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▪ Coronavirus and the COVID-19 
pandemic caused a rapid shut down 
of our daily lives

▪ Knowledge workers find themselves 
in a position of continuing to work

▪ Business are attempting to continue 
“business as usual” through new and 
often foreign solutions

▪ April 3: Zoom claims an increase from 
10m to 200m daily users

▪ April 30: Microsoft claims nearly 
100% increase in usage of Teams 
with “2 years’ Digital Transformation 
in 2 months”



4 Key Considerations in Successfully Working from Home



“Experts recommend sticking to your 
daily routine, even while working from 
home”

New Yorkers:

▪ Keep your daily/ weekly routines

▪ Build a "wall" (virtual and physical) 
between private life and work 

▪ Use time boxing for private tasks 

▪ Do everything you do at 100%

▪ Get away from distractions

▪ Manage familial expectations



▪ Establish an understanding of your 
available infrastructure

▪ Do I have VPN?

▪ Do I have a COMPUTER?

▪ Do I have permissions?

▪ What tools are available to me?

▪ Identify your data

▪ What workspaces contain my data?

▪ Is my information electronic?

▪ Stay organized!



▪ Define a cadence with your team

▪ Do we/Why have standard working 
hours?

▪ Update your calendar

▪ Set your status

▪ Agree on technology

▪ Ask questions and Clarify 
understandings!!!!!

▪ Know how to get help

▪ Make plans



▪ Send an agenda

▪ Keep them short

▪ Engage with Technology (video, 
polls, etc)

▪ Share your screen (and know how to 
share screen vs app etc)

▪ Wrap up loose ends and next steps

▪ Have a break

▪ Have fun



Technology – and Physical Preparation – for the WFH Era



Video Conferencing

▪ Video

▪ Computer Audio and/or Dial-in

▪ Meeting Chat

▪ Screen Sharing

▪ One-to-One or Group Chat

▪ Immediate need

Collaboration

▪ Shared Files

▪ Persistent Threaded Discussions

▪ Organized content

▪ Tagging (people and content)

▪ Platform and 3rd party solutions

▪ Long-term
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▪ Deep breath …

▪ What has your organization provided you? Guidance? Technology? 

▪ What personal needs do you have?

▪ What is your ARMA Chapter doing? Rest of your region?



The Workspace

▪ Monitors (2 is nice, 3 is heavenly)

▪ Video equipment?

▪ Handsets? Headphones? Or 
Speakers? Microphones?

▪ Lighting? Fans and Outside noise

▪ Clutter?

▪ Where do I look?

The Headspace

▪ Look like a Pro (at least half)

▪ Find a quiet space

▪ Give yourself time to breathe before 
and after calls

▪ Mute – Unmute, then Mute again!

▪ Expect Family Interruptions 





Information Governance and the WFH Era



Information Governance and the WFH Era



▪ Accessing Paper Records

▪ Shadow IT

▪ Sudden surge to online tools

▪ Managing Your Data Map

▪ Executing Your File Plan on New 
Spaces

▪ Collaboration vs Records



US National Archives Pandemic FAQ 
on Records Management

▪ On email: “Teleworking employees may find 
that they use personal email accounts … to 
communicate for work. Please note the Federal 
Records Act requires federal employees … to 
copy their electronic messages to an official 
account … within 20 days”

▪ On Teams, Zoom, etc: “... continue to manage 
the records created with these tools as they 
would have had the meetings been held with 
the same technology while in the office.”

▪ On printouts: “If printouts contain unique 
information, including handwritten notes, they 
may need to be managed separately from 
electronic files that lack this information.”

2020 Australian Public Sector 
Records Readiness Report

▪ Expand automation in records management 
processes, to avoid falling further and further 
behind in their efforts to classify and transfer 
records.

▪ Simplify or remove users altogether from 
records management processes, to lead to 
more successful information management 
outcomes.

▪ Address the information as part of a risk-value 
framework and invest appropriate effort, as 
only 13% of respondents said they have 
oversight of all information across their 
agency.



Team Space

• Distinct group of 
users, 
collaborating and 
storing common 
info

• Generally part of 
organizational 
teams

Project Space

• Dynamic Group
• Spanning 

different org 
hierarchies

• Exist only during 
life of project

• Typically follows a 
structure

Communities

• Suited for mass 
collaboration 
initiatives

• Large group of 
users, cross dept 
or discipline

• Persistent 
knowledge 
collection

Personal Space

• Save and share 
personal 
documents

• Files and 
information not 
necessarily for a 
team

• Ad-hoc sharing

Extranet Space

• Securely share 
and collaborate 
with external 
parties

• Audited and 
controlled

Public Site

• Company Info
• Brochures
• Promotion

Intranet Portal

• Latest news and events
• Latest policies, procedures, and forms
• Access to Telephone Directory and Search
• Links to other LOB systems

My Profile

• Contact Info
• Profile Pic
• Expertise 

Employee External
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IN Records and Archiving

• Classify, Tag (metadata), and Manage as Records
• Lifecycle and Retention Management
• Audit, Discovery, and Compliance

Office 365 and related 

Collaboration solutions have 

ushered in a new era of 

Governance for IT.

Don’t try and organize your 

information by department… 

think about the information type 

instead.

The shift from Records 

Management to Information 

Governance is a great 

compliment to IT governance.



1. Prepare yourself

2. Identify resources

3. Create a Plan (your 
team, your family, 
your workspace)

4. Accept Change

5. Bring Solutions to IT



Download this Presentation and Resource Guide
at www.avepoint.com/presentations


