
Check out our website to see what we’ve 
been doing to help clients leverage 
SharePoint for collaboration and 
communication.

We have a team of experts that 
understand what it takes to
successfuly deploy collaboration sites.

www.kieferconsulting.com

Bringing a team together or creating a centralized 
portal to collaborate is easy with SharePoint. A 
great collaboration site delivers a document library 
with co-authoring capabilities, task lists, calendar 
items, and a place to connect with team mambers 
and project stakeholders.

Is your organization looking for new and better ways to collaborate? If so, you 
may want to invest in building a collaboration portal to share information, 
store critical information, share documents and stay connected. We have a few 
best practices that can help you build a better collaboration portal!

Build a Better 
Collaboration Portal!

Information Architecture
You’d never build a house without blueprints. 
Information Architecture is the hierarchical list of site 
content, search keywords, data types, and other 
concepts.

If you plan on using SharePoint as your 
collaboration portal platform (and we think 
you should), be sure to answer these 
Information Architecture questions.

Key Features
of a Collaboration Site

The experience is personalized 
based on the users permissions. 
The customized user experience 
presents only the information 
the user has permission to view.

The information you 
need based on  your 
role.
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What kind of content will you have on 
the site? How will that translate into 
sub-sites, lists, libraries, and so on?

How will information be presented in 
the site?

How will site users navigate through 
the site?

How will information be targeted at 
specific audiences?

How will search be configured and 
optimized?

YOU CAN 
CO-AUTHOR

Once you determine what content you 
will have in your collaboration site

Team members can collaborate and and make 
changes to a document at the same time.

The integrity, confidentiality, and privacy of your organization’s 
mission-critical information rests on how secure you make your site — 
specifically, who can access your site.
Granting and restricting access to your site is called managing 
permissions, and it’s one of your most important responsibilities as a 
site owner.

Permissions & Governance

SharePoint Search is Awesome!
Search allows users to easily connect to the 
information they are looking for.

A good collaboration site 
connects users to content in a 

personalized experience!

Because SharePoint is an 
integral part of Office 365, 
team members can see calendar 
items and are notified in 
Outlook when tasks are due.
 

Integration with 
Office 365

CO-AUTHOR in 
REAL-TIME
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If you are not fully utilizing SharePoint and Office 365, you can 
start using SharePoint to create a collaboration site for a team 
or a project. If you have Office 365, you have SharePoint!

Leverage your 
investment 

Real Time Co-Authoring:
Ensure documents are up to 
date by enabling this feature.

Tasks:
A task list in the collaboration 
site notifies team members 
when assigned tasks are due.

Calendars:
Key dates and milestones 
and be managed in a list. 
Team members can be
notified when they have 
action items.

Document Library:
Team or project documents 
are all in one place.

An intranet is where you go to get information. A collaboration portal is where you go to do work!


