How to keep your Confluence up-to-date
with content lifecycle rules

Manage quality, expiration, usage and archiving of your Confluence content
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© Gold Marketplace Partner
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Content Lifecycle Management
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What is content lifecycle?

Why managing the lifecycle of different content types matter

The Life Cycle of Content

Capture information
You can take notes
and compile research
in your ECM system

Delete old content
ECM systems
automatically delete
old, unused content

to save space

Publish content
You can use your ECM
system to publish
content on your
website or on
your intranet

Archive content
ECM systems
backup and archive
content automatically
so you never lose it

Source: https://lwww.atlassian.com/software/confluence/ecm/guide



Key benefits of content lifecycle management

Why managing Confluence content lifecycle makes a difference

o
1. Saves money by automating the quality control of Confluence content ~ &~
ar v
“[...]As an Atlassian Consultant, I have seen the app help different customers
minimize the effort required for managing their content.” - Dennis (Atlassian
Consultant)
2. Improves productivity by clearing obsolete content from Confluence
“We had been needing a solution like the Better Content Archiving app for years, ‘
as our knowledge repository surged past 1 million pages and 1,000 spaces.” - Vv “'
PayPal (customer) H

3. Maximizes your investment in Confluence by boosting user adoption

“Better Content Archiving takes the pain out of ensuring that large Confluence
instances stay fresh, which aids user adoption and discovery of good content.” -

Appfire (customer)
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Configuring lifecycle rules

Customize your rules for page view tracking, page expiration tracking and content archiving

Further Configuration Archiving Configuration

8ackup Administration Name” | Archiving policy for sales reports

Manage Referrers Global runs () Enabled

Languages ‘When checked, the job will periodically run on these spaces. It will also run by global manual starts.

When unchecked, the job will ony run on these spaces by sin ce manual starts,

Shortcut Links

External Gadgets Page view tracking

IFAPAGEIS @
Global Templates and Not viewed for|200 | days

elueprints THEN @ Count the page as not-viewed
Import Templates AND
Recommended Updates Notify author
Email Notify last modifier
Mail Servers ¥ Notify space administrators
User Macros ¥ Notify space creator
Notify supervisors:
In-app Notifications yep
Hipchat Integration Page expiration tracking
Attachment Storage IFAPAGEIS ¥ Not updated for 365 | days
OR

Spam Prevention

v i o) e
PDF Export Language Labeled with expire-yy/mm/dd| or expire-single-yy/mm/dd

Support THEN @ Count the page as expired
Configure Code Macro AND
Office Connector ¥ Notify author
v
Lucidchart OnPrem Notity last modifier
Configuration ¥ Notify space administrators
¥ Notify space creator

Configure GoEdit
Notify supervisors: | Select one or more users

WebDAV Configuration

Page archiving
ATLASSIAN MARKETPLACE

IF A PAGE IS Not viewed for|390 | days
Find new add-ons
AND ¥
Manage add-ons
Not updated for 400 | days
GLIFFY PLUGIN OR
Configuration Labeled with archive or archive-single oOr arch /mm/dd Or archive-singl d
Al Gliffy Diagrams THEN @ Archive the page
AND
License
Notify author
USERS & SECURITY Notify last modifier
Users Notify space administrators

Groune Notify space creator



Configuring lifecycle rules for page view tracking

Define the rules for tracking and reporting not viewed pages

= xconﬂuence Spaces v  People Create s+

Confluence administration

CONFIGURATION Configure Archiving

General Configuration

Archiving Configuration

Further Configuration
Backup Administration Name” | Archiving policy for sales reports

Manage Referrers Global runs ¢/ Enabled

When checked, the job will periodically run on the: also run by global manual starts.

Languages

When unchecked, the job will only run on thes y single-space manual starts.

Shortcut Links

External Gadgets Page view tracking

2 s
Global Templites and IF APAGE IS Not viewed for 200 | days

Blueprints THEN @ Count the page as not-viewed
Import Templates AND

Recommended Updates ¥ Notify author

Email Notify last modifier

Mail Servers LI Notify space administrators
User Macros L Notify space creator

¢ Noti A = .
In-app Notifications ¢! Notify supervisors: || casey % || holliemarks %




Configuring lifecycle rules for page expiration tracking

Define the rules for tracking expired pages and content archiving

Hipchat Integration
Attachment Storage
Spam Prevention

PDF Export Language
Support

Configure Code Macro
Office Connector

Lucidchart OnPrem
Configuration

Configure GoEdit

WebDAV Configuration

ATLASSIAN MARKETPLACE

Find new add-ons

Manage add-ons

GLIFFY PLUGIN

Configuration
All Gliffy Diagrams

License

USERS & SECURITY
Users
Groups

Security Configuration

Page expiration tracking

IF APAGE IS

THEN

¥ Not updated for 365 | days

OR

¥/ Labeled with expire-yy/mm/dd or expire-single-yy/mm/dd
@ Count the page as expired

AND

¢! Notify author

v
¥ Notify last modifier

Notify space administrators

| Notify space creator

L3

Notify supervisors: [ casey % | holliemarks %

Page archiving
IF A PAGE IS

THEN

¢! Not viewed for 390 | days

AND ¥

¥ Not updated for 400 | days
OR

¥ Labeled with archive or archive-single or archive-yy/mm/dd or archive-single-yy/mm/dd

@ Archive the page

AND

¥ Notify author

[} Notify last modifier

¥ Notify space administrators
[l Notify space creator

¥ Notify supervisors: Itgja;iarxi




Browsing archived content

One archive space is created for every current space

= & Confluence Spaces v

Q Customer Service

[ Pages
99 Blog
SPACE SHORTCUTS

Here you can add shortcut links to the most
important content for your team or project.

Configure sidebar.

PAGE TREE
> ITIL
¥ Reports

> Daily Service Desk Requests

v Helpdesk Reports

> Helpdesk Reports - 2018

> Proactive Service Requests Rep...
> Service Desk
> SLAs

w

People Create e+

Dashboard &8 @

Service Desk

This position has overall responsibility for the day t
be needed to handle staffing and call handling and
Leaders or Supervisors to provide management sug
the Service Desk Incident resolution rate, average ¢
may be helpful to create a dedicated role(s) for the
of answering the phones. This could be a dedicatec

KEY ROLES & RESPONSIBILITIES

® 1st Level Support
* Incident Coordinater Role

Problem Management

This role is responsible for both reactive root-cause
organisations but in a large organisation there may
technical area. Where the team has split responsibi
duplication of effort is not made for similar or iden
Availability Manager, Capacity Manager or IT Servic
or across Support Groups to prevent conflicts of ot
always take precedence and the pro-active respons

mnmna Tha NDeahlan Mannanare chacld alea ke nosdene

= & Confluence Spaces v

Q Customer Service (Archive) ¥

[ Pages
99 Blog
SPACE SHORTCUTS

Here you can add shortcut links to the most
important content for your team or project.

Configure sidebar.

PAGE TREE
> ITIL
v Reports
v Helpdesk Reports
> Helpdesk Reports - 2015
> Helpdesk Reports - 2016
> Helpdesk Reports - 2017

People Create  +e

Dashboard &

Choose a report category to explore:

® Daily CSR Performance Report

® Daily Dispute Report

® Daily proactive SR

® Daily Service Desk Request and Activit
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Understanding your content quality

Global report about the current state of your Confluence content

People Create

Confluence administration

CONFIGURATION
General Configuration
Further Configuration
Backup Administration
Manage Referrers
Languages

Shortcut Links
External Gadgets

Global Templates and
Blueprints

Import Templates

Recommended Updates
Email

Mail Servers

User Macros

In-app Notifications
Hipchat Integration
Attachment Storage
Spam Prevention

PDF Export Language
Support

Configure Code Macro
Office Connector

WebDAV Configuration

ATLASSIAN MARKETPLACE

Find new add-ons

Content Quality

Quality Statistics ror 34 spaces updated 7 minutes ago

Recalculate Re-build content event index

Got feedback?

Quality Up-to-date Expired Viewed Not-viewed Pages in Pages in Total pages
pages pages pages pages fresh space archive space produced

TOTAL 78% 2169 61% 1345 39% 3367 96% 147 4% 1| 3514 98% 50 2% 3564

7% 116 59% 80 41% 187 96% 9 4% 1§ 196 89% 22 1% 218
Auto-Nomous Inc. 60% 29 71% L ___ B 41 41
Beem Inc. 70% 14 26 16 542 28 94 2 6% — 30 100% 30
FitBand Inc. 75% 1653 1447% 29 97 1 3% i1} 30 100% 30
Ha-Lo Pharmaceuticals Inc. 88% | 87 10 87
Mindwars Inc. - Scroll versions 81% 3 38 8 100¢ 0 0% | 8 22 74% 30

78% 758 57% 569 43% 1315 100% 12 0%  on— | 1327 99% 11% 1328
Conference Presentation Guide 100% 251 100 0 251 100% SR 251
Content Development 68% 86 36 149 64% 235 100% | e— 235
Marketing resources 79% 80 593 55 41% 135 100% 009 | 135
Paid Media 51% 170 174 94% 12 6% L} 186
Product Concept 67% 44 34 85 66% 129 100% 009  — | 129
Product Marketing Collaboration 77% 85 45% 002 I 193
Research 100% 173 100% 0 173 1005 [— 173
User Assistance Guidelines 50% 00% 25 100% 25100 0o — 2596 14 26

80% 815 70% 343 30% [ 1039 50% 119 10% . __ N 1158 97% 27 3% 1185
Clinnt Teai - 122 aso 2 co 141




Understanding your content quality

View the status of the pages in a space

& Confluence Spaces v People  Create

® Space Tools

5] Overview Permissions Content Tools Look and Feel

»

Templates Reorder Pages Page Status  Orphaned Pages

Page

v B Customer Service
M=
B CSR Manifesto
B Daily CSR Performance Report
B ITIL Framework
B Program management
B Service Management
v B Reports
> B Daily Service Desk Requests
B Financial report - Q3 2016
> B Proactive Service Requests Report
v B Service Desk
B 1st Level Support
B 2nd & 3rd Level Support
B Change Management Role
B Incident Coordinator Role
B Newcomer Onboarding Manual
B Problem Management Role
B SD Reports

> B SLAs

Attachments Trash Export Import RSS Feeds

Status Last Updated

UP-TO-DATE a minute ago (dalia)

UP-TO-DATE yesterday at 5:14 PM (levente)
519 days ago (carol)

yesterday at 5:14 PM (levente)
497 days ago (dalia)

19 days ago (levente)

519 days ago (robert)

448 days ago (levente)

$
g
:

491 days ago (dalia)
IVED. 48 days ago (carol)
497 days ago (levente)
30 minutes ago (dalia)
UP-TO-DATE 14 minutes ago (casey)
UP-TO-DATE 4 minutes ago (dalia)
519 days ago (levente)
498 days ago (levente)
51 days ago (robert)
19 days ago (carol)

T
“d“HEEHHE

TO BE ARCHIVED 56 days ago (levente)
D 439 days ago (robert)

i
:

Powered by Atlassian Confluence 6.7.0 - Reportabug - Atlassian News

A ATLASSIAN

Last Viewed

yesterday at 5:16 PM (levente)
3 minutes ago (dalia)

12 days ago (levente)
yesterday at 5:14 PM (levente)
yesterday at 5:15 PM (carol)
yesterday at 5:16 PM (levente)
3 minutes ago (dalia)

433 days ago (levente)
yesterday at 5:16 PM (carol)
433 days ago (levente)

448 days ago (daliz)

433 days ago (levente)

4 minutes ago (casey)

4 minutes ago (dalia)

497 days ago (levente)

498 days ago (levente)

2 minutes ago (dalia)

7 days ago (lev

te)
a minute ago (carol)

433 days ago (levente)




Understanding your content quality

View the status of a single page

& Confluence spaces v

e Dashboard / Customer Service / lTth # Edit T Saveforlater © Watching <% Share
@

ITIL Framework

This page is up-to-date

”» Why are we intoruducing ITI © Last updated: 7 days ago (levente on Sep 20, 2018 15:54)
T-g Last viewed: a minute ago (robert on Sep 27, 2018 14:30)
) the cc
* Proven, widely used framewor Discuss  Set expiration ~ Set archiving <=+ ind goals of the business
e Provides a common business lai i to launching and maintaining IT services
* Creates a communication path be nent plan for assessing operational health, predictability, and accountability for all IT

Enables the collection of valuable t Aligns IT services *

organization for IT organizations o Provides a struc#ge staff towards a common goal
'T organization and the business ¢ Provides a prc
on about service provided by an services

If you are interested in learning more about the . ;
Provides

Small Organisation ITIL Structure

Service Desk | | Infrastructure | |BullnnnAmlysh

[ I

* Incident Mgmt + Business Analysis

« Problem Mgmt + Project Management
- Service Requests SUPHOT + Change Management
+ Change . Mgmt

« SLA Reporting * 2nd/3rd Level Support « Account Management

fo] * Vendor Mgmt * Problem .
* Design & Planning

+ Maintenance



Understanding your content quality

Keep data security regulations (GDPR) by hiding usernames

& Confluence Spaces v  People Create  +s+ °

Q Dashboard / ITL & @ oh # Edit W Saveforlater © Watching <% Share  ***

ITIL Framewc

This page is up-to-date LT upda!er Y L Vls@

Last updated: 4 days ago (lev 2018 11:03)
99 Your role in introducit ° Last viewed: 20 minutes ago (undisclosed user o 05)
Last viewer username is hidden’
fg We are doing this becaus 4 Discuss ~ Set expiration ~ Set arcth
& A T Sa VT 08 S O (s Process mprg

— > "o,
Provides a structured approach to launching and maintaining IT services "
Provides a proactive management plan for assessing operational health, predictability, and accountability for all IT services

Provides a method to engage staff towards a common goal

ITIL Service Lifecycle
ITIL Service Management supports this transformation through the use of the Service Lifecycle, which is split into 5 distinct lifecycle stages:

 Service Strategy
* Service Design

& Confluence Spaces v People Create  +++

@ Customer Service & Space Tools

Overview Permissions  Content Tools Look and Feel Integrations  Archiving

[ Pages

G.ast updater username is viaible) (Last viewer username is hi@
99 Blog

Templates Reorder Pages Page Status  Orphaned Pages ~ Undefined Pages  Attachments Trash Export Import RSS Feeds

SPACE SHORTCUTS

Here you can add shortcut links to the most

Page Status Last Updated Last Viewed
important content for your team or project.
Configure sidebar. ~BImL 18 minutes ago (lev 22 minutes ago (u

B Company facilities 21 minutes ago (levente) 20 minutes ago (u

B CSR Manifesto 749 days ago (levente) yesterday at 5:01 PM (undisclosed u
B Daily CSR Performance Report 230 days ago (levente) 230 days ago (undisclosed user)

B Engagement metrics 18 minutes ago (levente) 18 minutes ago (undisclosed user
B Extending business solutions 19 minutes ago (levente) 19 minutes ago (undisclosed

B Financial report - Q3 2018 229 days ago (|

about an hour ago (undisclosed user)
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Notification emails to stakeholders

Reporting not viewed pages to stakeholders (page owners, space admins, last modifiers, etc.)

MIDORI 4 - IS

Mail ~ “ Remove label (1] [ - - More ~ 40f17 & > Q-
[Sigma Inc. - Corporate Intranet] 11 page(s) not viewed recently ST

Inbox Confluence Archiving Plugin 9:59 AM (31 minutes ago) « [+
Starred tome |~

Sent Mail

Drafts

System email You received this email, because you (levente) are the creator of these spaces.

More ~ :
11 page(s) not viewed recently

Please check their relevancy, and consider archiving them.
(Clicking the page links below will not update the "last view” date of the page.)

Auto-Nomus Inc

4 pages not viewed for 146+ days.
(View alert limit: 100 days.)

@ Agreement for Plan of Merger (Legal)  [archive]  (last viewed by levente 164 days ago)
@ NHTSA audit - March 2018 [archive]  (last viewed by mark 146 days ago)

@ Scope of work - Autopilot Project  [archive]  (last viewed by robert 166 days ago)

@ Tax sharing agreement  [archive]  (last viewed by levente 216 days ago)

FitBand Inc

7 pages not viewed for 102+ days
(View alert limit: 110 days.)

@ FDA Audit Results  [archive]  (last viewed by levente 199 days ago)

@ Non-compliance list  [archive]  (last viewed by levente 123 day ago)

@ Incident Coordinator Role  [archive]  (last viewed by levente 179 days ago)

(© Missed SLA reasons  [archive]  (last viewed by levente 117 days ago)

( Channel location contacts  [archive]  (iast viewed by levente 150 days ago)

@ HIPAA certification requirements  [archive]  (last viewed by levente 298 days ago)
@ Reseller contract template  [archive]  (last viewed by levente 102 days ago)

an automatic me:

he Archiving Plugin for Confluence (got feedback?



Notification emails to stakeholders

Reporting expired pages to stakeholders (page owners, space admins, last modifiers, etc.)

MIDORI j+§ 3 - |

Mail ~ “ Remove label (1] [ - L More ~ 10021 < > f o B2
[Sigma Inc. - Corporate Intranet] 20 page(s) expired SR eI

Inbox Confluence Archiving Plugin Feb8 « |-
Starred tome |~

Sent Mail

Drafts

System email YYou received this email, because you (levente) are the supervisor of these spaces.

More v

20 page(s) expired

Please check their validity, and make any necessary updates.
(If no real change is necessary, open the page in the editor, add a space character somewhere and save it to update the timestamp. Otherwise they may be archived without further notice.)

Boston Dynamics Inc

18 pages not updated for 169+ days
(None will be automatically archived. as that is tumed off)

@ Business Proposal  [edit] [archive] (marked as expired by robert 210 days ago)

@ Change Management Role  [edit] [archive]  (not updated for290 days)

@ Client Insights  [edit] [archive] (notupdated for 210 days)

@ Daily active user metrics  [edif] [archive]  (marked as expired by nathan 290 days ago)
BHr processes [edit] [archive]  (notupdated for 240 days)

(3 Incident Coordinator Role  [edit] [archive]  (marked as expired by levente 245 days ago)
(3 Monthly active users metrics  fediil [archive]  (not updated for 250 days)

@ Non-disclosure agreement - template  [edit] [archive]  (not updated for 220 days)

[% Proactive Service Requests Report  [edif] [archive]  (nof updated for 279 days)

@ Service Desk Reports  [edif] [archive] (marked as expired by carol 252 days ago)

plus 8 more pages in Boston Dynamics Inc..

People Operations
2 pages not updated for 49+ days.

(None wiill be automatically archived, as that is tumed off.)

@NewcomerOnboarding Guide [edif] [archive] (not updated for 49 days)
3 Problem Management Role  [edit] (archive]  (not updated for 59 days)



Notification emails to stakeholders

Reporting archived pages to stakeholders (page owners, space admins, last modifiers, etc.)

MIDORI 4 - IES o8

Mail ~ “ Remove label (1] u - - More ~ 4of21 < > o 28
[Sigma Inc. - Corporate Intranet] 13 page(s) archived Systom email " x

Inbox Confluence Archiving Plugin 10:45 AM (24 minutes ago) - -
Starred tome [~

Sent Mail

Drafts

System email You received this email, because you (levente) are the author of these spaces

More »

13 page(s) archived

The following pages have been archived
(The links below display the archived pages, not the fresh ones.)

Client Training
§ pages have been archived.

(2 How to create a client onboarding training? (not viewed for 600 days)

@ New Year Resolution List (labeled with archive by levente: "Put this to bed and let's create a new one!”)

@ Technical contact list (not updated for 400 days)

% Video tutorials for previous plugin versions (labeled with archive by casey: “This method is not applicable for new versions.”)
2 User Manual for course attendee registering software (not viewed for 250 days)

User Assistance Guidelines

8 pages have been archived.

@ Application for B2B service extention (labeled with archive by levente: "This is obsolete now.")
Lead nurturing - An ultimate guide (2016) (labeled with archive by levente)
© Normal Operating Procedure (1abeled with archive by levente)
% User guides (labeled with archive by levente: "A fully revamped version of this will be introduced.”)
2 Short list for e-commerce operators in India (labeled with archive by maria: "Tender has been closed.”)
@ Yearly Market Research contract - with updates (labeled with archive by robert)
(2 Rebranding communication campaign action-items (not viewed for 298 days)
B cons and pros of getting a mediator for office debates (1abeled with archive by levente)

om the Archiving Plugin for Cos

got feedback?

)e
L2
c



onfiguring lifecycle rules

Customize the notification emails sent out to stakeholders

& Conflu

ce

Spaces v

People Create

Confluence administration

CONFIGURATION
General Configuration
Further Configuration
Backup Administration
Manage Referrers
Languages

Shortcut Links
External Gadgets

Global Templates and
Blueprints

Import Templates

Recommended Updates
Email

Mail Servers

User Macros

In-app Notifications
Hipchat Integration
Attachment Storage
Spam Prevention

PDF Export Language
Support

Configure Code Macro
Office Connector

WebDAV Configuration

ATLASSIAN MARKETPLACE

Find new add-ons

"Non-viewed pages" Notification Email

Save  Close

Email subject

${pages.size()} page(s) not viewed recently

Content

## email notifi

#parse("/templates/email/html/includes/constants.vm")
#parse("/templates/email/html/includes/custom-header.vm")

<h2>${subject}</h2>
<p>

Please check their relevancy, and consider archiving them.<br/>
<small>(Clicking the page links below will not update the &quot;last view&quot; date of the page.)</small>
</p>

<div>
#foreach($space in $spacesToPages.keySet())
#set($pagesInSpace = $spacesToPages.get($space))
#set($pageCol = $pagesInSpace.nonLimitedSize)
#set($lastviewedPageAgeInDays = $pageStatsTool.getlLastViewedPageAgeInDays($space, $spacesToNotViewedPages))
#set($archivingConfiguration = $pageStatsTool.getArchivingConfiguration($space))

<h3><a hre
<p>

${baseurl}/pages/listpages-dirview.action?key=${space.key}">${space.name}</a></h3>

<b>$pageCount</b> pages not viewed for <b>$lastViewedPageAgeInDays+</b> days.<br/>
<small>(View alert limit: <b>$archivingConfiguration.pageviewAlertAge</b> days.)</small>
</p>
<div class="page-list">
#foreach($page in $pagesInSpace)
<div class="page-item
## e h

. .g
<img src="cid:page-icon@midori-global.com” />

<a href="${baseurl}/pages/vieupage.action?pageId=${page.id}&ap_novt=1">$webwork.htmlEncode($page.title)</a>

<span class="ops">

<span class="op">[<a href="${baseurl}/archiving/quick/archive.action?pageld=${page.id}">archive</a>]</span>

</span>
<small class="smalltext">

Tip: hit CTRL+S in the editor for quick save

(last viewed by #if($lastView.viewerName)$lastView.viewerName#else$action.getText( anonymous.name')#end $generalUtil.getRelativeTime($lastView.viewDate))

</small>



MIDORI j*§
Thank youl!

Try Better Content Archiving free
on the Atlassian Marketplace

Levente Szabo ° levente.szabo@midori-global.com



