Adding Metadata to a Document in a List View

Upload the desired file to the Documents Library. Click “Site Actions=>View All Site Content”.
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When Documents library opens, click the arrow next to “Upload” and choose either “Upload Document” or “Upload

Multiple Documents”.
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After the document is uploaded, find it in the library. Hover over the document name until the drop-down arrow
appears. Click on the arrow and choose “Edit Properties”.
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A fill-in form will open. Make the appropriate additions to the document, i.e., Category is a drop down box where
“Meeting Minutes” was chosen, Year is also a drop down box. Order is what is used to determine where this document
falls in the list. For example, “01” is January, “02” is February, and so on, when Meeting Minutes are referred to. If the
correct information is posted to this form, the information will populate the appropriate list in the specific order
requested. Click “OK” to finish the screen.
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The “metadata” will appear in your documents library as additional columns.

e B

B~ B - & - P

Welcome islschne - | Change My Password BEITE0TA

POROUGH OF

MOHN

Home About Mohnton Waelcome New Residents Event Calendar Job Descriptions Mohnton Havigator 211 Sites - P Advanced Search

erks County > Municipalities > Mohnton Borough

August 10, 2011 Minutes

SharePoint Documents
Docume ntation Library New - | Upload - | Actions - = Settings - 19100 b View: All DoCuments -
Emergency Services Type Name Checked Out To Category Year Order Modified Title
3:;?:3::5:'“ of f 2010_budget B/12/2010 11:46 AM
m 2010_residence_letter 8/31/2010 10:38 AM
Local Government
it B 2011_nav-summer 9/26/2011 3:19 PM
BT - f April 12, 2007 Meeting 2007 04 10/3/2011 8:51 AM
Minutes b
o I LD B Apil 13, 201 Meeting 2011 04 10/3/2011 8:51 AM
Planning & Zoning ! Minutes
e e B il 14, 2010 Meeting 2010 04 10/3/2011 8:52 AM
4 Minutes
e lnlE B ol s, 2000 Meeting 2000 04 10/3/2011 8:52 AM
Waste Management F ‘ Minutes
Permits m April 9, 2008 :aallinq 2008 04 10/3/2011 8:52 AM
4 inutes
m Attachment 1 - Determination of Floodplains Code of 3 9/26/2011 2:48 PM
{appendix_1) Ordinances
™  Attachment 1 - Summary of Zoning Regulations Code of 30 9/26/2011 2:49 PM
(table) Ordinances
f Attachment 2 - Design of Storm Drainage Code of 24 Gf26/2011 2:49 PM
Systems (appendix_2) Ordinances
m Meeting 2011 OB 10/3/2011 8:51 AM



Navigate to the list and review how the list looks. The metadata used should now have affected how the documents are

viewed.
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