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What is Managed Metadata?

What is Managed Metadata®?

Stop editing this list

All Documents  »-- Find a file ol
v O Name Modified Modified By Department +
@%  BennetPope Account Period 2013 -2014 ... March 12 Peter Connelly Finance
# |@%  Chevron Enterprised Account Listings ws  March 12 Peter Conr{%} sale
@& Invoices - Checked S =
@5  Invoices - Paid @ Replace all selected values with these terms

O Add these terms to all selected fields

uL Invoices - Pending (O Remove these terms from all selected fields

&  Sample Data sale| l@‘:'

shelflife . [l Suggestions
Sales [Department]
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Managed metadata was introduced to SharePoint in 2010 and is available in SharePoint 2013. It
provides a centrally managed and organised collection of terms that are used in your business. These
terms can then be tagged onto files, items and pages in lists and libraries to assist with organising
and searching for content.

How can your business benefit from such a service? Often, many end users that are editing
properties of files, pages and items in SharePoint are often not sure of what to put in a field. If they
were to leave it blank or make up a value, this could cause issues with consistency and accuracy.
Incorrect declaration of properties can also negatively impact searches. When other users are
consistently using known keywords to tag essential documents, deviating from this can lead to the
absence of content in a search.

Other business processes may rely on the accuracy of properties added to a file, page or item. For
example some more advanced workflow may make logical choices based on the data added to these
fields. Without this data being present or relevant, the workflow may fail.
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Before Managed Metadata

Before the Managed Metadata service was introduced, users in previous versions of SharePoint
came up with inventive ways of implementing term management systems. Some site owners set up
lists and used list lookup columns to allow users to tag properties from the list onto their content.
Other users used choice columns however, the more choices there were, the less user friendly it
was. Sometimes if these columns are successful, they may be created as site columns that can be
used across an entire site collection (if declared at the site collection level). The issues with all of
these options is that none of them are available across all of a business’s SharePoint sites are limited
at the site collection level. Users could recreate these options in other site collections but risk terms
becoming inconsistent as changes will not be replicated to their copies.

F 4#) Microsoft’
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E

3.0ffice SharePoint
Server 2007

Choice Columns List Look Up
Site Columns

Columns

Terminology
Governance Third Party Tools
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Using Managed Metadata

For users who are new to the concept of managed metadata may be wondering where it can be
used in SharePoint and once it has been added, how to use it. The following section will be covering
these areas including tips and descriptions to help you as both a site owner and an end user.

Where can I use Managed Metadata?

As a site owner in SharePoint you have the ability to add columns to a list or a library to allow
additional properties to be tagged onto content. In SharePoint 2013 team sites, users in the Member
group are given the Edit permission level. This means that they can add, edit and delete apps as well
as content. If this permission level has not been adjusted by your business, you may be able to add a
column to a list or library as a member. The Create Column button appears in the List or Library tab
as shown in step 1 below:

FILES | LIERARY
] 1 [ - Cueent View:
4 i 1
AR i« uments -
View Quick Create Tags &
Edit View clrrent Page MNotes

View 1 fManage View Tags and Notes

When adding a columns to a list or library it is the managed metadata column type that you will
need to select in order to tie it to your businesses managed metadata service.

Name and Type 2. Enter a name for

R Column name: the column
elect the * @
on you 3. Select the managed

The type of information in this column is:
metadata column

)Single line of text

) Multiple lines of text type
) Choice (menu to choose from)
) Number (1, 1.0, 100) .
(_JCurrency (%, ¥ €) Tlp
(O Date and Time
() Lookup {information already on this site) Q The document
(O ¥es/No (check box) information panel
O Person or Group for Office 2007

O Hyperlink or Picture does not support

() Calculated (calculation based on other columns)
managed metadata

(_) External Data .
(®) Managed Metadata +I( 3 fields

o Earlier versions of client programs might not support this type of
'Q‘ # column. Adding this column might block those programs from
saving documents to this library.
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specity detailed options

for the type of

T

Require that this column contains information:

5 — (JYes (®NMNo

Enforce unique values:
Oves @no+—( 6

@i- il Add to all content types

Multiple Value field -
e [] Allow multiple values <« 8

Display Value:
(® Display term label in the field

() Display the entire path to the term in the field

0
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Enter a description
to help your users
understand the

context of the field

Choose whether it
is mandatory to
add a value to this
field

Once a keyword is
selected, it cannot
be used again for
another item
sharing this column

By default, this
column will be
added to all content
types with this
option selected

Allows multiple
keywords to be
selected and

applied at once.

The default option
will display only the
keyword that was
chosen e.g. Blue or
the full path of the
keyword e.g.
Shoes, Suede, Blue
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(®) Use a managed term set: 10. Either search for
Find term sets that include the following terms. term sets
T # containing specific
(10} terms or use the
- (S TBDMMS + hierarchy below to

select a group or
After finding the term set term set to use

11. Optionally you can
choose to
customize the term
set at the column

for this columr kona

term to select the first

. level which allows
(O Customize your term set: *@ additional terms to
be added
Allow Fill-in 12. If a term set is
R X AIIow'FHI-m'choices:/-' open, allowing
to add OYes ®No4— 15 users to enter their

own values, select
allow ‘fill-in” choices
to enable this

i @__ feature for this
Default Value
e R W i Default value: i column

13. Optionally choose
an existing

keyword as a
14 )» o Cancel default value

14. Click OK to apply
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How do I use managed metadata?

Once you have added a managed metadata column to a list or library, you are then able to use it to
tag terms onto items or files. To do this, a user with contribute level access or higher can use Edit
Properties option. This is accessible from the item menu or ribbon for a selected item or file.

- Char Wi Cor Ao o+ B
g+ Annual report Shared with [ Sara Lonsdale, (| Rob Pratt, T Rob Pratt, and
¥ A 7 more
-5 Control report @ https://combinedknowledge.sharepoint.com/sites/TED/Annua
View Properties A
g3 Job functions e 2 .
EDIT SHARE F
W Materials usage R # Edit Properties
control
View in Browser
[k Metal Shaping s 09 December, 2013 Alex Fox Ling
E it
s
@-P FILES | LIBRARY
K Ll [ Check Out 2 o
e L LA Check In LA
MNew Upload New Edit View Edit
Document » Document Folder Document Discard Check Qut  Properties Properties
MNiew Open & Check Qut ag

On the edit properties page a managed metadata field can be identified from its double tag symbol
4. The field can be used in two ways from this form. Simply start to type the term you wish to use
in the field and suggestions starting with the same letters will be displayed.

Production Line

Iine|

Version: 6.1
Created at 07/10/20131

Last modified at 22/11/4

Suggestions
Line 1 - Wood Cutting [Production Ling]
Line 10 - Packaging [Production Ling]
Line 2 - Metal Shaping [Production Lineg]
Line 3 - Assembly [Production Ling]

A Curaine Brodiet il

Another way to add a term for users that are unfamiliar with the choice of terms your company may
have is to use the double tag to the right of the field. This will display the columns selected hierarchy
of terms, allowing you to drill down into the hierarchy and select relevant terms. If the column is
configured to allow it you may select multiple terms.
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Select : Production Line

¢/ New items are added under the currently selected item. Add New Item

4 ,j} Production Line

] All Production Lines

] Line 1 -Wood Cutting

=] Line 10 - Packaging

=] Line 2 - Metal Shaping

=] Line 3 - Assembly

] Line 4 - Cureing

] Line 5 - Base Paint Coating
] Line & - Primary Paint Colours
] Line 7 - Primany Double Coating
(=] Line & - Detail Painting

¥

Select > > line

Cancel

SharePoint 2013 and Quick Edit

In SharePoint 2010, users that had the Office 2010 client gained the benefit of using Datasheet
View. This allowed users to edit metadata in lists and libraries in a familiar spreadsheet style format.
Essentially this saved users a lot of time allowing them to edit metadata on mass rather than having
to edit properties item by item. Datasheet view did not support the managed metadata column, so
users still needed to use edit properties to complete the item or files metadata.

In SharePoint 2013, datasheet view evolved into Quick Edit. An on-mass editor, similar to datasheet
view that did not rely on functionality provided by an Office client. Quick edit also allowed users to
edit managed metadata on-mass with 3 additional options.

Quick Edit mode can be accessed by either clicking on the Edit option directly on certain lists or
libraries. The option is consistently available in the ribbon under the Library or List tab.

knuwledge@
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# new item or edit this list

All contacts e Find an item P‘

W ¥ ast Name First Name TMpany
Fredrick wes  Norman Rouse Products Inc

Thompson wes Migl Jewelers

Accessing quick edit from a list or library

ITEMS LIST
[[7 Madi Bw . Current View:
»F5 1]
m Create Column Al contacts =
fw Quick  Create
Edi View Navigate Up Current Page
View Format Manage Views

Accessing quick edit from the ribbon
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Interacting with a managed metadata field while in quick edit will provide you will the opportunity

to:

e Option 1 — Replace all selected values with these terms
e Option 2 — Add these selected terms to all fields
e Option 3 — Remove these terms from all selected fields

In SharePoint 2013 it is easier for end users to interact with managed metadata fields.

GIFS 27 November, 2013 Alex Fox
Ongoing
Performance 31 October, 2013 Mark Summers
Targets
A Green Train = ... Line 10 -
& | o Production 11 November, 2013 Mark Summers Packaging
Pack
L}
@¢ | Annualreport ... | 22 November, 2013 Alex Fox X @2 L
) Replace all selected values with these terms
Add these terms to all selected fields
Control report ... | 07 Movember, 2013 Chris Casi ) @3 L
_) Remaove these terms from all selected fields
% job functions ... |28 October, 2013 Mark Sum || |@G Like
Materials
3 08 November, 2013 | Mark sur AR
usage control
e Metal Shaping na Neramhar 2013 lav En Hail Line 2 - Metal
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Metadata Navigation

Lists and libraries also have an option called Metadata Navigation. Similar to using filters on
columns in a list or library, metadata navigation provides users with an additional selection of filter
options based on columns in the current list or library. This setting can be accessed from the List or
Library tab in the ribbon and then by selecting List or Library Settings. This option is available to
users with Edit access or higher. From the settings menu, click on Metadata navigation settings to
be presented with the following options:

Configure Navigation
Hierarchies

Select from the list of available
fields to use them as navigation
hierarchies for this list. Selected
fields will appear under this list in
the Site Hierarchy tree view. You
can expand these fields and
select one of their values to filter
your current view to show only
iterns rmatching that value.

Fields that are available for use as
navigation hierarchies include
columns on this list that are one
of the following types:

- Content Type

- Single-value Choice Field

- Managed Metadata Field

Configure Key Filters

Select from the list of available
fields to use them as key filters
for this list. Selected fields will
appear underneath the Site
Hierarchy tree when viewing
itemns in this list. You can use
these fields to filter your current
view to show only items
matching that value.

Fields that are available for use as
navigaticn hierarchies include
celumns on this list that are one
of the following types:

- Content Type

- Choice Field

- Managed Metadata Field

- Persen or Group Field

- Date and Time Field

- Mumber Field

Available Hierarchy Fields:

Content Type
Priority
Task Status

Description:

Content Type Id - Mo Description

Available Key Filter Fields:

Created
Created By
Due Date
Modified
Modified By

Start Date
Task Status

Description:
Choice - No Description

Add *

Add =

-
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‘8 oo

® combinedknowledge
#® SharePoint's Premier Educators

Selected Hierarchy Fields:

Folders

Selected Key Filter Fields:

Hierarchies will allow you to choose one or more columns to be added to the quick launch for this
list or library to organise your content.
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> Trains by Dave Annual Production Our Community Sales

Production Tasks

Home

February 2014 March 2014
MNotebook y

| Add tasks with cdates to the t
Documents

Recent
Production Tasks &) new task or edit this list
Production Survey All Tasks  Calendar Completed  ses Find an item o |
# EDIT LINKS
e [ ask Name ue Date L5
4 v Production Tasks M{ ATk e s g
450 Priority <— [} Complete New project +» 5 days ago
@] (1) High
] (2) Normal L] complete final project documentation e« Tuesday

& (3) Low

b £ Task Status

Key filters allow you to run small queries against the information stored in a column to filter the
content on the page.

> Trains by Dave Annual Production Our Community Sales

Production Tasks

Home

February 2014 March 2014
MNotebook y

| Add tasks with cdates to the t
Documents

Recent
Key Filters | (® new task or edit this list

Apply Chom - All Tasks  Calendar  Completed  «ss Find an item o
Start Date " I.‘f:!{ Task Mame Due Date g
| On V]
i [ [} Complete New project +» 5 days ago

«+« Tuesda

Assigned To ] camplete final project documentation Y
i &
Due Date

When combining these navigational features with managed metadata columns, it can provide users
with an enhanced solution for organising keywords.
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Working with the Managed Metadata
Service

This section will cover where to access the option to view the managed metadata service or if you
have sufficient access, manage terms. For some businesses, you may have the have the managed
metadata service set up in Central Administration by a SharePoint administrator however there may
not be any keywords. For this scenario this paper will discuss how to make a start with your
keywords including tips for using Excel and also delegating the keyword creation role onto a team.
We will begin by discussing where to access the term store and how to manage terms.

How can I access the Managed Metadata term stores?

Firstly, the term store can be accessed from any site by a user who has the Full Control permission
level. These users can click on the settings cog £* to access the Site settings menu. Under the Site
Administration heading you will find the option to access Term store management. Farm
Administrators can also access the term store from Central Administration.

SEARCH

Administration

Shared with..

TAXOMNOMY TERM STORE
English
4 (% Taxonomy_sU4+FF3Ry6HIAe+rSbexCg=-

Add a page

Add an app

Pl CKOnline Products
Site contents Sites and workspaces (=]
i E i 4 £ Train Products
Change the look W Setling

t Organizer Settings
tent Organizer Rules

o
Site settings i—lr @ P

Getting started +# Term store management

ST larity Trencls
Office 363 settings
ntent and structure

“ontent and structure logs

» (=] Freight Car

> ] Locomotive

4 (=] Passenger Car
» (] Baggage
4 (] Carriage

] Blue

anslation Status

Tools for creating and managing term sets

Now that we are in the term store it is important to gain an understanding of what is here. Firstly a
lot of the information in a term store is normally unavailable for editing unless a term set is open
(anyone is allowed to manage the terms) or a user has been extended a level of ownership over one
or more term sets. The second thing to be aware off is there is a lot of new terminology that is used
in a term store.
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Terminology
Here is a reference guide to commonly used terminology.

e Term Store — a database of managed terms or managed keywords
e Group — a container for multiple term sets
e Term Set — a group of related terms
e Term — a word or phrase associated with a SharePoint item
0 Managed term — a term defined by a secured user (taxonomy)
0 Managed keyword — a word or phrase that can be created by any user in
SharePoint (folksonomy)

e Taxonomy — structured, audited and controlled use of terms
e Folksonomy — unstructured words or phrases that can be created by anyone for
example skills and interests fields in a profile (or MySite)

Ownership

In Central Administration, SharePoint farm administrators have the option to elect users as
Managed Metadata Service (MMS) Administrators. These users have full control over the entire
term store (accessible from any of the locations mentioned earlier).

Individual Term Sets can also have owners. Owners of a term set can only manage their term set (or
any others that they are an owner of). Term sets can also have contacts. This is a useful option if a
term set is closed. Closed term sets do not allow SharePoint users to moderate terms in that term
store. An open term set will allow SharePoint users to moderate terms in that term store. If a term
set is closed and there is a defined term set contact, he or she will receive notifications from
SharePoint users containing suggestions on terms that would like you to add or corrections that
should be made. Users can make these requests when adding terms to content in a list or library.
Finally term stores can also have stakeholders. These are a selection of users that should be notified
(manually) if any major changes are being planned to the term set.

Granting ownership at the farm level can only be achieved by a farm administrator who has access
to amend the service and apply ownership. For terms stores, users with the rights to provide access
can do so by clicking on the relevant term set in the term store. User groups (AD and SharePoint
Security Groups) can be applied if needed. This can be used to get around the one item limit.

Limitations

A term store can hold up to a million terms. Each individual term set can hold up to 30,000 terms.
This means that you should not need to worry about hitting these restrictions straight away.

Working with Terms

Of you have access to one or more areas of the term store you are likely to encounter the following

options when working with existing terms or creating new ones:
kncwledge@
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Create Term e Create Term - Creates a new term
e Copy Term - Creates a new term called ‘Copy of [Name of
& Copy Term term]’ in the current term set

e Copy Term With Children - Takes a term and its tiers and

; ;RELISE 2rms
+ .
creates a copy in the current term set (only the parent tem

¥ Pin Term With Children has the ‘Copy of’ prefix.
e Pin Term With Children — Makes copied terms with
SEMerge Terms children read only

e Reuse Term - Allows you to choose a term and then locate
another term to add to its next tier down

e Merge Term - Applies all synonyms and translations to the
target term

e Deprecate Term - Restricts a term from being used until it
is enabled

e Move Term - Moves a term to any location in any group

e Delete Term - Deletes a term

g Deprecate Term

5 Move Term

Gl Delete Term

Working with Term Sets

There are additional options when managing a term set. The options available for managing a term
set are described below:

Create Term e Create Term - Creates a new term in the selected term set
e Copy Term Set - Creates a new term set called ‘Copy of
¥ Copy Term Set [Name of term] set’ in the current group. Terms in the

original term set are simply reused in the copy
e Reuse Terms - From your current term set you can then
pick terms from another term store to add to the current

= Reuse Terms

S#Pin Term With Children

term set

Y% Move Term Set e Pin Term With Children — Makes copied terms with
children read only

<P Delete Term Set e Move Term Set - Select a group to move this term set too

e Delete Term Set - Deletes a Term Set

Updating existing terms

If you choose to update any existing terms in a term set, references to the term that you have
updated do not automatically update. For example, you tag a file with the term IT. You change this
term to Information Technology within the relevant term set. Any new files that you tag after the
change will use Information Technology. Any legacy files that used the term IT before the change will
remain as /T. When you edit the properties for the file it will inform you that /T no longer exists and
you will then need to manually select the term Information Technology. Remember, you can use
quick edit (mentioned earlier) to speed up the update process.

AAA Made Up Films |
[The term is not & valid term|
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Using Synonyms

Often some terms might vary across the business but evidently might mean the same thing. In the
term store, once you have selected a term you have the option to use the Other Labels field to allow
you to add synonyms or abbreviations for your term e.g. Help Desk, IT Support, Call Centre.

Multi-Language Terms

If you have additional language packs installed in your SharePoint environment, for individual terms
you can change the language. Then you can specify the name for this term in another language. This
can help create a universal term store that is no longer language specific. User’s language
preferences or site preferences will dictate which language of the term store is used.

What if our company has not started its Term Stores?

It can be a large task to set up a term store which is why there are a few ways of handling the
process.

Importing Term Sets from Excel

In the term store, (with your term store selected) you will be able to access a sample term set that
has been designed in Excel. This CSV formatted spreadsheet can be a good starting point for
designing a term set. This can be passed around as a file for many people to contribute to or audit as
necessary. Next when creating a new term set in the term store you will see the option to import a
term set. Simply select the CSV file to import your term hierarchy.

SEARCH | GENERAL |

Taxonomy_sU4+FF3Ry6HIAe+rSbexCg

TAXONOMY TERM STORE Available Service Applications

English it /\"' may consume multiple metadata applicat t Taxonomy_sU4+FF3Ry6HIAe+r9bexCg== |V
4 (% Taxonomy sU4+FF3Ry6HIAe +robexCg== Qw o seeinthe e vty

Sample Import

The SharePoint metadata manager can import a t i 3 sample import file
from a UTF C5V format file, Use the

" the desired group to create a new term set I'/E>
| Site Collection - combinedknowledge sharepc| k

Default Language
Select the default language for all Metadat
Al terms must have a label defined in the

Open Term Sets

The end users will be frequently using your terms. It might be a good idea to allow these users to
initially build the term set. For example, sales know better than anyone which terms their
department uses. Simply create a new empty term set and with the term set selected, set the
submission policy to open. This allows the sales team to contribute to the term set. Then add a
Managed Metadata column with Allow ‘Fill-In’ Choices selected to the relevant lists and libraries
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used by this department. Over a few months, sales will add and structure their terms in the term set.
After a suitable amount of time, close the term set. No further contributions can be made and now
the term set can be audited for duplicates, errors and inconsistencies. Finally elect an owner for this
term set whose role it is to maintain this term set for their team. Now the sales team have a term set
they are happy with and it’s also controlled.

Further recommendations

At the SharePoint Evolutions Conference 2013 in London, | covered this white paper and moreinal
hour session that is now available on YouTube. Find it at:
http://www.youtube.com/watch?v=obyLt3HnaEc

[ ——

Managed Navigation

"‘-\'\ ) Sridreroll "L

Py
—1‘)(".\' £LULl5
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Find more SharePoint tips, whitepapers and guides,
plus a wide range of training courses, webinars and
events at: www.combined-knowledge.com
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If you have a suggested topic you would
like to see covered in a whitepaper like
this one, drop us an email:
solutions@combined-knowledge.com
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