:15    –  12:30 Coffee Break
12:30   –  14:00 Third Session
14:00  –  15:00 Lunch
15:00  –  16:00 Open Session

Hotel Accommodation
EuroMaTech has negotiated special rates for a limited number of 
rooms in the hotel. Early registration will help to secure a room at 
the reduced rate.

Registration & Payment
Please complete the registration form on this page & return it to us 
together with your cheque made payable to EuroMaTech.

For Further Information, Contact Your Nearest EuroMaTech Office:

U.K. Office
109 Mount Pleasant
Liverpool L3 5TF, United Kingdom
Telephone +44 151 709 7100    Fax +44 151 709 7181

Middle East Office
P.O. Box 74693, Dubai, United Arab Emirates
Telephone : +971 4 4571 800    Fax : +971 4 4571 801

Email Address
info@euromatech.ae

Website
www.euromatech.com

4 DATE VENUE FEE($)

08 - 12 Sep 2019 Dubai US$4,950

This fee is inclusive of instruction materials, documentation, lunch, coffee/tea breaks & snack. All Fees are subject to 5% Value Added Tax (VAT).*
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