SHAREPOINT 2010

TUTORIAL @)

USING METADATA TO REPLACE SUBFOLDERS

The traditional way of storing documents has been in
folders and subfolders, (and all in the Shared
Documents library!).

There is a lot of duplication and confusion, and when
users can’t find the right folder they invariably just
make new subfolders.

What we are going to do is replace all the sub folders
with metadata and create views to far better manage
the storing of documentation.

It will also be one point of truth for users — one place to
upload everything, not dozens of subfolders.

You may not realise it, but you have been using
metadata for years. Every subfolder in fileshares is a
metadata tag. SharePoint just leverages and displays
them differently; and makes them easier to manage.
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SHAREPOINT 2010 - USING METADATA TO REPLACE SUBFOLDERS

INSTRUCTIONS

a) Create a Document Library. Note the default
metadata: Type, Name, Modified and Modified By.

We'll add our own columns next.

b) Click Create Column in the ribbon under the Library

tab.

NN

‘ TIPS...

* Metadata is
columns, tags, properties, columns —it’s all the same

information about information;
thing.

* You need to do proper analysis of your file shares
instead of just bulk uploading your documents. Junk

in junk out.
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Insert a Column Name called Document Type and
select the Choice Field.

Add document types to the Choice #1, 2, 3 block.
Make them Radio Buttons, (fewer clicks).

Make sure the Default Value Choice field is empty —
it will default to the first choice you specified, delete
that text from the box.

Do NOT untick the Add to Default View though.
Click OK.

Create a second and third column called Year and

Department respectively in exactly the same way.

i) The new columns display in your library.

Library Tools

< [P Modify View . Current View: (D] connect to Outlook

@ Export to Excel

Show Task Pane A
ER W
E-maila Alert RS5
Current Page Link  Me. Feed
Share & Track

[illl Create Column Al Documents =
Create
View

Show Totals
Sync to SharePoint
Refresh Data Workspace

Datasheet

Mavigate Up Open with Explorer

Manage Views Connect & Export

Column name:

Croc Type g

The type of information in this column is:

© Single line of text

Sl Looe of doat
— =
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) Yes @ No
Enforce unigue values:

) Yes @ No

@ Choice (menu to choose from)

Choice #1

Ente jce #2

=120 = e ==
& Currency ($, ¥, €)
{©) Date and Time

Enter Ch 3

Type each choice on a =eparate line:

LE k) /j

Form Web  Edit Nerulck Library Library

Parts ~ Settings Permwssmns Settings -

Display choices using:
@ Drop-Down Menu
@ Radio Buttons

@ Checkboxes (allow muttiple selections!

Allow ‘Fill-in' choices:
@ Yes @ Mo

Default value:
@ Choice @ Calculated Value

-

Add to default view

WSSPORTALS\veronique -

Library

Customize Library Settings

B $ &

Workflow

] Type Name Modified Modified By

Doc Type

Year

Dept |

There are no items to show in this view of the "Project Runway Phase 2" document library. To add a new item, click "New" or "Upload".

% Add document
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Upload one document. The columns you’ve just

Project Runway Phase 2 - 2011-05-13 - UID 3416__Upgrade Sharepoint...

created are available as choice fields on upload. Fill %

53 copy

H B8 5

Save Cancel Paste

X

Delete
Ttem

in the options and click Save.

Commit Clipboard Actions

0 The document was uploaded successfully, Use this form to update the properties of the document.

Name * 2011-05-13 - Weekly Progress Meeting .doc

Title

Upload another document that has a different name

Doc Type @ Minutes
& Agendas

) Reports

to the first one, and this time choose different 0200

metadata options to the previous one.

Created at 2011/06/27 10:25 PM by WSSPORTALS\veronique
Last modified at 2011/06/27 10:26 PM by WSSPORTALS\weronique

See how each document has the metadata fields
completed. It doesn’t mean much in this format, but
the beauty of SharePoint comes with the Views you can

now create based on your metadata.

Library Tools

Show Task Pane
Show Totals

Refresh Data
Datasheet

) [ Modify View » Current View:

[
=" il Create Column = All Documents ~

Create

View Navigate Up

Manage Views

Current Page

Q@

E-maila Alert R55
Link Me~  Feed

Share & Track

|Q-| Connect to Outlook
[&] Export to Excel

sync to SharePoint

‘Workspace Open with Explorer

Connect & Export

2 @ E &

Form Web Edit MNew Quick  Library
Parts ~  Library Step

Customize Library

WSSPORTALS\weronique -

$ g

Library  Workflow

Settings Permissions Settings -

Settings

[ Type  nName

= 2011-04-25 - Agenda Licensing Meeting & Hew
IEI_] 2011-05-13 - Weekly Progress Meeting & new
E Site Collection Settings &imew

Maodified

2011/06/27 10:30 FM
2011/06/27 10:28 FM
2011/06/27 10:31 FM

Modified By

M

M

PORTALS weronique

wss
WSSPORTALS\weronique
wss

PORTALS weronique

Doc Type

Agendas

Minutes

Reports

Year Dept
2010 HR.

2011 IT

2009 Ops
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a) While in the Document Library, click on Create View Library Toals

in the ribbon. Show Task Pane i [} Modify View .

|
Show Totals |j]] Create Column
reate
Refresh Pt Wiew Mavigate Up

b) Choose Standard View. s »

Choose a view format

T 4| Standard View
Ll_.g View data on weliVeb page. You co

—Tﬁ Calendar View

L% View data as a daily, we

c¢) Name the view Document Type. Leave all the

View Name:

settings as is and scroll all the way to the bottom. Document Type =

|:|Ma|-<e this the default view
(Applies to public views only)

View Audience:
) Create a Personal View
Perzonal views are intended for your use only.

@ Create a Public View

Public views can be visited by anycne using the
site.
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# Inline Editing

d) Expand the Group By option and in the first group, |:mw-

2 Group By

Select up to two columns to determine what type of group ane: the view will be displayed in. Learn about
L
grouping items.

click on the dropdown and choose Year. Click OK. o e

First group by the column:

Y:I Show aroups in descending order
© = (c,B A0r32 1)

(Make sure you aren’t in the Sort or Filter options,

Then group by the column?

it’'s a common mistake).

By default, show groupings:

@ Collapsed © Expanded

Number of groups to display per page:
30

See how your documents are now categorized. Click
on the + to expand the “subfolder” to view the
documents.

s 15 Doc Type : Agendas (1)
hase 2
12 Doc Type : Minutes (1)
= Doc Type : Reports (1)

) Site Collection Settings ©wew

4 Add documen it

Go and create 2 more views, one for Year and one

Documents Library

for Department using the same process as for | » Project Runway Phase 2 » Document Type - _ |

velopment lifecycle documents for Projt All Documen ts
Document Type

Document Type but just changing the Group By . B oy tis view
selection to the appropriate column. You can use DTy « Agerdas (1)

the dropdown arrow on the view list to do this too. @ Doc Type : Hinakes (1)

# Doc Type : Reports (1)

4k Add document
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Library Tools

Documents Library

Now you have 3 views in one Document Library, one | project Runway Phase 2 » Dept -

opment lifecycle documents for Proji All Documents

place to upload documents which will automatically sort Cocument Tvee

Year

[ Type Dept

if the metadata is completed properly. Use the All i vioary s view

Create View

# Dept : HR (1)

Documents option to ‘flatten’ the view again.

H Dept : IT (1)

# Dept : Ops (1)

48 Add document

Let’s put a second grouping in.

= Group By

Select up to twe columns to determine what type of group and subgroup the items in the view will be displayed in. Learn about

First group by the column:
grouping items. group by

. m— [ Year
a) Create another view called Year and Dept. o [B Sy igmseone

== show aroups in descending order

o M% (C,B A 0r3,2,1)

b) In the Group By section, put Year in the first

. . Then g[;::tby the column!
dropdown and Dept in the second one. Click OK. —_—>
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c) Expand the link next to Year to view the Document
Type, expand that one to view the documents inside

the “folder”.

From just 3 metadata tags you can create dozens more
views! As you upload documents, each view is
automatically updated showing the number of

documents in each category. No more subfolders!

d) You can modify any view by clicking the dropdown

on the views and Modify This View.
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Site Actions ~ g Documents Library

User Manual » Project Runway Phase 2 » Year and Dept -

All systems development lifecycle documents for Project Runway Phase 2. Prof
Home

Libraries [ Type MName
Site Pages

Shared Documaﬁ = vear : 2009 (1)

Project Runway Phase 2

= Dept : Ops (1)
Lists Site Collection Settings & new
Calendar

_— = Year : 2010 (1)

X = Dept : HR (1)
Discussions

-04-25 - A i i ing & Hew
Team Discussion (=] 2011-04-25 - Agenda Licensing Mesting

& Year: 2011 (1)
E Recycle Bin
) Al site Content B Dept : IT (1)

2011-05-13 - Weekly Progress Meeting & e

4 Add document

P » Year and Dept ~

Erojs All Documents

Document Typ

Year

Dept

Year and Dept
f#  Modify this View
._.5 Create View
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All the tick boxes are available for display. Tick and

untick them as required, and re-order them from the | """ N

Year and Dept
Web address of this view:

L . H <mssharepointonline.com/usermanua roje unwa' ase orm. ear an £ LaSpX
Position from Left. Long as you aren’t scrolling left | ™ eermeneen e e e s esreng e ’

[T Make this the default view

. ), . (Applies to public views only)
and right, you’re doing ok. T

Display Column Name ﬂ Position from Left
Type (icon linked to document) 1 EI
MName (linked to document with edit menu)
Modified
Modified By

You can also decide which view must be the Default

v
. . . . ﬁ Doc Type
View, in other words, when users click on that library -
Dept

what do they see first. And to delete it, click Delete. = cheskinconmen:

[l Checked Out To

W e e (WM

[ [ & A B R AR

Name

When you get more confident you can try Sorting, |uw:eroneorea

"Sorted by Author”, so that site visitor
Filtering, etc.

& Columns

@ Sort

& Filter

@ Inline Editing
& Tabular View
& Group By

@ Totals

& Style

[ Folders

& Ttem Limit

= Mobile

Adjust mobile settings for this view.

SharePoint 2010 Tutorial — Using Metadata to Replace Subfolders —Rev 1.0 © Compiled By : Veronique Palmer Last Updated: 23 June 2011 www.letscollaborate.co.za Page 9 of 11




www.letscollaborate.co.za @ SHAREPOINT 2010 - USING METADATA TO REPLACE SUBFOLDERS
TUTORIA ;

©

TIPS...

* To edit your columns, go to the Library Settings, then scroll down to the Column section. Click on the
applicable column to edit it.

General Settings

Library Tools

Library

ShowTask Pane ' [0p Modify View , Current View: Q j 0] connect to Outlaok L/% /j ] Columns
O . 4 @ [&] Export to Excel A — o

(
Show Totals - {illl Create Column  All Documents

Create Emaila Met  RSS  Syncto SharePaint FormWeb Edit New Quick Library A column stores informatien about sach decument in the decument libr
Refresh Data View Mavigate Up Current Page Link  Me~ Feed Workspace Open with Explorer Parts»  library  Step ettings Pel Column (click to edit)

Datasheet Manage Views Share & Track Connect & Export Customize Library Title

Folder : Doc Type Choice
] Type Name Modified Modified By Doc Type Vear

[=] 2011-04-25 - Agenda Licensing Meeting & new 2011/06/27 10:30 PM WSSPORTALSweronique Agendas Dept

Created By

Modified By

@J Site Collection Settings = Hew 2011/06/27 10:31 PM WSSPORTALSweronique Reports Checked Out To

@J 2011-05-13 - Weekly Progress Meeting ©inew 2011/06/27 10:28 PM WSSPORTALS\weronique Minutes

* The very loose rule of thumb when choosing dropdown or radio buttons on choice fields is if there are 5
options or less, choose radio buttons. Less clicks for users. You can add as many or as few options as you like.

4 Folder : Doc Type : Agendas (1)

* |f you have users that are determined to use subfolders, call the Column heading “Folder”

# Folder : Doc Type : Minutes (1)

to make them more comfortable with the transition. You’d be surprised how often this

# Folder : Doc Type : Reports (1)

works.

48 Add document

* Disable the subfolder option on a library altogether to prevent folder sprawl in the Library Settings — Advanced

Settings.

Make "New Folder" command available?

@) Yes @ No
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* The other cool thing is you can now pick up when metadata is not completed then easily
navigate just to that document to put the information in. Hover over the document and
use the dropdown arrow to click on Edit Properties. Alternatively, activate Inline Editing.

E Year: (1)

®H Year : 2009 (1)

& Year : 2010 (1)

[ Type MName ® Year : 2011 (1)

= Year: (1) dr Add document

o = Reporting Tools #2new

View Propertie

# Year: 2009 (1) E5  Edit Properties

Check Out
# Year: 2010 (1) L&y ek by Reporting Tools =

Alert Me

= Year: (1)

HE = Reporting Tools .ms 2011/06/27 11:06 PM WSSPORTALS\weronique @ Minutes
& Agendas
® Reports

* Or to bulk edit metadata, use Datasheet View! Click in the empty white blocks to fill in the data. Use the
dropdown arrow, or type the first few letters, or copy and paste from adjascent cells. When you’re doing, click
Standard View. If you get a message that says “you have pending changes, do you want to wait”; say Yes or

you will lose all the changes you just made. You have just typed too fast for SharePoint to think and it’s playing
catch up. ©

Library Tools

ane _T.) [ Modify View . Current View: _j S“l 8] Connect ta Outlook \__/,_A‘ ] Z= @
[ 4 = - A =] L
=] show Totals ) [illi Create Column | Al Documents  ~ | & (] Export to Excel
Standard |Datasheet|  Hew Create Emaila Alet RSS  Syncto SharePoint
View View Row  [3] Refresh Data View |3 Navigate Up . Current Page Link Me. Feed Workspace

FormWeb Edit New Quick Libran)
E;ngn with Explorer Parts~  Library Step Settingg
View Format Datasheet Manage Views Share & Track Connet & Export Customize Library

. [ Tope [ =] Name [~] Modfisd [~] Modfied By [~ Year [=] Dept [=]
HR

1| 2011-04-25 - Agends Licensing 2011/06/27 1030 PM | ) WSSPORTAL S weronique | Agendas 20n
Meeting msg )

Site Pages
Shared Documents ] | 20110513 Weekly Progress Mesting.doz 2011/06/27 10.28 PM | ) WSSPORTALSweronique | Minutes 201 I
Project Runway Phase 2 5 4 | Benoting Took meg 2011/06/27 11:06 P | ) WSSPORTALS\werorique D

B Site Collection Settings xles 2011/08/27 1031 P | () WESPORTAL S weronique | Minutes 2009 Ops
endas

Lists
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