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[bookmark: _Toc296245625]Working with Large Lists/Libraries
No matter how big or small, lists and libraries are vital to your use of SharePoint 2010 in many ways. But when a list or library has a large number of items, you need to carefully plan, organize, and account for how data is accessed. By planning and using key list and library features, you can ensure that you and other users quickly find information without adversely affecting the performance of the rest of your site.
[bookmark: _Toc257876238][bookmark: _Toc268174140]The performance of any SharePoint site, especially one that contains lists and libraries with many items, is directly affected by decisions made when setting up and planning a SharePoint site. The following table summarizes the specifications and limits for lists and libraries that contain many items.
	Feature
	Maximum Limit

	Number of items in a list or library
	50 million 

	
	

	Size of an individual file item or item attachment
	2 Gigabytes 

	
	


As you can see, you can store a lot of data and files in lists and libraries. But if a query or database operation exceeds a resource throttle or limit, you may be blocked from doing this operation because accessing that many items could adversely affect other users of the site. Fortunately, there are a set of straightforward strategies and basic features you can use to achieve the results you want to prevent you from exceeding these throttles and limits. All users can circumvent the limit during a dedicated time window, and with appropriate permission you can also use a higher limit through code.
[bookmark: _Toc268174141][bookmark: _Toc296245626]What happens behind the scenes when you access many items in a list or library?
To minimize database contention, SQL Server often uses row-level locking as a strategy to ensure accurate updates without adversely impacting other users who are accessing other rows. However, if a read or write database operation, such as a query, causes more than 5,000 rows to be locked at once, then it's more efficient for SQL Server to temporarily escalate the lock to the entire table until the database operation is completed. Note that the actual number is not always 5,000, and can vary depending on your site, the amount of activity in the database, and your site's configuration. When this lock escalation occurs, it prevents other users from accessing the table. If this happens too often, then users will experience a degradation of system performance. Therefore, thresholds and limits are essential to help minimize the impact of resource-intensive database operations and balance the needs of all users.
[bookmark: _Toc268174142]The following diagram summarizes the key points about what happens behind the scenes when you access many items in a list or library.
[image: Large Lists and Libraries]
[image: Callout 1]Information workers can use appropriate views, styles, and page limits to speed up the display of data on the page.
[image: Callout 2]Filtered views with column indexes (and other operations) create database queries that identify a subset of columns and rows and return this subset to your computer.
[image: Callout 3]Farm administrators can specify dedicated time windows for all users to do unlimited operations during off-peak hours.
[image: Callout 4]Privileged developers can use object model overrides to temporarily increase thresholds and limits for custom applications.
[image: Callout 5]Thresholds and limits help throttle operations and balance resources for many simultaneous users.
[image: Callout 6]List or library data in a site collection is stored in a SQL Server database table, which uses queries, indexes and locks to maintain overall performance, sharing, and accuracy.
[bookmark: _Toc268174143][bookmark: _Toc296245627]Resource throttles and limits
The following table summarizes information about resource throttles and limits that you need to be aware of. These throttles and limits are set on the Resource Throttling page in Central Administration. To assist central administration, the computer administrator of the front-end computer and the central administrator site owner accessing a list or library with many items are not subject to the following resource throttles and limits.
	Threshold 
or Limit 
	Default
value 
	Description

	List View Threshold
	5,000
	Specifies the maximum number of list or library items that a database operation, such as a query, can process at one time. Operations that exceed this limit are blocked. 
To give you time to make alternative plans, SharePoint 2010 warns you on the List Settings page when your list has exceeded 3,000 items. 

	
	
	

	Unique permissions limit
	50,000 
	Specifies the maximum number of unique permissions allowed for a list or library. 
Every time you break the inheritance of permissions for an item or folder, it is counted as 1 unique permission toward this limit. If you try to add an item that would lead to exceeding this limit, you are prevented from doing so.

	
	
	

	Row size limit 
	6
	Specifies the maximum number of table rows internal to the database used for a list or library item. To accommodate wide lists with many columns, each item is wrapped over several internal table rows, up to 6 rows and up to a total of 8,000 bytes (excluding attachments). 
For example, if you have a list with many small columns, one that contains hundreds of Yes/No columns, then you could exceed this limit, in which case you would not be able to add more Yes/No columns to the list, but you still may be allowed to add columns of a different type. Farm administrators can only set this limit by using the object model, not through the user interface.

	
	
	

	List View Lookup Threshold 
	8
	Specifies the maximum number of join operations, such as those based on lookup, Person/Group, or workflow status columns. 
If the query uses more than eight columns, the operation is blocked. However, it is possible to programmatically select which columns to use by using maximal view, which can be set through the object model.

	
	
	

	List View Threshold size for auditors and administrators
	20,000
	Specifies the maximum number of list or library items that a database operation, such as a query, can process at one time when performed by an auditor or administrator with appropriate permissions. This setting works in conjunction with Allow Object Model Override.

	
	
	

	Allow Object Model Override
	Y
	Specifies whether or not developers can perform database operations, such as queries, that request an override of the List View Threshold to the higher limit specified by the List View Threshold for auditors and administrators. A farm administrator must enable an object model override, and then developers with appropriate permission may then programmatically request that their query use the higher List View Threshold to take advantage of it.

	
	
	

	Daily time window
	None
	Specifies a time period during which resource thresholds and limits are ignored. A farm administrator can configure a time window during "off-peak" hours in 15 minute increments and up to 24 hours, such as, 6:00 PM to 10:00 PM or 1:30 AM to 5:15 AM.  A database operation or query started within the daily time window continues until completion (or failure) even if it doesn't finish within the specified time window.

	
	
	


[bookmark: _Toc257876239][bookmark: _Toc268174144][bookmark: _Toc296245628]Ways to manage lists and libraries with many items
The following sections provide recommendations, techniques, and tips for ensuring that you and other users can quickly access many items in a list or library and help to keep your site operating smoothly.
[bookmark: _Creating_SharePoint_indexed][bookmark: _Toc268174145][bookmark: _Toc296245629]Creating SharePoint indexed columns
To help improve the performance of a large list or library, you can index up to 20 columns. In general, an index on a column enables you to quickly find the rows you want based on the values in that column, even when working with millions of items. When you combine indexes with filtered views, you can quickly retrieve the items you want.
It is important to consider the following when you create and use indexed columns. Each additional column index consumes extra resources in the database and adds some overhead to every operation to maintain the index. Therefore, you should add indexes only to columns that will be used actively for filtering in views on the list or library. It's a good idea to look at all the views and see which columns are used most commonly across different views for filtering to help choose the right columns to be indexed. Note that any column that you define to have a unique value requires an index.
The following table summarizes what columns can and cannot be indexed.
	Supported Column Types
	Unsupported Column Types

	Single line of text 
	Multiple lines of text

	
	

	Choice (single value)
	Choice (multi-valued) 

	
	

	Number
	Calculated

	
	

	Currency 
	Hyperlink or Picture 

	
	

	Date and Time 
	Custom Columns

	
	

	Lookup (single value)
Note Indexing the column in the other list or library does not improve performance of the lookup operation.
	Lookup (multi-valued) 

	
	

	Person or Group (single value)
	Person or Group (multi-valued)

	
	

	Yes/No
	External data

	
	

	Managed Metadata
	

	
	


[bookmark: _Toc268174146][bookmark: _Toc296245630]Creating filtered views based on column indexes
For a view to quickly filter through a large number of items, the first column that you specify in the filter must be indexed. Other columns you specify in the view filter may or may not be indexed, but the view does not use those indexes. You also need to make sure that the first column of the filter does not return more items than the List View Threshold, even if the final result of the filtered view returns less than the List View Threshold. 
If the first column of the filter returns more items than the List View Threshold, you can use a filter with two or more columns. When you define a filtered view that uses two or more columns, using an AND operator will usually limit the total number of items returned. But even in this case, you still need to specify as the first column in the filter the column that most likely returns the lesser amount of data. Note that using an OR filter almost always increases the number of items returned and won't be effective under these circumstances.
Important: If you are filtering a list by an indexed field, check your recycle bin for deleted items. Items in the recycle bin aren't actually deleted from the backend database until they are removed from the recycle bin. If the total number of filtered items in the list and in the recycle bin is greater than the List Threshold limit, then you may get an incomplete set of results, or none at all.
Note: If you are a developer, you can programmatically use a compound index on the first column. A compound index is based on two columns, primary and secondary, and can use either column to access the data quickly. 
The following are some suggestions for typical views that would work well with indexed columns:
	To filter by:
	Index the:
	For example:

	Recently changed items
	Modified column
	To view only items that have changed in the past week, apply the filter Modified is greater than [Today]-7

	New items
	Created column
	To create a view of only those items that were added in the past week, apply the filter Created is greater than [Today]-7

	My items
	Created By column 
	To create a view of only those items that you added, apply the filter Created By is equal to [Me]

	Items due today
	Due Date column (created by you in a list or library)
	To create a view of only those items with a due date of today, apply the filter Due Date is equal to [Today]

	Discussion board updates
	Last Updated column
	To create a view of only the discussions that were updated in the past month, apply the filter Last Updated is greater than [Today]-30.

	Archive files in a document library
	Date Modified
	To create a view of documents not changed since the year 2006 (that you then want to archive), apply the filter Date Modified is less than December 31st 2006

	Find a subset of financial data
	Region, Year (as two simple indexes)
	To create a view of financial data for the NorthEast region in 2008, apply the filter Region equals "NE" AND Year equals 2008 because the Region column is likely to have less values than the Year column


Note: Even when you create a filtered view based on column indexes, certain additional operations might still be blocked because they require accessing the entire list or library. These operations include the following: adding or deleting an index, creating a sort in the view definition; displaying a column total; and adding, updating, or deleting calculated fields.
[bookmark: _Toc268174147][bookmark: _Toc296245631]Organizing items into folders
Although folders (also called containers) are not required to use large lists and libraries, you can still use them to help organize your data and improve the efficiency of your data access. When you create a folder, behind the scenes you are creating an internal index. This internal index is also created for the root folder, or top-level of a list or library. When you access items in a folder, you are effectively using this internal index to access the data. Bear in mind that if a folder contains subfolders, each subfolder is counted as an item (but not any items in that subfolder). 
Even when the total number of items in a list or library is very large, a view of a single folder is at least as fast as a view that filters the total number of items by using an indexed column. In some scenarios, it may be possible to distribute all of the items in a list or library into multiple folders such that no folder has more than five thousand items.
It is important to consider the following when you use folders to organize a large list or library:
· A folder can contain more items than the List View Threshold, but to avoid being blocked by SharePoint 2010, you may still need to use a filtered view based on column indexes.
· If you choose the Show all items without folders option in the Folders section when you create or modify a view in this list or library, you must then use a filter that is based on a simple index to ensure you don't reach the List View Threshold.
· It is often useful to make the default view show all the available folders without any filtering so that users can choose the appropriate folder when they insert new items. Displaying all the folders also makes it less likely that items will be incorrectly added outside the folders in the list or library. Note that, unlike libraries, there is no automatic way to move items between folders in a list.
[bookmark: _Toc268174148][bookmark: _Toc296245632]Controlling the display of data on the page
Once the subset of data has been transferred to your computer, there are additional strategies you can use to speed up the display of the data in your browser. 
As you increase the size of the HTML source code behind a web page, there is usually a corresponding increase in time to render the page. The larger the page, the longer it takes to display. For example, the default style for a list or library view is the table style, which displays all the data, one item per table row, on one page. Therefore the more rows you display, the longer it takes to display the data.
Setting an item limit on a page
[image: Page items]By setting an item limit on a page, you can directly control how many items display at one time by using a specific number, the default being 30. 
There are two options you can choose when setting an item limit on a page:
· If you select Display items in batches of the specified size (for paging), then you are creating a page-by-page display of the data which is useful when you are browsing items in a non-interactive way.
· If you select Limit the total number of items returned to the specified amount, then you are creating a hard limit that may or may not return the entire results of your filter operation, but may be useful when testing your view, creating a prototype, or you only want to retrieve the top values in a view. 
[image: Preview Pane]Using the Preview Pane view style
To see all of the information from items in your list in a vertical pane format, use the Preview Pane style. You can more quickly navigate the data by hovering over the item title in a scrolling region on the left side of the page, to see all the column values of the current item vertically listed on the right side of the page. Less initial data is displayed, and this helps display the view faster. This style is also very useful when your list is wide or has many columns and would require horizontal scrolling to see the data. 
Using the Group By view style
[image: Group By Style]The Group By view style groups the data by a category (up to two levels) that you choose when defining the view, which makes the initial display of the list view much smaller. You click a Plus/Minus button to expand/collapse a specific group of data and only load the subset of data that is needed onto the current page. This view style not only limits the display of the data, but also the retrieval of the data. Make sure that the default Show Grouping option is set to Collapsed. You can also control the paging of the grouped data in the same way as data that is not grouped. In some situations, such as simple reporting or drilling down and drilling up to find and update data, this view style can be much more efficient for users to use.
Using Datasheet view
Datasheet view is based on an ActiveX control and specifically designed to load data faster by retrieving and updating data asynchronously. This view makes it much more efficient to scroll, edit, and work with a lot of data, and is especially useful for doing frequent adds, updates, and comparisons to your data. Without disrupting your work, your changes are sent to the server, status is communicated to you by using icons, your changes are efficiently synchronized to the server and you can quickly resolve occasional conflicts. Datasheet view respects view filter, sort, and folder settings, but is not designed to work with page limits, dynamic filters and sorts in Standard view, or other non-tabular view styles, such as Group By and Preview Pane. 
If the Access Services feature is activated, then you can work with considerably more data than the List View Threshold, up to 50,000 items by default. Find more information in the Using Access Services section.
[image: Datasheet View]
Tip If your list is organized by folders and you would like to see all the data in Datasheet view without the folders (a "flattened" view), you can set the view to see all items without folders. However, you may need to use a filter that is based on indexed columns to avoid reaching the List View Threshold.
[bookmark: _Toc268174149][bookmark: _Toc296245633]Using the daily time window
The daily time window is a way for farm administrators to specify a dedicated time period for all users to do unlimited operations during off-peak hours, such as 6:00 PM to 10:00 PM.
Although views are a primary way to retrieve items from a list or library, other SharePoint commands and operations also require accessing the items in a list or library, such as: adding and deleting an index, adding and modifying a list column, deleting and copying folders, changing security settings for a list or library, saving a list with its content as a template, deleting a web or site, and restoring or deleting items from the Recycle Bin. These commands and operation could also fail if they exceed the site thresholds and limits when retrieving list data. 
If you are not a developer or don't have convenient access to developer resources to do these operations for you, you can defer these types of operations to the daily time window. If the regular daily time window period is set up during normal sleeping hours, you can ask the farm administrator to move the time period to an early morning or late evening hour.
[bookmark: _Toc268174150][bookmark: _Toc296245634]Using offline synchronization
Taking data offline is often more convenient and efficient for you. You can make changes on your desktop or laptop computer, and then when you bring the data back online, synchronize changes and resolve conflicts in a smooth and efficient way. Working with large lists by using offline synchronization to "scrub", analyze, or report data, helps off-load database activity and minimize use of SharePoint resources.
You can take list data offline and synchronize changes when you come back online by using four Microsoft Office products. Two of these products, Microsoft Office Access 2010 and Microsoft SharePoint Workspace 2010, automatically process list or library data in small batches and then reassemble the data, a technique that enables working with substantially more data than the List View Threshold, and without adversely impacting other users on the SharePoint site.
Microsoft Office SharePoint Workspace 2010 Using Office SharePoint Workspace 2010 you can efficiently take lists (both native and external) and libraries offline, automatically synchronize changes when they occur either on the client or the server, and take advantage of a richer, more flexible, and more responsive user interface on your client computer or laptop. Behind the scenes, Office SharePoint Workspace 2010 automatically processes data in batches of 100 items at a time and then reassembles the data, which means you can work with many more items than the List View Threshold of your site, up to an absolute maximum of 30,000 items. If a list or library contains more than 30,000 items, then the client computer stops synchronizing. 
Microsoft Office Access 2010 You can read and write most native lists from Office Access 2010 by linking to them, and Office Access 2010 works well with virtually all SharePoint data types. Linking lets you connect to data in a SharePoint list, so that you create a two-way connection to view and edit the latest data both in the SharePoint list and your Access database. Access creates a copy of (or replicates) the SharePoint list in an Access table. Once the Access table has been created, you can work with list data in Access up to the Access limit of two gigabytes (excluding any attachments which are not stored locally). Furthermore, Office Access 2010, caches the list data on the client, uses an efficient in-memory, write-through cache, and only transfers changed list items, all of which makes queries and updates perform much faster. A conflict resolution dialog box also helps to manage conflicting updates in a smooth way. 
If the Access Services feature is activated, then you can work with considerably more data than the List View Threshold, up to 50,000 items by default. Find more information in the Using Access Services section.
Microsoft Office Excel 2010 You can export SharePoint lists to an Excel Table, which creates a one-way data connection between an the Excel table and the SharePoint list. When you update your data from the SharePoint list and refresh the Excel table, Office Excel 2010 replaces the Excel data with the latest SharePoint list data, overwriting any changes that you made to that Excel table. Once the data is in the Excel table, you can take advantage of the many data analysis features of Office Excel 2010, such as powerful and flexible worksheets, PivotTable reports, professional-looking charts and spark lines, conditional formatting with icons, data bars, and color scales, and sophisticated what-if analysis operations. 
If the Access Services feature is activated, then you can work with considerably more data than the List View Threshold, up to 50,000 items by default. Find more information in the Using Access Services section.
Microsoft Office Outlook 2010 From Office Outlook 2010, you can read and write Contact, Task, Calendar and Discussion Lists, as well as synchronize Document libraries. For example, you can work with both standard tasks lists and project tasks lists by taking task lists offline, viewing, updating, and assigning new tasks, bringing them back online, and synchronizing them without leaving Office Outlook 2010; You can also store, share, and manage SharePoint contacts more efficiently in Office Outlook 2010. 
[bookmark: _Toc268174151][bookmark: _Toc296245635]Using search to find list or library items
An alternative way to find documents or items in a large library or list is to use search. Because search has its own indexing mechanisms, it is not subject to the List View Threshold or other related limits. When you use search, you can easily scope (or limit) the search to a specific list or library. You can search by a keyword or phrase, and then further narrow the results by using item properties such as the author of a document or the creation date of a list item. You can even use Boolean syntax and logical operators to formulate more elaborate queries. After you have identified the results you want to work with you, can use the Refinement Panel to, for example, sort and filter the results according to your needs. 
[bookmark: _Toc268174152][bookmark: _Toc296245636]About commonly-used SharePoint features
To further help overall system performance and avoid reaching a resource threshold or limit, consider the following commonly-used SharePoint features:
Personal Views Because creating views that use a column index correctly is more complicated for large lists and libraries, you might want to remove the Manage Personal Views permission from contributors for a large list or library. By removing this permission, you can prevent users from creating a view that spans all of the items and that might adversely affect the performance of the rest of the site.
Relational lists When you create list relationships by using lookup columns, unique columns, and enforced relational behavior (also called referential integrity), you can reach the List View Threshold and may be blocked under the following circumstances: 
· If you make a column unique in an existing list that has more items than the List View Threshold (but note that adding one item to a list that makes the list exceed the List View Threshold is an operation that is not usually blocked).
· If a list has more items than the List View Threshold, and then you turn on Cascade Delete or Restrict Delete) for a lookup field in that list. 
RSS Feeds After RSS support is enabled in Central Administration and at the site collection level, you can enable and configure RSS support for the many types of lists and libraries. When users access the RSS Feed for a list or library, data is retrieved from the list. The default RSS view limits the number of items that are returned, based on the date that the item was last modified by using a filter on the Modified column. If the list or library has many items and users access the RSS Feed, it's a good idea to index the Modified column. You can also reduce the number of items retrieved by changing the number of items and number of days for which changes are included in an RSS Feed.
[bookmark: _Using_Access_Services][bookmark: _Toc268174153][bookmark: _Toc268174154][bookmark: _Toc296245637]Using indexed and fallback queries
Metadata Navigation and Filtering is enabled by default on most sites created in SharePoint Server 2010. Even if metadata navigation has not been configured for a specific list or library, Metadata Navigation and Filtering is still at work behind the scenes to improve the performance of views in lists and libraries. The Metadata Navigation and Filtering feature automatically can select the best index to work every time a view is loaded. When you load new views, apply filters to views, clear filters, or apply a sort on a field, query optimization determines the best way in which to query the database.
If a user creates or loads a view that cannot use an index to query the list, then Metadata Navigation and Filtering will construct and execute a fallback query. A fallback query is a modified version of the original user query that displays a partial set of the items requested because it queries against only a portion of the list instead of the entire list. It is intended to provide you with some useful results in circumstances when the original query is blocked due to large list throttling. Up to 1,250 of the newest items are displayed based on when those list items were added to the list. Occasionally, fallback queries will return 0 results if no items in the part of the list scanned by the query contain results that match the original user query.
[bookmark: _Toc268174155][bookmark: _Toc296245638]Using the Document Center site
You can use a Document Center site when you want to create, manage, and store large numbers of documents. A Document Center is based on a site template and is designed to serve as a centralized repository for managing many documents. Features, such as metadata and tree view navigation, content types, and web parts, help you organize and retrieve documents in an efficient and meaningful way for your users. 
Content Stewards can quickly configure metadata-driven navigation to perform well for most libraries without explicitly creating indexes, but also get assisted when creating additional indexes to enhance the performance over a wider range of filters and views.
You can use a Document Center site as an authoring environment or a content archive:
· In an authoring environment, users actively check files in and out and create folder structures for those files. Versioning is enabled, and 10 or more earlier versions of each document can exist. Users check documents in and out frequently, and workflows can help automate actions on the documents. 
· In a content (or knowledge-base) archive, by contrast, very little authoring occurs. Users only view or upload documents. Typically, content archives contain single versions of documents, and a site can scale to millions of files. In a typical scenario, such as a technical support center for a large organization, 10,000 users might access the content, primarily to read it. A subset of 3,000 to 4,000 users might upload new content to the site.
[bookmark: _Toc268174156][bookmark: _Toc257876240][bookmark: _Toc268174157][bookmark: _Toc296245639]How to index and filter views
The following sections provide step-by-step procedures for creating indexes and using these indexes in filtered views.
[bookmark: _Create_a_simple][bookmark: _Toc268174158][bookmark: _Toc296245640]Create a simple or compound index
To improve the performance of a large list or library, you can create an index. Then you can use the indexed column when you Create or modify a filtered view based on column indexes of that list or library. 
Important Because creating an index requires accessing all items in the list, it's possible you may be blocked from creating an index for a column if the entire list exceeds the List View Threshold. If this occurs, do the operation during the daily time window, or contact your administrator. 
1. Navigate to the site that contains the list or library for which you want to create the index. 
2. If the list or library is not already open, click its name on the Quick Launch. If the name of your list or library does not appear, click Site Actions [image: Site Actions Menu], click View All Site Content, and then click the name of your list or library. 
3. In the ribbon, under List Tools or Library Tools, click the List or Library tab, and then in the Settings group, click List Settings or Library Settings.
4. Under the Columns section, click Indexed columns.
5. On the Indexed Columns page, click Create a new index.
6. Do one of the following:
To create a simple index:
1. In the Primary Column section, under Primary column for this index, select the column.
2. Click Create.
To create a compound index:
1. In the Primary Column section, under Primary column for this index, select the column.
2. In the Secondary Column section, under Secondary column for this index, select a different column.
3. Click Create.
[bookmark: _Create_or_modify][bookmark: _Toc268174159][bookmark: _Toc296245641]Create or modify a filtered view based on column indexes
After you index a column, you can add it to a view when you create or modify a view, and then use the indexed column to filter the view. Before creating a view, you may want to add more columns to the list to enable more flexibility for sorting, grouping, and filtering.
Find more information about creating columns and views in the See Also section.
1. Navigate to the site that contains the list or library for which you want to create the index. 
2. If the list or library is not already open, click its name on the Quick Launch. If the name of your list or library does not appear, click Site Actions [image: Site Actions Menu], click View All Site Content, and then click the name of your list or library. 
3. In the ribbon, under List Tools or Library Tools, click the List or Library tab.
4. Do one of the following:
To create a view: 
1. In the Managed Views group, click Create View.
2. Click the option, such as Standard View or an existing view, that you want to use to create your view.
3. In the View Name box, type the name for your view. Select Make this the default view if you want to make this the default view for the list or library. Only a public view can be the default view for a list or library. For example, to create a view of only items that changed today, choose the Modified (Indexed) column and the is equal to condition, and then type [Today]. Note If you do not see any columns that say (Indexed) after the name, you do not have any indexed columns available for that list or library. You must first create a simple or compound index.
2. Choose any other options that you want for your view, such as which columns you want to show or hide and how you want to sort the items.
3. Click OK.

[bookmark: _Toc296245642]Workflows
[bookmark: _Toc296245643]Approval Workflows
[bookmark: _GoBack]Approval workflow routes an item in a SharePoint site to specified people for approval. This workflow can be used in business processes as diverse as final product specification to vacation request approval.
[bookmark: _Toc244508547][bookmark: _Toc245284881][bookmark: _Toc296245644]How does the Approval workflow work?
The Approval workflow supports business processes that involve sending a document or item to colleagues or managers for approval. The Approval workflow makes an approval business process more efficient by managing and tracking all of the human tasks involved with the process and by providing a record of the process after it is completed.
If workflows are available, you can start an Approval workflow directly from a document or item in a list or library. To start a workflow, you select the workflow that you want to use, and then you fill out a workflow initiation form that specifies the workflow participants (approvers), a due date, and any relevant task instructions. After a workflow starts, the server assigns tasks to all participants. If e-mail alerts are enabled for the server, the server also sends e-mail alerts to all participants. The Approval workflow can be run in:
· Serial, in which tasks are assigned to participants one at a time.
· Parallel, in which tasks are assigned to participants all at the same time.
The workflow can also be run in stages, a series of serial and parallel tasks that can have different participants.
Participants can click a link in the e-mail task alert to open the document or item to be approved. Participants can choose to approve, reject, or reassign their approval tasks. They can also request a change to the document or item to be approved. Participants have the option of completing their workflow tasks from either the Microsoft SharePoint Server 2010 site or from directly within certain programs that are part of Microsoft Office 2010. While the workflow is in progress, the workflow owner or the workflow participants can view the Workflow Status page to see which participants have completed their workflow tasks. When the workflow participants complete their workflow tasks, the workflow ends, and the workflow owner is automatically notified that the workflow is complete.
[bookmark: _Toc244508548][bookmark: _Toc245284882][bookmark: _Toc296245645]Add or change an Approval workflow for a list, library, or content type
Before a workflow can be used, it must be added to a list, library, or content type in order to make it available for documents or items in a specific location. You must have the Manage Lists permission to add a workflow to a list, library, or content type. In most cases, site administrators or individuals who manage specific lists or libraries perform this task.
The availability of a workflow within a site varies, depending on where it is added:
· If you add a workflow directly to a list or library, it is available only for items in that list or library.
· If you add a workflow to a list content type (an instance of a site content type that was added to a specific list or library), it is available only for items of that content type in the specific list or library with which that content type is associated.
· If you add a workflow to a site content type, that workflow is available for any items of that content type in every list and library to which an instance of that site content type was added. If you want a workflow to be widely available across lists or libraries in a site collection for items of a specific content type, the most efficient way to achieve this result is by adding that workflow directly to a site content type.
If you want to add an Approval workflow to a list, library, or content type, or if you want to change an Approval workflow that is already associated with a list, library, or content type, you follow the same steps.
1. To open the Add a Workflow page or the Change a Workflow page for the list, library, or content type for which you want to add or change a workflow, do one of the following:
· For a list or library:
a. Open the list or library for which you want to add or change a workflow.
b. In the ribbon, click the List or Library tab, click List Settings or Library Settings. The name of the tab can vary with the type of list or library. For example, in a calendar list it is the Calendar tab.
c. Under Permissions and Management, click Workflow settings.
· For a list content type:
a. Open the list or library that contains the instance of the list content type for which you want to add or change a workflow.
b. In the ribbon, click the List or Library tab, click List Settings or Library Settings.
c. Under Content Types, click the name of the content type.
d. Under Settings, click Workflow settings.
Note If workflows have already been added to this list, library, or content type, this step takes you directly to the Change Workflow Settings page, and you need to click Add a workflow to go to the Add a Workflow page. If no workflows have been added to this list, library, or content type, this step takes you directly to the Add a Workflow page.
2. On the Workflow Settings page, click Add a workflow or click the name of the workflow for which you want to change the settings.
3. Do one of the following:
· If you are adding a workflow, on the Add a Workflow page, in the Workflow section, select the Approval – SharePoint 2010 workflow template.
· If you are changing the settings for a workflow, on the Change a Workflow page, change the settings that you want to change according to the following steps.
4. In the Name section, type a unique name for the workflow.
5. In the Task List section, specify a tasks list to use with this workflow. You can use the default Tasks list, the Workflow Tasks list, or you can create a task list. If you use the default Tasks list, workflow participants will be able to find and view their workflow tasks easily by using the My Tasks view of the Tasks list.
· If the tasks for this workflow will reveal sensitive or confidential data that you want to keep separate from the general Tasks list, you should create a new tasks list.
· If your organization will have numerous workflows or if workflows will involve numerous tasks, you should create a new tasks list. In this instance, you might want to create tasks lists for each workflow.
6. In the History List section, select a history list to use with this workflow. The history list displays all of the events that occur during each instance of the workflow. You can use the default Workflow History list or you can create a new one. If your organization will have numerous workflows, you might want to create a separate history list for each workflow.
7. In the Start Options section, specify how, when, or by whom a workflow can be started.
· If you want to allow the workflow to be started manually, select the Allow this workflow to be manually started by an authenticated user with Edit Item permissions check box. Select the Require Manage Lists Permissions to start the workflow check box if you want to require additional permissions to start the workflow
· To use the workflow to manage content approval for a library, select Start this workflow to approve publishing a major version of an item. If prompted to turn on content approval, click OK. If Start this workflow to approve publishing a major version of an item is not available, content approval and major and minor versions may not be enabled for the list or library.
· If you want the workflow to start automatically when new items are created, select the Start this workflow when a new item is created check box.
· If you want the workflow to start automatically when items are changed, select the Start this workflow when an item is changed.
8. If you are adding this workflow to a site content type, specify whether you want to add this workflow to all content types that inherit from this content type in the Update List and Site Content Types section.
9. Click Next.
10. On the Customize Workflow page, specify the options that you want for how tasks are routed, the default workflow start values, how the workflow is completed, and what actions happen when the workflow is successfully completed.
	Options
	Description

	Assign to
	Type or browse to the users and groups to whom you want to assign the workflow tasks. Groups include SharePoint and Active Directory security groups.

	Order
	Assign tasks to one participant at a time by selecting One at a time (serial). 
Assign tasks to all participants at once, by selecting All at Once (parallel).

	Add a new Stage
	You can create sequential phases in the workflow that can have different participants and different order.

	Expand Groups
	Make sure this option is selected if you plan to specify groups as workflow participants and you want individual tasks for every group member. 
Clear this option if you plan to specify groups as workflow participants, and you want only one task to be assigned to the group.

	Request
	Type a default message that appears with each task.

	Due Date for All Task
	Type or select a date for serial and parallel task. If a date is not entered, individual tasks will not have due dates.

	Duration per Tasks
	Type a number for how long serial workflow participants have to complete workflow tasks

	Duration Units
	Select either Day(s), Week(s) , or Months as the increment of time used by Duration for Serial Tasks.

	CC
	Type or browse to the users you want to notify when a workflow starts, but not assign workflow tasks.

	End on first Rejection
	Select this option if you want the workflow rejected when a participant in the workflow rejects the document or item.

	End on Document Change
	Select this option if you want the workflow rejected when a participant in the workflow changes the document or item.

	Enable Content Approval
	Select this option if you want to update the approval status for a document or item after the workflow is complete. 
Notes 
1. If you are using this Approval workflow to manage content approval (moderation) for a library, and you selected the Start this workflow to approve publishing a major version of an item check box on the Add a Workflow page..
2. If you did not select the Start this workflow to approve publishing a major version of an item check box on the Add a Workflow page because you do not want this workflow to be the default content approval workflow for a library, you can select the Update the approval status (use this workflow to control content approval) check box to make this workflow a secondary content approval workflow that specific users can start manually.


11. Click OK.
[bookmark: _Toc244508549][bookmark: _Toc245284883][bookmark: _Toc296245646]Start an Approval workflow on a document or item
You can manually start an Approval workflow on a document or item directly from the list or library where it is saved. The options available to you when you start the workflow may vary depending on how that workflow was customized when it was added to the list, library, or content type for the item. You must have at least the Edit Items permission to start a workflow. Some workflows may require that you also have the Manage Lists permission to start a workflow on a document or item.
Note If you want to ensure that workflow participants receive e-mail alerts and reminders about their workflow tasks after you start a workflow, check with your server administrator to verify that e-mail is enabled for your site.
1. If the list or library is not already open, click its name on the Quick Launch. If the name of your list or library does not appear, click Site Actions, then click View All Site Content, and then click the name of your list or library.
2. Point to the name of the document or item for which you want to start a workflow, click the arrow that appears, and then click Workflows.
3. Under Start a New Workflow, click the name of the Approval workflow that you want to start.
4. Type or browse to the names of the people you want to approve the document or item in Assign To and select the order you want for the workflow tasks, either One at a time (serial) or All at once (parallel). If you are going to create a serial workflow, type or select the names of the workflow participants in the order in which you want the tasks to be assigned.
5. If you want sequential phases in the workflow that can have different participants and different order, click Add a new stage, and fill in the information.
6. If you are including groups as workflow participants, clear Expand groups if you want only one task notification to be assigned to the group instead of individual task notifications for every group member.
7. To include a message or specific task instructions, type this information in Request. For example, type a message about approving a contract and a URL to the document.
8. If you want to specify when all workflow tasks need to be completed or the tasks will be overdue, type or pick a date for Due Date for All Task.
9. To specify how long serial workflow participants have to complete workflow tasks, type a number in Duration per Tasks and then select Day(s), Week(s) or Months in Duration Units
10. If you want to notify people when a workflow starts, but not assign them workflow tasks, type or browse to their name in CC.
11. Click Start.
[bookmark: _Toc244508550][bookmark: _Toc245284884][bookmark: _Toc296245647]Complete an Approval workflow task
Participants in an Approval workflow can complete their workflow tasks from either the list or library where the item or document is located or from directly within certain programs that are part of Office 2010. For information about how to complete a workflow task in a client program, see the Help for that program.
1. Point to the name of the task that you want to complete, click the arrow that appears, and then click Edit Item. If the workflow does not use the default Tasks list, your workflow task may not appear in the Tasks list. To locate your workflow task, go to the list or library where the workflow item is saved. Point to the name of the item that you want to complete, click the arrow that appears, and then click Workflows. On the Workflow Status page, under Running Workflows, click the name of the workflow in which you are a participant. Under Tasks, locate your workflow task.
2. Do one of the following:
· To approve the item, type any comments that you want to send to the workflow owner in Comments, and then click Approve.
· To reject the item, type any comments that you want to send to the workflow owner in Your Comments, and then click Reject.
· To cancel working on the task now, with the option of coming back to it later, click Cancel.
· To request a change to the item to be approved, click Request a change, specify to whom you want to assign the change request, describe your change request, specify the duration and units for serial tasks, and then click Send.
· To reassign the approval task to another person, click Reassign task, specify to whom you want to assign the task, specify the duration and units for serial tasks, and then click Send. Depending on how the workflow was customized when it was added to the list, library, or content type for this item, the options to reassign the task or request a change may not be available.
[bookmark: _Toc244508551][bookmark: _Toc245284885][bookmark: _Toc296245648]View the status of a workflow for a document or item
1. If the list or library is not already open, click its name on the Quick Launch.
2. Point to the name of the document or item for which you want to view the status of workflows, click the arrow that appears, and then click Workflows.
3. On the Workflows page, in the Workflows section, are the running and completed workflows for the document or item.
[bookmark: _Toc296245649]Three-State Workflow
The Three-state workflow tracks the status of a list item through three states (phases). It can be used to manage business processes that require organizations to track a high volume of issues or items, such as customer support issues, sales leads, or project tasks. For example, the three states for a project task could be, Not Started, In Progress, and Finished.
[bookmark: BM1][bookmark: _Toc268601680][bookmark: _Toc296245650]How does the Three-state workflow work?
The Three-state workflow supports business processes that require organizations to track the status of an issue or item through three states and two transitions between the states. With each transition between states, the workflow assigns a task to a person and sends that person an e-mail alert about the task. When this task is completed, the workflow updates the status of the item and progresses to the next state. The Three-state workflow works with the Issue Tracking list template. However, it can be used with any list that is set up to contain a Choice column with three or more values. The values in this Choice column serve as the states that the workflow tracks. 
A list can have more than one choice column and the choice column can have more than three values. However, the Three-state workflow can only be configured to use one of the choice columns and only three of the values in the selected choice column. When you add a Three-state workflow to list or library, you select a choice column and three of the values provide by the column.
The Three-state workflow can be used to manage business processes that require organizations to track a high volume of issues or items, such as customer support issues, sales leads, or project tasks. For example, the employees at a small event planning company can use an issue-tracking list and a customized Three-state workflow to manage the many tasks related to events that they are planning. The Three-state workflow tracks the event-planning tasks through three states: Active, Ready for Review, and Complete. All of the event preparation tasks related to a specific event are compiled into an issue-tracking list that was created for that event and marked as Active. The event coordinator assigns individual tasks to her team members and then starts the Three-state workflow on these items to initiate work on the event task.
When the workflow starts, it creates a task for the designated person. When a team member receives a task, he or she performs the work that is required to complete the task. This may be work that occurs outside of the list or site where the issue-tracking list is located. For example, if a team member receives a workflow task to develop a catering plan, he or she contacts a catering company and then works with them to develop a plan. When the catering plan is drafted, the team member marks his or her workflow task as completed. At this point, the workflow updates the status of the event task in the issue-tracking list from Active to Ready for Review, and it creates a second task for the event coordinator to review the catering plan. After the event coordinator reviews and approves the catering plan, she marks her workflow task as complete, and the workflow updates the status of the task from Ready for Review to Complete.
Note A workflow participant can complete a workflow task in a Three-state workflow in two ways. A participant can edit the workflow task to mark it as complete, or a participant can change the status of the workflow item in the list (if the participant has permission to change this list). If a participant manually updates the status of the workflow item in the list, the workflow task is completed. If the participant edits the workflow task to mark it as complete, the status of the workflow item in the list is updated to Complete.
The actions in the Three-state workflow in the previous example use the follow process:
[image: Flow chart of example Three-state workflow]
[bookmark: BM2][bookmark: _Toc268601681][bookmark: _Toc296245651]Set up a list to use with a Three-state workflow
Before you can use a Three-state workflow, you must set up a list to use the workflow. This list must contain the items that you plan to track or manage by using the workflow. The Issue Tracking list template works with the Three-state workflow. However, you can also create a custom list to use with these workflows. If you create a custom list to use with the Three-state workflow, you must make sure that the list contains at least one Choice column that includes three or more choice values. When you set up a three-state workflow for use with the list, you must specify the Choice column that contains the state values that the workflow will track.
[bookmark: _Toc268601682]Create an issue-tracking list for use with a Three-state workflow
By default, you can use a Three-state workflow with any list that you create from the Issue Tracking list template.
1. In the Site Actions menu, click View All Site Content. 
2. In the All Site Content page, click Create.
3. In the Create dialog box, click Issue Tracking, and type a name for the list. The list name is required. The list name appears at the top of the list page, becomes part of the Web address for the list page, and appears in navigational elements that help users find and open the list.
4. If you want to provide a description for the list or specify if a link to the list is displayed in the Quick Launch, the default is yes, click More Options.
· In the Description box, type a description of the purpose of the list. The description is optional.
· To add a link to this list on the Quick Launch, click Yes in the Navigation section.
5. At the bottom of the Create dialog, click Create.
[bookmark: _Toc268601683]Create a custom list for use with a Three-state workflow
If you want to create a custom list for use with a Three-state workflow, you must add at least one Choice column that contains at least three state values that the workflow will track.
1. In the Site Actions menu, click View All Site Content. 
· In the All Site Content page, click Create.
2. In the Create dialog, click Custom List, and type a name for the list. The list name is required.
3. If you want to provide a description for the list or specify if a link to the list is displayed in the Quick Launch, the default is yes, click More Options.
4. In the Description box, type a description of the purpose of the list. The description is optional.
5. To add a link to this list on the Quick Launch, click Yes in the Navigation section.
6. At the bottom of the Create dialog, click Create.
[bookmark: _Toc268601684]Customize a custom list for use with a Three-state workflow
1. From the custom list, in the ribbon, click the List tab and then click List Settings.
2. Under Columns, click Create Column.
3. In the Name and Type section, under Column name, type the name of column that you want to use to specify the state values for the workflow.
4. Under The type of information in this column is, select Choice (menu to choose from).
5. In the Additional Column Settings section, under Description, type an optional description for the column.
6. Under Require that this column contains information, click Yes.
7. In the list box under Type each choice on a separate line, type three or more choice values that you want for this column. These values will become the states for the workflow.
8. Under Display choices using, select either Drop-Down Menu or Radio Buttons.
9. Under Allow 'Fill-in' choices, click No.
10. Specify whether you want a specific default value for this column or if you want to add it to the default view for the list.
11. Click OK.
[bookmark: BM3][bookmark: _Toc268601685]Add a Three-state workflow to a list
You must add a Three-state workflow to a list before you can use it on items in that list. When you add a Three-state workflow to a list, you specify which column in the list contains the state values that you want the workflow to track. You also specify information about what you want to occur at each stage of the workflow. For example, you can specify the subject and text for the e-mail alerts that task recipients receive.
The Three-state workflow is enabled by default on most types of sites. However, a site collection administrator can disable the feature. If the Three-state workflow is not available, contact your site collection administrator.
Important You must have the Manage Lists permission to add a workflow to a list.
1. Open the list to which you want to add a Three-state workflow. From the custom list, in the ribbon, click the List tab and then click List Settings, or click the settings for the type of library that you are opening. For example, in a document library, click Document Library Settings. 
2. Under Permissions and Management, click Workflow settings.  If workflows were already added to this list, library, or content type, this step takes you directly to the Change Workflow Settings page, and you need to click Add a workflow to go to the Add a Workflow page. If no workflows were added to this list, library, or content type, this step takes you directly to the Add a Workflow page.
3. If a workflow already exists for the list, on the Change Workflow Settings page, click Add a workflow.
4. On the Add a Workflow page in the Workflow section, click Three-state under Select a workflow template.
5. In the Name section, type a unique name for the workflow.
6. In the Task List section, specify a task list to use with the workflow.
Notes 
· You can use the default Tasks list or you can create a new one. If you use the default Tasks list, workflow participants will be able to find and view their workflow tasks easily by using the My Tasks view of the Tasks list.
· Create a new tasks list if the tasks for this workflow will reveal sensitive or confidential data that you want to keep separate from the general Tasks list.
· Create a new tasks list if your organization will have many workflows or if workflows will involve many tasks. In this case, you might want to create tasks lists for each workflow.
7. In the History List section, select a history list to use with this workflow. The history list displays all of the events that occur during each instance of the workflow. You can use the default History list or you can create a new one. If your organization will have many workflows, you might want to create a separate history list for each workflow.
8. In the Start Options section, do either of the following:
· If you want to allow the workflow to be started manually, select the Allow this workflow to be manually started by an authenticated user with Participate permissions check box. Select the Require Manage Lists permissions to start the workflow check box if you want to require additional permissions to start the workflow.
· If you want the workflow to start automatically when new items are created, select the Start this workflow when a new item is created check box.
9. Click Next.
10. In the Workflow states section, under Select a 'Choice' field, select the Choice column from the list that contains the values that you want to use for the states in your workflow, and then select the column values that you want for the Initial state, Middle state, and Final state of the workflow.
11. In the two sections Specify what you want to happen when a workflow is initiated (options for the first task in the workflow) and Specify what you want to happen when a workflow changes to its middle state (options for the second task in the workflow) specify the following information:
Task Details
	
	

	Task Description:
	Type any information that you want to include in the description of the task. If you select the Include list field check box, the field that you select is added to the end of the message. If you select the Insert link to List item check box, a link to the list item is included in the description.

	Task Due Date:
	If you want to specify a due date for the task, select the Include list field check box, and then select the date column from the list that contains the date information that you want to use for the due date.

	Task Assigned To:
	To assign the task to a person who is specified in the list, click Include list field, and then select the column from the list that contains the user information that you want to use. When this workflow is started, the first task is assigned to the person whose name appears in this column for the workflow item.
To assign this task in all instances of this workflow to a person that you specify, click Custom, and then type or select the name of the person to whom you want to assign the task.


12. Select the Send e-mail message check box if you want the workflow participants to receive e-mail alerts about their workflow tasks.
Note If you want to make sure that workflow participants receive e-mail alerts and reminders about their workflow tasks after workflows are started, contact your site collection administrator to verify that e-mail is enabled for your site.
E-mail Message Details
	
	

	To
	Type the name of the person to whom you want an e-mail alert about the workflow task to be sent. Select the Include Task Assigned To check box if you want to send the e-mail alert to the task owner.

	Subject
	Type the subject line that you want to use for the e-mail alert. Select the Use Task Title check box if you want to add the Task title to the subject line of the e-mail message.

	Body
	Type the information that you want to appear in the message body of the e-mail alert. Select the Insert link to List item check box if you want to include a link to the list item in the message.


13. Click OK.
[bookmark: BM4][bookmark: _Toc268601686][bookmark: _Toc296245652]Manually Start a Three-state workflow on an item
A Three-state workflow first must be added to a list to make it available for use on items in that list. See the previous sections for more information.
A Three-state workflow can be configured to start automatically when new items are added to a list, or it can be configured to allow users who have specific permissions to start the workflow manually. Some workflows could allow both options. 
To manually start a Three-state workflow on a list item, follow these steps. You must have Edit Items permission for the list. Some workflows may require you to have the Manage Lists permission.
Note If you want to make sure that workflow participants receive e-mail alerts and reminders about their workflow tasks after you start a workflow, contact your site collection administrator to verify that e-mail is enabled for your site.
1. Open the list that contains the item on which you want to start a Three-state workflow.
2. Point to the item on which you want to start a workflow, click the arrow that appears, and then click Workflows. The Workflows command is available only when the item is in a list or library that has at least one workflow associated with it.
3. In the Site Actions menu, click View All Site Content.
4. Under Start a New Workflow, click the name of the Three-state workflow that you want to start.
The workflow starts immediately.
[bookmark: BM5][bookmark: _Toc268601687][bookmark: _Toc296245653]Complete a workflow task in a Three-state workflow
To complete a workflow task in a Three-state workflow you must have at least the Edit Items permission for the tasks lists where the workflow tasks are recorded.
1. Open the Tasks list for the site, and then select My Tasks on the View menu to locate your workflow task. If the workflow does not use the default Tasks list, your workflow task may not appear in the Tasks list. To locate your workflow task, go to the list or library where the workflow item is saved. Point to the name of the item that you want to complete, click the arrow that appears, and then click Workflows. On the Workflow Status page, under Running Workflows, click the name of the workflow in which you are a participant. Under Tasks, locate your workflow task.
2. Open the list that contains the item on which you want to mark as complete.
3. Point to the name of the task that you want to complete, click the arrow that appears, and then click Edit Item.
4. In the Tasks dialog box, type or select the information that is requested to complete the task and then click Save.


[bookmark: _Toc296245654]Information Management Policies
Information management policies enable you to control who can access your organizational information, what they can do with it, and how long to retain it. A policy can help enforce compliance with legal and governmental regulations or internal business processes. As an administrator, you can set up a policy to control how to track documents, who has access to documents, and how long to retain documents.
Each policy can establish a set of rules for a specific type of content. Each rule in a policy is a policy feature. For example, an information management policy feature could specify how long a type of content should be retained. 
An information management policy can be created on a site in three different ways:
1. Create an information management policy to use on multiple content types within a site collection.
2. Create an information management policy for a site content type.
3. Create an information management policy for a list or library.
[bookmark: _Toc204662450][bookmark: _Toc215398451][bookmark: _Toc261001590][bookmark: _Toc262125404][bookmark: _Toc296245655]Creating Policies
[bookmark: _Toc296245656]Create a policy for multiple content types within a site collection
To ensure that an information policy is applied to all documents of a certain type within a site collection, consider creating the policy at the site collection level and then later apply the policy to content types. These are referred to as site collection policies. 
1. On the site collection home page, click Site Actions and then click Site Settings. 
2. On the Site Settings page, in the Site Collection Administration list, click Site collection policies. 
3. On the Site Collection Policies page, click Create. 
4. Type a name and description for the policy, and then write a brief policy statement that explains to users what the policy is for. A policy statement can be up to 512 characters. 
5. Click OK to return to the Site Collection Policies page.
[bookmark: _Create_a_policy][bookmark: _Toc261001591][bookmark: _Toc262125405][bookmark: _Toc296245657]Create a policy for a site content type
Adding an information management policy to a content type makes it easy to associate policy features with multiple lists or libraries. You can choose to add an existing information management policy to a content type or create a unique policy specific to an individual content type. You can also add an information management policy to a content type that is specific to lists. This has the effect of applying the policy only to items in that list that are using the content type.
1. On the site collection home page, click Site Actions, and then click Site Settings.
2. On the Site Settings page, in the Galleries section, click Site content types.
3. On the Site Content Type Settings page, select the content type that you want to add a policy to.
4. On the Site Content Type page, in the Settings section, click Information management policy settings.
5. On the Information Management Policy Settings page, select Define a policy, and then click OK.
6. On the Edit Policy page, type a name and description for the policy, and then write a brief description that explains to users what the policy is for. A description can be up to 512 characters long.
7. In the next sections, select the individual policy features that you want to add to your information management policy. 
8. To specify a retention period for documents and items that are subject to this policy, click Enable Retention, and then specify the retention period and the actions that you want to occur when the items expire.
[bookmark: _Toc296245658]To specify a retention period
	
	
	
	
	
	1.
	Click Add a retention stage for records…

	
	
	
	
	
	2.
	Select a retention period option to specify when documents or items are set to expire. Do one of the following:
· To set the expiration date based on a date property, in the Event section click This stage is based off a date property on the item, and then select the document or item action (for example, Created or Modified) and the increment of time after this action (for example, the number of days, months, or years) when you want the item to expire. 
· To use a custom retention formula to determine expiration, click Set by a custom retention formula installed on this server. This option is only available if a custom formula has been set up by your administrator. Creating a custom retention formula involves creating a .net class which implements and IExpirationFormula interface.

	
	
	
	
	
	3.
	The Start a workflow option is available only if you are defining a policy for a list, library, or content type that already has a workflow associated with it. You will then be given a choice of workflows to choose from.

	
	
	
	
	
	4.
	In the Recurrence section, select Repeat this stage’s action…and enter how often you want the action to reoccur. This option is only available if the action you selected can be repeated. For example, you cannot set recurrence for the action Permanently Delete.

	
	
	
	
	
	5.
	Click OK.

	
	
	
	
	
	
	

	
	
	
	
	
	
	


[bookmark: _Toc296245659]To enable auditing
	
	
	
	
	
	1.
	On the Edit Policy page, in the Auditing section, select the Enable auditing check box, and then select the check boxes next to the events you want to keep an audit trail for.

	
	
	
	
	
	2.
	To prompt users to insert these barcodes into documents, select the Prompt users to insert a barcode before saving or printing check box.

	
	
	
	
	
	3.
	Click OK to apply the auditing feature to the policy.

	
	
	
	
	
	
	The Auditing Policy feature enables organizations to create and analyze audit trails for documents and to list items such as task lists, issues lists, discussion groups, and calendars. This policy feature provides an audit log that records events, such as when content is viewed, edited, or deleted.

	
	
	
	
	
	
	When auditing is enabled as part of an information management policy, administrators can view the audit data in policy usage reports that are based in Microsoft Excel and that summarize current usage. Administrators can use these reports to determine how information is being used within the organization. These reports can also help organizations to verify and document their regulatory compliance or to investigate potential concerns.

	
	
	
	
	
	
	The audit log records the following information: event name, date and time of the event, and system name of the user who performed the action.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


[bookmark: _Toc296245660]To enable barcodes
When barcodes are enabled as part of a policy, they are added to document properties and displayed in the header area of the document to which the barcode is applied. Like labels, barcodes can also be manually removed from a document. You can specify whether users should be prompted to include the barcode when printing or saving an item or if the barcode should be inserted manually using the Insert tab in 2010 Office release programs.
	
	
	
	
	
	1.
	On the Edit Policy page, in the Barcodes section, select the Enable Barcodes check box.

	
	
	
	
	
	2.
	To prompt users to insert these barcodes into documents, select the Prompt users to insert a barcode before saving or printing check box.

	
	
	
	
	
	3.
	Click OK to apply the barcode feature to the policy. 

	
	
	
	
	
	
	The barcode policy generates Code 39 standard barcodes. Each barcode image includes text below the barcode symbol that represents the barcode value. This enables the barcode data to be used even when scanning hardware is not available. Users can manually type the barcode number into the search box to locate the item on a site.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


[bookmark: _Toc296245661]To enable labels
	
	
	
	
	
	1.
	To require users to add a label to a document, select the Prompt users to insert a label before saving or printing check box.
Note If you want labels to be optional, do not select this check box.

	
	
	
	
	
	2.
	To lock a label so that it cannot be changed after it has been inserted, select the Prevent changes to labels after they are added check box. This setting prevents the label text from updating once the label has been inserted into an item within a client application such as Word, Excel, or PowerPoint. If you want the label to be updated when the properties for this document or item are updated, do not select this check box. 

	
	
	
	
	
	3.
	In the Label format box, type the text for the label as you want it to be displayed. Labels can contain up to 10 column references, each of which can be up to 255 characters long. To create the format for your label, do the following: 
Type the names of the columns that you want to include in the label in the order in which you want them to appear. Enclose the column names in curly brackets ({}), as shown in the example on the Edit Policy page. Type words to identify the columns outside the brackets, as shown in the example on the Edit Policy page. 

	
	
	
	
	
	4.
	To add a line break, type \n where you want the line break to appear. 

	
	
	
	
	
	5.
	Select the font size and style that you want, and specify whether you want the label positioned left, center, or right within the document. Select a font and style that are available on the users' computers. The size of the font affects how much text can be displayed on the label. 

	
	
	
	
	
	6.
	Type the height and width of the label. Label height can range from .25 inches to 20 inches, and label width can range from .25 inches to 20 inches. Label text is always vertically centered within the label image.

	
	
	
	
	
	7.
	Click Refresh to preview the label content.


[bookmark: _Create_a_policy_1][bookmark: _Toc261001592][bookmark: _Toc262125406][bookmark: _Toc296245662]Create a policy for a list, library or folder (location-based retention policy)
You can define a retention policy that applies only to a specific list, library or folder. If you create a retention policy this way however, you cannot reuse this policy on other lists, libraries, folders or sites.
Note You cannot apply a site collection policy to a location based policy.
If you want to apply a single retention policy to all types of content in a single location, you will most likely want to use location-based retention. In most other cases, you will want to verify that a retention policy is specified for all content types.
Note Each subfolder inherits the retention policy of its parent, unless you choose to break inheritance and define a new retention policy at the child level.
If you want to define an information management policy other than retention to a list or library, you need to define an information management policy for each individual list content type associated with that list or library.
Important If at any point you decide to switch from content type to location-based policies for a list or library, only the retention policy will be used as the location-based policy. All other management policies (audits, barcodes, and barcodes) will be inherited from the associated content types.
Tip Location based policies can be disabled for a site collection by deactivating the Library and Folder Based Retention feature. This enables site collection administrators to ensure that their content type policies are not overridden by a list administrator’s location based policies.
1. Navigate to the list or library for which you want to specify an information management policy. 
2. In the ribbon, click the Library or List tab, and then click Library Settings or List Settings depending on whether you are working with a library or list.
3. Under Permissions and Management, click Information management policy settings.
4. On the Information Management Policy Settings page, make sure that the source of retention for the list or library is set to Library and Folders. If Content Type appears as the source, do the following:
· Click Change Source.
[image: Change source of policy]
· On the Edit Policy page, in the Source of Retention section, select Library and Folders. You are alerted that content type retention policies will be ignored.
· Click OK. 
5. On the Edit Policy page, in the Library Based Retention Schedule section, type a brief description for the policy you are creating. 
6. Under Non-Records, click Add a retention stage… 
Important Note that under Records, you can choose to define different retention policies for records by selecting the Define different retention stages for records option.
7. On the Stage properties dialog, select a retention period option to specify when documents or items are set to expire. Do one of the following:
· To set the expiration date based on a date property, in the Event section click This stage is based off a date property on the item, and then select the document or item action (for example, Created or Modified) and the increment of time after this action (for example, the number of days, months, or years) when you want the item to expire. 
· To use a custom retention formula to determine expiration, click Set by a custom retention formula installed on this server.  Note This option is only available if a custom formula has been set up by your administrator.
· Under Action, specify what you want to happen when the document or item expires. To enable a specific action to happen to the document or item (such as deletion), select an action from the list. 
8. The Start a workflow option is available only if you are defining a policy for a list, library, or content type that already has a workflow associated with it. You will then be given a choice of workflows to choose from.
9. In the Recurrence section, select Repeat this stage’s action…and enter how often you want the action to reoccur. Note This option is only available if the action you selected can be repeated. For example, you cannot set recurrence for the action Permanently Delete.
10. Click OK.
[bookmark: _Apply_a_site][bookmark: _Toc261001593][bookmark: _Toc262125407][bookmark: _Toc296245663]Apply a site collection policy to a content type
If information management policies have already been created for your site as site collection policies, you can apply one of the policies to a content type. By doing this, you can apply the same policy to multiple content types in a site collection that do not share the same parent content type.
Note If you want to apply policies to multiple content types in a site collection, and you have a Managed Metadata Service configured, you can use Content Type Publishing to publish out information management polices to multiple site collections. 
1. Navigate to the list or library that contains the content type to which you want to apply a policy.
2. In the ribbon, click the Library or List tab, and then click Library Settings or List Settings depending on whether you are working with a library or list.
3. Under Permissions and Management, click Information management policy settings.
4. Verify that the policy source is set to Content Types, and under Content Type Policies select the content type you want to apply the policy to.
5. In the Specify the Policy section, click Use a site collection policy, and then select the policy that you want to apply from the list. Note If the Use a site collection policy option is not available, no site collection policies have been defined for the site collection.
6. Click OK. 
[bookmark: _Toc260646789][bookmark: _Toc261001594][bookmark: _Toc262125408][bookmark: _Toc262125409][bookmark: _Toc296245664]Create a template from an existing policy to use across site collections
You can define an information management policy and then create a template from it to use as needed across multiple site collections. This method can be used if you want to have a backup of your information policies, or it can also be used as an alternate method to using content type publishing for applying one policy across site collections. You create a template or backup of the policy by exporting the policy from one site collection and then importing it to a saved location or to another site collection.
Important If you using the export/import feature as a way to make a set of policy templates, keep in mind that a unique identifier exists in the policy .xml file. Because of this, you cannot import that policy into a site more than once without changing this unique identifier.
[bookmark: _Toc260646790][bookmark: _Toc261001595][bookmark: _Toc262125410][bookmark: _Toc296245665]Export a policy
1. On the home page of the site collection in which the policy resides, click Site Actions, and then click Site Settings. 
2. On the Site Settings page, under the Site Collection Administration section, click Site collection policies. 
3. Click the policy you want to export, scroll to the bottom of the policy, and then click Export.
4. At the prompt to save or open the file, click Save, and then select a location to save the file to. Be sure to select a location that is available to the site collections that are importing the policy.
5. When the Download Complete dialog is displayed, click Close.
[bookmark: _Toc260646791][bookmark: _Toc261001596][bookmark: _Toc262125411][bookmark: _Toc296245666]Import a policy to a different site collection
Importing an information management policy enables you to apply it to multiple content types at the site or list level within any given site collection. The benefits of doing this are twofold: you don’t have to re-define and apply the policy on each content type, and you can more easily manage policy modifications by making changes to the policy in just one place.
1. On the home page of the site collection to which you want to apply the policy, click Site Actions, and then click Site Settings. 
2. In the Site Collection Administration section, click Site collection policies. 
3. On the Site Collection Policies page, click Import, and then click Browse to find the XML file for the policy. 
4. Select the XML file in which the policy has been saved, and then click Open. 
5. On the Import a Site Collection Policy page, click Import to add the policy to the site collection. 
Your imported policy can now be applied to one or many content types at the site or list level. 
[bookmark: _Apply_a_policy][image: Selecting an information policy to apply to a content type]


[bookmark: _Toc296245667]Content Organizer
An important aspect of good records management is the overall organization and archival of items or documents. You can use the Content Organizer as a gatekeeper for documents submitted to any site where the feature has been enabled. Instead of directly uploading an item to a library or folder, you provide metadata information for an item and, based on predefined routing rules, the item is then automatically routed to the correct library and folder. Another important aspect of using the Content Organizer for records management is that a record manager’s folder structure is often used for more than just organization and navigation. Record managers are likely to apply permissions and policies to specific locations within their records management system. Since the Content Organizer can route documents to those locations, permissions and polices are automatically applied to the documents.
[bookmark: BMbacktotop][bookmark: _Toc296245668]Configure the Content Organizer to route documents
1. Navigate to the site for which you want to configure the Content Organizer to automatically route documents to specified locations.
2. Click Site Actions [image: Site Actions], and then click Site Settings.
3. Under Site Administration, click Content Organizer Settings. The Content Organizer Settings link is available only if the Content Organizer feature has been enabled for the site. To learn how to activate site features, see the links under See Also.
4. In the Redirect Users to the Drop Off Library section, select the check box to enforce the use of the Content Organizer. This will redirect users to the Drop Off Library if they attempt to add a record to any library or list that has at least one organizer rule associated with it. To learn how to create Content Organizer rules see topics in the See Also section. If routing enforcement is enabled, any content uploaded to the site, no matter the location, will be routed to the final location using a rule. If routing enforcement is disabled, you can use the Content Organizer by uploading to the Drop Off library. Doing this, however, will items uploaded to any final locations will not follow the Content Organizers rules.
5. In the Sending to Another Site section, select the checkbox if you want to enable routing documents across site collections.
6. In the Folder Partitioning section, select the Create subfolders after a target location has too many items check box to automatically create subfolders after a location has exceeded a specified number of items. 
7. In the Number of items in a single folder box, type the number of documents that can be stored in a folder before a new one is created.
8. In the Format of folder name box, specify the naming convention for any new folders that are created. Text you enter before the “%1” becomes part of the folder name – with a 255 character limit – and the “%1” is replaced by the date and time the new folder is created.
[image: Folder retention settings in the Content Organizer]
9. In the Duplicate Submissions section, select whether you want duplicates to use the versioning feature, or whether duplicates should always have unique characters appended to the item’s filename.
10. Select the checkbox in the Preserving Context section if you want to save audit logs or metadata as an audit entry on the submitted item or document. Audit logs are available by right-clicking next to the item and selecting Compliance Detailsand then selecting Generate audit log report on the Compliance Details dialog.
[image: Compliance details]
[image: Audit log]
11. In the Rule Managers section, enter user or group names that will be rules managers in your organization. Rule managers must have Manage Web Site permissions access the Content Organizer rules setting page. 
12. Select the appropriate checkboxes to have e-mails automatically sent to the rules managers when a submission does not match a Content Organizer rule, or when any content gets submitted to the Content Organizer. 
13. The Submission Points section provides the necessary information for sending content from other sites or e-mail messaging software to the current site. This section gives you the URL of the Web service to submit content to the site in case you want to create a workflow or custom solution to submit documents from an email system.
[bookmark: _Toc296245669]Creating Content Organizer Rules
Creating rules to route documents to specific locations in Microsoft SharePoint Server 2010 helps expedite the process of filing records in their respective SharePoint libraries and folders. As a major component of records management, creating rules to route records is also part of your file plan. Any SharePoint site can be enabled for document routing. This article shows you how to create rules for organizing and routing records within SharePoint Server. You must first enable the Content Organizer feature and configure the organizer to route records. The Content Organizer feature can only be activated at the site level. 
[bookmark: _Toc245702060][bookmark: _Toc258333533]Business documents originate from many different sources and often need to be stored in a way that decreases vulnerability to regulatory compliance and litigation risks. After configuring the Content Organizer to route records, you can establish and program specific Content Organizer rules that enable you to automatically store records based on unique business rules and requirements. 
In conjunction with using content types, creating rules to automatically route documents within a centralized enterprise repository replaces the need to manually upload documents or other items to a library or folder. Users fill out predetermined criteria for any given document and, based on the predefined routing rules, the document is then routed to the correct library or folder. Content organizer rules are stored as a SharePoint list. 
The Content Organizer also helps you monitor and control the maximum number of documents that can be stored in any given library. For example, if a document is added to a library folder that has a maximum limit of 5000 items, the Content Organizer automatically creates a new folder and routes the document to that folder.
[bookmark: _Toc258333534]Where can documents come from?
Documents that are routed to specific libraries or folders can come from various sources. As part of a records management process, documents can come from:
· Client applications, such as Microsoft Word, when you use the Save As function.
[image: Save as]
· Direct upload to the Drop Off library, which is a special library that is created when you activate the Content Organizer for a site.
[image: Uploading documents to the Drop off library]
· The Send To command when coming from another SharePoint site.
[image: Sending documents to another location]
· A third-party application through a Web Service.
· Exchange managed folder - emails can be treated as records and routed just like any other document. 
[bookmark: _Toc258333535]What determines the routing location?
Documents can be routed to a Records Center site or any other kind of SharePoint site. The Drop Off library, which is automatically created when activating the Content Organizer feature, serves as the default location where documents are routed if they do not meet predetermined criteria. There are several main elements that comprise the document routing process:
Web service or e-mail submission Other SharePoint sites or third-party applications can submit documents to the Content Organizer. Exchange can email documents to the Content Organizer. Documents or e-mail records with the correct content type, metadata, and matching rules are automatically sent to the proper library or folder.
Target libraries and folders Content stewards or records managers manually create libraries and folders where documents should be routed.
Site content types These are required and users manually add appropriate site content types to target libraries. Because the Content Organizer will only work on content types that are, or derived from, the Document content type, you cannot use it for organizing large lists. 
Drop Off library Documents that don’t have enough metadata to match a rule, or that are missing required metadata are sent to the Drop Off library so users can enter required metadata. All content types used for routing are automatically associated with the Drop Off library. You can configure the Content Organizer so that all uploaded documents are temporarily routed to the Drop Off library. 
Document routing list This list helps you create a plan for how content should be organized in this site. You use this list to create rules that ensure that documents submitted to a site are routed to the correct location and have the correct properties. Content stewards or records managers visit this list to create, manage, and view routing rules. 
The diagram below shows how documents and emails are routed based on meeting specific criteria.
[image: Document routing using the content organizer]
[bookmark: _Toc258333536]There are several important steps you need to follow before creating rules for routing documents.
1. Create libraries and folders that you want documents to be routed to. You might want to create folders for each type of document you are routing. For example, create a library just for e-mail records or Excel spreadsheets. To learn about creating libraries, see the links in the See Also section.
2. Content types must be associated with documents that are to be routed. In this way, the content type can be part of the criteria that determines the final location where a document is stored. 
[bookmark: _Toc258333537][bookmark: _Toc296245670]Create rules to route documents
For each record type that you add to the Record Routing list, you specify a record title and description. You also specify the location in the site where the record is stored. To ensure that all relevant records are routed to the appropriate location, you can specify alternate names for the record type.
Note You must have at least Site Owner permissions to create rules to route documents.
1. Navigate to the site for which you want to create Content Organizer rules.
2. From the Site Actions menu [image: Site Actions Menu]click Site Settings.
3. On the Site Settings page, under the Site Administration section, click Content Organizer Rules.
4. In the New group on the ribbon, click New Item and then click Rule.
5. Type a name that describes the rule’s conditions and actions.
6. In the Rule Status and Priority section, choose whether the rule should be applied to incoming content. If Active is selected, select a priority that will determine how content is routed should it match more than one Content Organizer rule.
7. Next, associate the rule with a content type. By doing this, submissions to the organizer are labeled with the selected content type and properties used in the conditions of the rule are identified.
· Select the appropriate content group. The group you select determines the content types you can choose from in the next step.
· Select the appropriate content type.
· If the content type you selected has an alternative name on another SharePoint site, select the checkbox under Alternate name, type the alternate name in the field provided, and then click Add. The alternate content type names appear in the list box below. 
8. In the Conditions section, select the conditions that a submission’s properties must meet for the rule. You might, for example, want the rule to apply to all documents that have the word “budget” in the title. You can add more conditions by clicking the Add another condition link. 
Note The properties available from the Property drop-down list differ according to the content type you selected in step 6.
9. Type or browse for a location to place content that matches the rule. Select the Automatically create a folder checkbox to group similar documents together in folders. For example, if you have a property that lists all documents for projects in your organization, you can force the organizer to create a separate folder for each project.


[bookmark: _Toc296245671]Records Management
[bookmark: _Toc239143879][bookmark: _Toc239144370]The information in this article introduces you to the concept of using the Records Center to manage and store your records. You will find general guidance information in this article to help you understand the benefits of using the Records Center site template. 
[bookmark: _Toc239146176]The Records Center is intended to serve as a central repository in which an organization can store and manage all of its records such as legal or financial documents. The Records Center supports the entire records management process, from records collection through records management to records disposition. Typically, a Records Center site is designed and configured by an organization's records management professionals and information technology (IT) staff to support an organization's file plan.
Note SharePoint provides the ability to manage records “in place.” With in-place records management, you can use any feature available in the Records Center, such as information management policy enforcement, routing, and hold, to manage records on any site. 
The Records Center site template is similar to other SharePoint sites in that it serves as a general repository for documents and enables collaboration among site users. The Records Center site template, however, is a pre-configured site designed specifically to help organizations implement their records management and retention programs. Versioning, auditing, metadata management, eDiscovery, and customizable record routing are built-in features that can help you manage records more effectively.
[image: The Records Center site]
[bookmark: _Toc239143880][bookmark: _Toc239144371][bookmark: _Toc239146177][bookmark: _Toc296245672]Features of the Records Center site template
The Records Center site template combines some standard features available in Microsoft Enterprise Project Management (EPM) Solution with some additional specialized records management features to provide the following capabilities:
Vault abilities The Records Center has several features that help ensure the integrity of the records stored within it:
· Records are never automatically modified by the system. This ensures that records that are uploaded to a Records Center site and then downloaded again later are always identical. 
· Site administrators can configure the Records Center to prevent the direct tampering with records. This is done by versioning any changes that are made to the document and by auditing specific types of changes. 
· The Records Center allows records managers to add and maintain metadata on items separately from a record's metadata, so that the information that is pertinent to records management tasks can be updated without modifying the underlying record. Changes to metadata are also versioned.
Information management policy enforcement Some available policy features that are useful for records management: 
· Auditing This feature logs events and operations that are performed on files. Auditing is useful to record whm is viewing and accessing information in the Records Center. 
· Expiration This feature specifies how long a record should be retained and what action should occur when the retention period ends, such as deletion or the initiation of a Disposition Approval workflow. The retention period for a record usually begins when a record is initially submitted to the Records Center. 
· Barcodes This feature provides each record with a unique barcode image and numeric value. The value of the barcode is stored and indexed along with the electronic version of the record. Barcodes are useful for retaining and tracking physical records. When the records in a library have physical versions, barcodes provide a way to correlate the physical versions with their electronic counterparts. 
Record collection programmable interface The Records Center supports a set of services that facilitate records collection. The Records Center's programmable interface enables organizations to configure both document management and e-mail systems to automatically submit files to the Records Center site. Content can be submitted to the Records Center through a Web service by using the SOAP (Simple Object Access Protocol) or through e-mail by using the SMTP (Simple Mail Transfer Protocol). You can also use workflows designed in Microsoft SharePoint Designer 2010 to submit records to the Records Center. To learn more about submitting records to the Records Center, see the links under See Also.
Record routing The Records Center includes a Content Organizer that can automatically route incoming records (whether submitted automatically or manually) to their proper location, based on their record type. When a record is submitted to the Records Center, it is often accompanied by additional related information, such as audit history and metadata. A record's audit history is stored in the Records Center as an XML file, and a record's metadata is stored both in an XML file and in metadata columns on the Records Center site. To learn about configuring and routing records using the Content Organizer, see the links under See Also. 
Hold As part of what is known as e-Discovery, the Records Center enables organizations to take records that are under legal discovery as part of litigation, or relevant to an audit or investigation, and place them on a Holds list. When records are placed on a hold, they are suspended from any expiration policies that may be in effect, and they are thus protected from destruction. For example, if in the event of litigation, an organization places relevant records that it may be required to produce on hold, these records are available until the litigation is complete. Records can be placed on more than one hold at a time. Records managers can also search the Records Center for records that need to be placed on hold. For more information on e-Discovery, see the links under See Also.
[bookmark: _Records_management_planning][bookmark: _Toc237073018][bookmark: _Toc239143881][bookmark: _Toc296245673]An example of using the Records Center to manage records
[bookmark: _Toc237073551][bookmark: _Toc238988237][bookmark: _Toc239143882]Companies are often required to generate and provide financial reports on a regular basis for tax purposes. At any point, a company might be requested to release financial information as part of an audit process, for example, and financial information must be released with the requirement that the data is not altered in any way. To accommodate this request, the company’s financial department searches for and routes the financial reports to a specific Hold library within a Records Center site. By sending reports to a Hold library, they are suspended from any predefined policies that might be in effect and access to these reports is blocked until a specific date and time or until the proper authorization occurs. The financial reports are saved to the Records Center site along with the associated audit history and other metadata.
[image: Example of the workflow for holding records]
[bookmark: _Toc239143883][bookmark: _Toc239144372][bookmark: _Toc239146178][bookmark: _Toc296245674]Designing a Records Center site
At the highest level, there are two major steps involved in designing a Records Center site to implement a records management program:
1. An organization must develop a records management strategy and a formal records management plan. This is a collaborative effort that involves coordination among records managers, compliance officers, IT professionals, and information workers. 
2. An organization must then configure one or more Records Center sites to implement its records management plan. 
The sections below outline the primary elements involved in each of these steps.
[bookmark: _Toc239143884][bookmark: _Toc296245675]Records management planning
Before an organization can configure a Records Center site as its records management solution, it should develop a formal plan for its records management strategy. The specific elements of a formal records management plan are likely to be unique to individual organizations or businesses. However, virtually all records management plans include the following documents and processes:
File plan A file plan describes the types of documents or items that an organization acknowledges as official business records. It indicates where these records are stored, and it provides information that differentiates one type of record from another. The file plan serves as a comprehensive collection of policies, processes, and guidelines for creating, storing, and managing records. A file plan should cover all records, regardless of media, including paper, blogs, wikis, e-mail, and electronic files. It must also specify how each record is classified, secured, and ultimately destroyed. It should also include considerations for special categories of records, such as Confidential, Vital, Trade Secret, or Privileged records. Finally, a file plan must specify the people who are responsible for managing each type of record. 
Record Libraries Record libraries are essentially document libraries that you create to classify and store important records. You create a record library for each type of record you want to retain. Records are automatically routed to the appropriate library based on the settings configured in the Content Organizer.
Content types You create content types to define the types of records your organization needs to store and identify any unique properties for each type of record. By defining content types for specific kinds of records, your organization can ensure that each of these groups of content is managed in a consistent way. Office documents, PDFs, TIFFs (scanned images), e-mail, instant message conversations, videos, and physical records can all be classified and stored with the content types you create. Any record called a “contract,” for example, will be treated the same way and in a consistent manner within SharePoint’s records management system. Using content types to classify and store records is an alternative method to using record libraries.
Retention schedule A retention schedule specifies how long each record type in the file plan must be retained (its retention period) and the process for disposing of it when it reaches the end of this period (its disposition process). The guidelines in a retention schedule are usually based on legal requirements, risks to the organization, and business need. Additionally, a retention schedule usually describes the risk management contingencies that determine the retention period for each record type. 
Compliance requirements document A compliance requirements document defines the rules to which IT systems for records management must adhere, the capabilities they must have, and the kinds of regular monitoring they must support in order to ensure compliance. 
· Formal process for suspending the disposition of records This process, which is often called a hold, details how an organization suspends the disposition of records when events such as litigation, audits, or investigations occur. 
· System for monitoring and reporting the handling of records To ensure that employees are filing, accessing, and managing records according to defined policies and processes, a records management program must have a process or system for monitoring and reporting on the handling of records. 
Note As with any other site, you can manually upload files up to 2 GB in size to the Records Center. If you use the Content Organizer to route records to the Records Center, the file size limit for each record is 50MB. 
[bookmark: _Configuring_a_Records][bookmark: _Toc239143885][bookmark: _Toc296245676]Implementing Records Management
There are essentially three ways to manage records. You can:
· Manage records in an archive such as the Records Center.
· Manage records in the same document repository (“in place”) as active (def: records in frequent use, regardless of their date of creation, required for current business relating to the administration or function of an organization) records.
· Use a combination of the two methods above. For example, you could keep records in place with active documents for a specified period of time, and then move the records to an archive (Record Center).
This article shows you how to create and set up the first two methods, creating a Records Center site and configuring an in-place records management system.
[bookmark: _Toc257201437][bookmark: _Toc257201567][bookmark: _Toc261341923][bookmark: _Toc296245677]Create and configure a Records Center site
This section provides guidance on the major steps you need to take to create and configure a Records Center site.
1. Create the Records Center site using the Records Center site template.
2. Create record libraries or lists to manage and store each record type that is specified in your file plan (def: A file plan describes the types of documents or items that an organization acknowledges as official business records. It indicates where these records are stored, and it provides information that differentiates one type of record from another).
3. Associate content types to your libraries and lists.
4. Create and add site columns to the relevant content types to contain and display the metadata for each record type that is specified in your file plan.
5. Add an information management policy to a content type on the Records Center site.
6. Configure the Content Organizer to route each record type to the appropriate location. 
[bookmark: createrecordsite][bookmark: _Toc257201438][bookmark: _Toc257201568][bookmark: _Toc261341924][bookmark: _Toc296245678]Create a Records Center site
You must have at least Designer permissions to create a site.
1. Click the Site Actions menu and then click New Site.
[image: Create a new site]
2. In the template gallery, select the Records Center symbol. Note that you may need to click Browse All to view all site templates.
3. To the right of the page, type the name of the site and the URL name, and then click Create.
[image: Template gallery]
Note You can click More Options to add a site description, configure the site for unique user permissions, or to inherit the top link bar from a parent site.
4. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]On the Welcome to the Records Center page, click Site Actions and then click Manage Records Center.
5. Use the guide under Setup Tasks and File Plan Creation to finish configuring the Records Center site. The links and information below will help you accomplish these remaining tasks.
[bookmark: createlibrariesorlists][bookmark: _Toc257201439][bookmark: _Toc257201569][bookmark: _Toc261341925][bookmark: _Toc296245679]Create libraries or lists to manage records
Libraries and lists are important elements in records management. They serve as file cabinets for each type of record you want to store or manage. Associating content types (explained later) to libraries and lists further helps categorize your records. We recommend that you create one document library or list for each content type in your records file plan. 
[bookmark: addexistingcontenttype][bookmark: _Toc257201440][bookmark: _Toc257201570][bookmark: _Toc261341926][bookmark: _Toc296245680]Add an existing content type to a list or library
When you add a content type to a list or library, you make it possible for that list or library to contain items of that type. When records are submitted to the Records Center, they are routed to the relevant list or library based on the document’s content type. 
[bookmark: createaddsitecolumn][bookmark: _Toc257201441][bookmark: _Toc257201571][bookmark: _Toc261341927][bookmark: _Toc296245681]Create and add site columns to lists, libraries or content types
Columns help you group, categorize, and track records or other items. A site column defines an item of metadata that can be associated with a content type, list, or library. For example, you might want add site columns to define “author” or “date completed.” Add a site column to a content type for records either to store an item of metadata that is submitted with a record, or to add metadata to help manage the record. Follow the steps below or watch the video.
Create a site column
1. On the Records Center site, click Site Actions, and then click Site Settings.
2. On the Site Settings page, under Galleries, click Site columns.
3. On the Site Columns page, click Create.
4. On the New Site Column page, in the Name and Type section, in the Column name box, type the name that you want.
5. Select the type of information that you want to store in the column — for example, currency, date and time, or text. 
6. In the Group section, select the existing group in which to store the new site column or select New group to create a new group to store the column. Groups provide a way to organize columns and make it easier to find them.
7. In the Additional Column Settings section, select the additional column settings you want. The options available in this section differ depending on the type of column that you select in the Name and Type section. For example, if the type of information to store in a column is Choice, you can define the choices to enumerate in the Additional Column Settings section.
8. Click OK.

Add a site column to a content type for records
1. From the home page of the Records Center site, click Site Actions, and then click Site Settings.
2. In the Galleries section, click Site content types.
3. On the Site Content Types page, click the site content type that you want to configure.
Note If the content type you want to select does not appear as a link (greyed out) on this page, the content type belongs to a parent site of the Records Center site and, therefore, needs to be selected and configured from the parent site. You can do this by clicking the link under the Source column next to the greyed out site content type under the Site Content Type column.
4. After you have either selected a site content type from the parent site, or created a new site content type, on the selected site content type page, in the Columns section, click Add from existing site columns. 
Note If the site column you want to select does not appear as a link (greyed out) on this page, the site column belongs to a parent site of the Records Center site and, therefore, needs to be selected and configured from the parent site. You can do this by clicking the link under the Source column next to the greyed out site column under the Columns column..
1. On the Add Columns to Content Type page, in the Select Columns section, select the group that you want to filter on from the Select columns from list.
5. Select the column that you want to add from the Available columns list, and then click Add.
6. In the Update Lists and Site Content Types section, specify whether the child site content types that inherit from this site content type will be updated with your changes.
7. After you finish adding the columns that you want, click OK.
[bookmark: createIMP][bookmark: _Toc257201442][bookmark: _Toc257201572][bookmark: _Toc261341928][bookmark: _Toc296245682]Create information management policies for records
An information management policy is a set of rules for a content type. Information management policies enable organizations to control and track things like how long content is retained or what actions users can take with that content. 
Note You must be a member of the Owners group for the Records Center site to complete this task.
Add an information management policy to a content type
Note You cannot specify an information management policy for a core content type. Core content types are installed when a site collection is created. You must create a content type that is derived from a core content type and apply an information management policy to the derived content type.
1. In the site, on the Site Actions menu, click Site Settings.
2. On the Site Settings page, in the Galleries section, click Site content types.
3. On the Site Content Types page, click the content type that you want to add an information management policy to.
4. On the Content Type page, click Information management policy settings.
5. On the Edit Policy page, type a description for the policy, and then write a brief policy statement that explains to users what the policy is for. A policy statement can be up to 512 characters.
6. [bookmark: addpolicyfeatures][bookmark: _Toc257201443][bookmark: _Toc257201573][bookmark: _Toc261341929]Next, you need to add one or more policy features to the information management policy. The policy features you can add to an information policy are labels, auditing, expiration, and barcodes.
[bookmark: _Toc257201444][bookmark: _Toc257201574][bookmark: _Toc257201448][bookmark: _Toc257201578][bookmark: _Toc261341933][bookmark: _Toc296245683]Configure in-place records management 
When you use the Records Center, you are working in a locked down repository and can use a Send To operation to get records into that repository. However, any site can be enabled for in-place records management can be configured as a records management system. In this type of system, unlike with the Records Center, you can store records along with active documents in a collaborative space. Some additional benefits of using an in-place records management system are:
· Records can exist and be managed across multiple sites.
· With versioning enabled, maintaining versions of records is automatic.
· eDiscovery search can be executed against both records and active documents at the same time.
· Broader control over what a record is in your organization and who can create a record.
There are three major steps to configure in-place records management:
1. Activate in-place records management at the site collection level.
2. Configure record declaration settings at the site collection level.
3. Configure record declaration settings at the list or library level.
[bookmark: Activateinplacerecords][bookmark: _Toc257201449][bookmark: _Toc257201579][bookmark: _Toc261341934][bookmark: _Toc296245684]Activate in-place records management at the site collection level
The first step in configuring an in-place records management system is to activate the feature at the site collection level. Activating the feature enables the Declare/Undeclared Record command on the ribbon.
Note You must be a Site Collection administrator to perform this task.
1. At the top most site level, click the Site Actions menu and click Site Settings.
[image: Create a new site]
2. Under Site Collection Administration, click Site collection features.
3. Next to In Place Records Management, click Activate. 
[bookmark: configurerecordsitecollection][bookmark: _Toc257201450][bookmark: _Toc257201580][bookmark: _Toc261341935][bookmark: _Toc296245685]Configure record declaration settings at the site collection level
1. At the top most site level, click the Site Actions menu and click Site Settings.
[image: Create a new site]
2. Under Site Collection Administration, click Record declaration settings.
3. On the Record Declaration Settings page, if you want to place a restriction on what can be done to items that are declared as records, select one of the options in the Record Restrictions section.
4. In the Record Declaration Availability section, choose whether or not the manual declaration of records should be available in lists and libraries by default. If you choose the Not available in all locations by default option, records can only be declared through a policy or workflow.
5. In the Declaration Roles section, select the roles that can manually declare and undeclared records.
6. Select OK.
[bookmark: configurerecordlistlibrary][bookmark: _Toc257201451][bookmark: _Toc257201581][bookmark: _Toc261341936][bookmark: _Toc296245686]Configure record declaration settings at the list or library level
You can have more control over where items can be declared as records by configuring record declarations for a list or library. When configuring a list or library for record declaration, you can have items automatically be declared as records when they are added to the list or library.
1. From the list or library where you want to configure record declaration settings, click the Library or List tab on the ribbon. 
2. For libraries, click Library Settings and for lists, click List Settings.
3. Under Document Library/List Settings page, under Permissions and Management, click Record declaration settings.
4. In the Manual Record Declaration Availability section, select:
· Whether you want the list or library to use the default record declaration settings used by the site collection, 
· whether users should always be allowed to manually declare items as records for the list or library, or
· whether users can never manually declare records within the list or library.
5. In the Automatic Declaration section, select the check box if you want all items that are added to the list or library to be automatically declared as records.
6. Click OK.

[bookmark: _Toc239499127][bookmark: _Toc286302418][bookmark: _Toc296245687]Declaring any list or library item as a record
With the proper permissions, you can declare most list or library items as records. This enables you to use all of records management features on any item in most lists or libraries and on any site. 
Note You must have at least Contribute permissions to declare items as records.
To declare an item as a record
1. Navigate to the site and list or library that contains the item(s) that you want to declare as a record.
2. Depending on whether you are working with a list or library, click the Items tab or the Documents tab on the Ribbon. 

[image: List and library tool tabs]
3. Move your cursor to the left of the item that you want to declare as a record, and select the checkbox that appears. 
Tip To declare several items as records simultaneously, select the check boxes next to multiple items.
4. Select Declare Record on the ribbon.

[image: Declaring several items as records]
5. Items that have been declared as records are identified with a padlock symbol [image: Declared as record].
[bookmark: _Toc239499128][bookmark: _Toc286302419][bookmark: _Toc296245688]Undeclaring a list or library item as a record
To undeclare an item as a record
1. Navigate to the site and list or library that contains the item(s) that you want to undeclare as a record.
2. Depending on whether you are working with a list or library, click the Items tab or the Documents tab on the Ribbon.
3. Move your cursor to the right of the item that you want to undeclare as a record, select the downward arrow that appears and then select Compliance Details.
4. Next to Record Status, click Undeclare Record. You are prompted to confirm that you want to undeclare the item as a record. Note The Undeclare option only appears for items previously declared as records.
5. Click OK.


[bookmark: _Toc296245689]Hold and eDiscovery
The Hold and eDiscovery feature, which is available for any site, enables organizations to locate and suspend items such as documents, images, pages, from expiration policies. You would typically use this feature for items that are subject to events such as litigation, audits, or investigations. Organizations can use holds to prevent items that may be relevant to ongoing litigation or investigation from expiring or being destroyed before the event to which they are relevant has been resolved. Furthermore, when placing a hold on an item you have the option to lock it down so it cannot be edited or deleted. 
You must be a site collection administrator to add, edit, or remove holds.
[bookmark: _Toc241894707][bookmark: _Toc296245690]How a hold works
The Hold and eDiscovery feature must be activated for any site that will host items in order to use the Hold feature. By default, every Records Center site has a Holds list that records managers can use to create and manage holds for events such as litigation, audits, or investigations. You are not limited, however, to only using the Hold and eDiscovery feature in a Records Center site. You can add a Holds list to any site by accessing the Site Settings page for the site and activating the Hold and eDiscovery feature. 
You create a new hold for a specific event by adding a new entry to a Holds list. The Holds list provides tools for finding and holding relevant items, viewing items that are currently on hold, or releasing a hold when it is no longer required.
When an item is added to a hold, its hold status is updated to indicate that it is on hold, and the application prevents this item from expiring or being deleted. After items are added to a hold, they are typically reviewed by the legal staff within an organization to determine whether they are relevant to the event that prompted the creation of the hold. Individual items can be removed from a hold if they are determined not to be relevant.
An organization can have multiple holds in effect at one time. It is also possible for one item to be added to several different holds. If an item is put on multiple holds, it is suspended from its original information management policy until all of the holds to which it has been added are released
Important Users with View permissions to the Holds list can add or remove items from holds. Users with Edit permissions to the Holds list can directly modify the holds themselves.
[bookmark: _Toc241894708][bookmark: _Toc296245691]Create a hold
On any site that has the Hold and eDiscovery feature enabled, you can create a hold to add items to.
1. On a Records Center site, click Site Actions [image: Site Actions], and then click Site Settings.
2. On the Site Settings page, in the Hold and eDiscovery section, click Holds. To learn how to activate the Hold and eDiscovery feature, see the links under See Also.
3. On the Holds page, click Items on the List Tools tab of the Ribbon.
4. On the Ribbon, click New Item.


[image: New Item]
5. In the Title box, type a name for the hold that you want to create. Typically, the title should identify information about the event (for example, the litigation, audit, or investigation) that is prompting the hold.
6. In the Description box, type any additional information about the hold. For example, you can provide additional information about the event that is prompting the hold.
7. In the Managed By box, enter the name of the records manager person or group who is responsible for managing the hold.
8. Click OK.

[bookmark: _Toc241894709][bookmark: _Toc296245692]Add items to a hold
If you know that a specific item is relevant to a hold, you can add that item to the hold directly from the list or library where it is stored.
1. Open the list or library that contains the item that you want to add to the hold.
2. Point to the item that you want to add to the hold, click the arrow that appears, and then click Compliance details.
3. On the Compliance Details page, click Add/Remove from hold.
4. In the Add or remove from hold section, select the Add to a hold option, and then select the specific hold to which you want to add the item.


[image: Add or remove hold]

5. In the Comments box, type any comments that you want to provide about why you are adding this item to the hold. Note These comments are audited.
6. Click Save.
[bookmark: _Toc241894710][bookmark: _Toc296245693]Search for items to add to a hold
You can use search to find and add multiple items to a hold all at once. You can search for items across multiple sites as long as each site has the Hold and eDiscovery feature enabled. To search for items across multiple sites, you should activate the Hold and eDiscovery feature for the top level site in your site collection. 
1. On the site that contains items you want to search for click Site Actions [image: Site Actions], and then click Site Settings.
2. On the Site Settings page, in the Hold and eDiscovery section, click Discover and hold content. 
Note To learn more about keywords and keyword syntax, see the links under See Also
3. On the Search and Add to Hold page, in the Search Criteria section, click Select Site .
[image: Choose site for records search]
4. On the Choose site dialog, select the site in which you want to search for items to add to a hold, and select OK. 
5. In the Search box, type the keywords that you want to use to help you find relevant items, and then click Preview Results. 
[image: Search for items to put on hold]
6. After the list of results appear, in the Relevant Holds section, select the hold you want to apply to the items in the list.
7. Click OK.

[bookmark: _Toc241894711][bookmark: _Toc296245694]View all items on a Hold
Each hold that you create has a hold report that you can use to quickly view all items that have been added to that hold. By default, hold reports are scheduled to run at 11:00 PM which is the earliest time you can view all items that are associated to a hold. Your administrator can configure when these reports are created or manually run the reports at any time. To learn more about configuring report schedules, see the links under See Also. 
Note You can view hold reports from any site that has the Hold and eDiscovery features enabled.
1. On the site that contains the items put on hold, click Site Actions [image: Site Actions], and then click Site Settings.
2. On the Site Settings page, in the Hold and eDiscovery section, click Hold Reports to open the Hold Reports list. Note If you do not see the Hold and eDiscovery section on the Site Settings page, the Hold and eDiscovery features have not been enabled on the site.
3. In the Hold Reports list, click the name of the report you want to view.
4. The report opens in spreadsheet format.
5. Click the Items on Hold tab to view all items that are part of the selected hold.


[image: Hold Report]

[bookmark: _Toc241894712][bookmark: _Toc296245695]View all holds against an item
If an item has been added to more than one hold, you can view the list of holds that pertain to that by using the Compliance Details command.
1. Open the list or library that contains the item for which you want to view the hold information.
2. Point to the item that you want, click the arrow that appears, and then click Compliance Details.
3. On the Compliance Details dialog, click Add/Remove from hold.
4. On the Hold Status page, click the arrow under the Remove from hold option to view a list of holds the item is associated with.

[image: Holds associated with a record]
[bookmark: _Toc241894713][bookmark: _Toc296245696]Remove an item from a hold
You can use the Compliance Details command to remove an individual item from a hold.
1. Open the list or library that contains the item that you want to remove from a hold.
2. Point to the item that you want, click the arrow that appears, and then click Compliance Details.
3. In the Hold Status section, click Add/Remove from a hold.
4. On the Item Hold Status page, select the Remove from hold option and then select the hold from which you want to release the item.

[image: Remove record from hold]

5. Click Save. 
Note An item can be associated with more than one hold, so it is important that you select the correct hold from which to release the document.
[bookmark: _Toc241894714][bookmark: _Toc296245697]Release all items from a hold
If the event that a hold is resolved for one or more items and the hold is no longer required, you can release all of the items that have been added to the hold. When you release a hold, normal enforcement of the information management policy resumes for the items that were subject to that hold. 
By default, hold reports are scheduled to run at 11:00 PM which is the earliest time you can verify that items have been released from a hold. Your administrator can, however, configure when these reports are created or manually run the reports at any time.
1. On the site that contains the items put on hold, click Site Actions [image: Site Actions], and then click Site Settings.
2. On the Site Settings page, in the Hold and eDiscovery section, click Holds to open the Hold list. Note If you do not see the Hold and eDiscovery section on the Site Settings page, the Hold and eDiscovery features have not been enabled on the site.
3. Point to the hold that contains the items you want to release from the hold, click the arrow that appears, and then click Compliance Details.
4. On the Compliance Details page, in the Hold Status section click Add/Remove from hold.
5. On the Holds dialog, in the Hold Status section, click Release hold.
6. On the Release Hold page, type any comments that you want to provide about why you are releasing the hold. 

[image: Resolve hold]

Click Release Hold. When you release a hold, normal enforcement of the information management policy resumes for all of the items that were subject to that hold. This means that items are no longer suspended from expiration or destruction. If specific items are subject to more than one hold, these items cannot be restored to normal policy enforcement until all of the holds to which they belong are resolved and released.
[bookmark: _Toc296245698]Find content by setting search criteria
Use the following procedure to specify the site that you want to search and the search terms related to the hold. In the search terms you specify, you can include words, quoted phrases, and terms that use keywords and properties.
Note The Hold and eDiscovery feature must be activated for any site that will host items in order to use the Hold feature. If you do not see the Hold and eDiscovery options on the Site Settings page, the Hold and eDiscovery features are not activated for the site.
1. On the site that contains records you want to search for click Site Actions, and then click Site Settings.
2. On the Site Settings page, in the Hold and eDiscovery section, click Discover and hold content. 
3. On the Search and Add to Hold page, in the Search Criteria section, click Select Site.
4. In the Choose site dialog box, click the name of the site in which you want to search for records to add to a hold, and then click OK.
5. In the search box, type the keywords that you want to use to help you find relevant records, and then click Preview Results.
6. After the list of results appear, in the Relevant Holds section; select the hold you want to apply to the records in the list.
7. Click OK.
[bookmark: _Toc220831192][bookmark: _Toc217667001][bookmark: _Toc215398453][bookmark: _Toc204662451][bookmark: _Toc223274098][bookmark: _Toc224110038][bookmark: _Toc224629639][bookmark: _Toc257275892][bookmark: _Toc296245699]Learn to write queries that find content
You can type search terms on the Search and Add to Hold page in the Search Criteria section. Here are some basic rules to follow when adding your terms:
· A content query can include words, quoted phrases, and terms that use keywords and properties. Separate terms with spaces. 
· The text box for search terms on the Search and Add to Hold page permit a maximum of 256 characters. Commonly used words such as the, it, and by, and single-digit numbers, are ignored. 
· When you enclose a phrase in quotation marks, your search returns content within the chosen scope that contains the exact phrase that you typed. 
· When you type words separated by spaces, your search returns content that contains all of the words that you typed, in any order. For example, to find both "Tips and Tricks" and "Tricks and Tips," type tips tricks. 
· Type properties with values to match in property:value form. Values are not case-sensitive. 
· Enclose a property value in quotation marks to find an exact match, or leave the value unquoted to find partial matches that begin with the letters typed. For example, if you look for filename:"Budget" (with quotation marks), your search will return a file named "Budget.xlsx." A search for filename:budget (without quotation marks) will also return the files "Budget_Current.xlsx" and "Budget_Next.xlsx." 
· Queries cannot employ wildcard characters such as the asterisk (*) and question mark (?), or Boolean operators such as AND and OR. 
· The search service interprets the space between terms that use different properties as an "AND." For example, if properties named subject and filetype are available, and you look for subject:budget quarter:"Spring 2007" filetype:xlsx, your search will return Excel 2007 workbooks marked for that subject. 
· The search service interprets the space between terms that use the same property as an "OR." For example, if the author property is available, and you look for author:"Jeff Price" author:"Ann Beebe", your search will return any item created by either person. 
· To exclude content marked with a certain property value from your search results, place a minus sign (-) before the name of the property. For example, if a technology property is available, appending -technology:mobile to your query will exclude content about mobile technologies from your search results. A query must include a term to find. Queries that consist only of terms to exclude will produce an error message..
· When you search on a term defined by your administrator as a keyword or one of its synonyms, that keyword's definition and its Best Bet links (if any) are featured at the beginning of your search results. 
· Attachments to list items are not included in search results.


[bookmark: _Toc296245700]Managed Metadata
The new managed metadata features in SharePoint Server 2010 are enabled by a new Managed Metadata Service application that provides support for two key things:
· Content Type Publishing The sharing of content types across site collections and Web applications. 
· Taxonomies The creation and management of hierarchical collections of centrally managed terms (called term sets) that can be used as attributes for items in SharePoint sites. These term sets can be shared across site collections and Web applications. Term sets can be created and managed through a feature called the Term Store Management Tool.
[bookmark: _Toc263345229][bookmark: _Toc296245701]Key terms and concepts
There are several key terms and concepts that are useful to understand when working with the different metadata features in SharePoint Server 2010. Understanding these concepts will help you understand the conceptual information explained later in this article and in other articles about the managed metadata features.
[bookmark: _Toc263345230]Taxonomy
A taxonomy is a hierarchical classification of words, labels, or terms that are organized into groups based on similarities. A taxonomy may be defined and centrally managed by one or more individuals. The International Standard Industrial Classification (ISIC), which was developed by the United Nations, is a famous example of an industrial taxonomy that is used to classify economic data. Taxonomies are useful because they provide a logical, hierarchical structure of metadata that can be used to classify information consistently.
[bookmark: _Toc263345231]Folksonomy
A folksonomy is the classification that results when Web site users collaboratively apply words, labels, or terms to content on a site. If you have ever seen a tag cloud on a Web site, then you have seen a visualization of a folksonomy. The figure below shows a Tag Cloud Web Part on a SharePoint site. A folksonomy-based approach to metadata can be useful because it taps the knowledge and expertise of site users and content creators and it enables content classification to evolve with the users’ changing business needs and interests.
[image: Tag cloud]
[bookmark: _Toc263345232]Term set 
A Term set is a group of related terms. 
Depending on where a term set is created, its scope can be local or global:
· Local term sets are created within the context of a site collection, and are available for use (and visible) only to users of that site collection. For example, if you add a managed metadata column to a list or library and create a new term set for this column, then the term set is local to the site collection that contains this list or library. 
· Global term sets are available for use across all sites that subscribe to a specific Managed Metadata Service application.
Term sets can be configured to be closed, which means that users cannot add new terms to them when they are entering a value for a column that is mapped to the term set. Or they can be configured to be open, which means that users can add new terms to the term set when they are updating the value for a column that is mapped to the term set.
[bookmark: _Toc263345233]Term 
A term is an individual item within a term set, and it is a specific word or phrase that can be associated with an item on a SharePoint Server 2010 site. A term has a unique ID and it can have many different text labels (synonyms). If you are working on a multi-lingual site, it can also have labels in different languages.
There are two types of terms:
· [bookmark: _Toc263345234]Managed terms - Managed terms are typically pre-defined and organized into a hierarchical term set by a Term Store Administrator or another person with permissions to work with managed metadata. 
· [bookmark: _Toc263345235]Enterprise keywords - An enterprise keyword is a word or phrase that is added to items on a SharePoint site. Enterprise keywords are organized into a single, non-hierarchical term set within the Term Store Management Tool called the Keywords set. Because users can typically add any word or phrase to an item as a keyword, enterprise keywords can be used for folksonomy-style tagging. Term store administrators, or other individuals with permission to manage metadata, can opt to move keywords out of the Keywords term set and into a specific managed term set, at which point the keywords will become available within the context of a specific term set. Term store administrators can also opt to make the Keywords set closed, so that users cannot submit new keywords and are restricted to the use of existing keywords.
[bookmark: _Toc263345236]Group 
Groups define security boundaries. A group is a set of term sets that all share common security requirements. Only users who are designated as contributors to a specific group can manage term sets that belong to the group or create new term sets within it. Organizations should create unique groups for term sets that will have unique access or security needs.
[bookmark: _Toc263345237][bookmark: _Toc263345238]Managed Metadata column 
The Managed Metadata column is a new column type that can be added to lists or libraries so that site users or content owners can select values from a specific term set of managed terms and apply them to content. A Managed Metadata column can be configured to map to an existing term set, or you can create a new term set specifically for the column. If you create a new term set specifically for a Managed Metadata column, that term set will be a local term set that is available only for use within the site collection where it was created.
[bookmark: _Toc263345239]Enterprise Keywords column 
The Enterprise Keywords column is an existing site column that you can add to content types, lists, or libraries to enable users to tag items with words or phrases that they choose. It is a multi-value column by default. When users type a word or phrase into the column, they are presented with type-ahead suggestions, which may include items from both managed term sets and the Keywords term set. Users can select an existing value, or enter something new (if the Keywords term set has been configured to be open to user additions).
[bookmark: _Toc263345240]Social tags 
Social tags are words or phrases that site users can apply to content on a SharePoint site to help them categorize information in ways that are meaningful to them. Social tags can also be applied to URLs outside of a SharePoint site. Social tags support folksonomy-based tagging. A social tag is composed of pointers to three types of information: 
· a user identity 
· an item URL
· a term
These pointers are stored in the Social Tagging Store that is part of the User Profile Service application. Technically, social tags are not part of the managed metadata features in SharePoint Server 2010, but they do connect to the managed metadata features in a couple of important ways that help support the consistent use of metadata across an organization. The term portion of a social tag points to a term in the Keywords set of the Term Store for one of the Managed Metadata Service applications to which a site is connected. 
For example, when you create a new social tag, you have the option of selecting from existing terms, which may include managed terms, as well as enterprise keywords. If you select one of these existing terms, your social tag contains a pointer to that term. If you opt not to select an existing term and you create a term that has never been used before, a new keyword is created for it in the Keywords term set in the Term Store, and your new social tag points to this term. 
In this way, keywords that are used in social tags are added to the Keywords term set visible in the Term Store Management Tool (if they do not already exist there), and they can be managed by Term Store administrators. Additionally, when users apply enterprise keywords or managed terms to content by updating either an Enterprise Keywords or Managed Metadata column, social tags can be created automatically so that these terms are visible as tags in newsfeeds, tag clouds, or My Site profiles. List or library owners can enable or disable metadata publishing by updating the Enterprise Metadata and Keywords Settings for a list or library. 
When you add a social tag to an item, you can specify whether you want to make your identity and the item URL private, but the term, which is stored in the Term Store, is always public. Social tagging is useful because it enables site users to improve the discoverability of content and information on a site. 
[bookmark: _Toc263345241]Tagging 
In its most generic sense, tagging can refer simply to the act of applying metadata to an item, whether it’s managed metadata or a social tag. In this article, the verb “tag” is used in this sense, and it is not restricted to social tags.
[bookmark: _Toc262648167][bookmark: _Toc263345242][bookmark: _Toc296245702]Metadata scenarios: from taxonomies to folksonomies
The metadata management features in SharePoint Server 2010 support a range of approaches to the management and use of metadata. Imagine this range as a kind of continuum. At one end of this continuum, there are taxonomies, which are formal, centrally-managed, hierarchical groups of terms. At the other end of this range, there are folksonomies, which are the collaborative classifications that result when individuals apply tags freely to content. 
SharePoint Server 2010 supports both extremes of this continuum, as well as points along the way. At one end of the continuum, you can implement formal taxonomies through managed terms and term sets. At the other end, there is support for enterprise keywords and social tagging, both of which enable site users to tag content with keywords of their choosing. 
In between these extremes, you can apply flexible degrees of structure and control to metadata, and you can adjust the scope at which you apply this control by choosing to make it global across sites or local to specific sites. For example, you have the ability to configure term sets to be closed or open to user contributions. You can choose to use enterprise keywords and social tagging in conjunction with managed terms, or not. SharePoint Server 2010 enables organizations to combine the advantages of formal, managed taxonomies with the dynamic benefits of social tagging in customized ways.
The following diagram illustrates how different kinds of SharePoint-based solutions might require different approaches to metadata based on business need.
[image: Flexible managed metadata configurations]
[bookmark: _Toc262648168][bookmark: _Toc263345243][bookmark: _Toc296245703]Benefits of managed metadata
There are several advantages to employing managed metadata across the sites in an organization:
Consistent use of metadata The managed metadata features in SharePoint Server 2010 enable you to apply adjustable degrees of control to the metadata that is added to content. With term sets and managed terms you can establish control over the types of terms that are available to be added to content, and you can control who has the ability to add new terms. You can also limit the use of enterprise keywords to a specific list of keywords by configuring the Keywords term set as closed. 
When the same terms are used consistently across sites, it is easier to build robust processes or solutions that rely on metadata. Additionally, the user experience for working with metadata on sites, in lists and libraries, as well as in the Office client programs makes it easy for site users to apply consistent metadata to their content.
Improved content discoverability When the content across sites in an organization has consistent metadata, it is easier to find and access business information and data by using search. New search features, such as the refinement panel, which displays on the left-hand side of the search results page, enable users to filter search results based on metadata.
[image: The refinement panel displays metadata that can be used to filter search results.]
Additionally, you can configure metadata navigation for lists and libraries to enable users to create dynamic views of information based on specific metadata fields. Users can navigate libraries by folder or by metadata pivot, and they can then refine the results by using additional Key Filters.
[image: Metadata navigation control]
Increased flexibility The managed metadata features make it easy for Term Store Administrators (or other individuals with permission to update managed metadata) to maintain and adapt your metadata as business needs evolve. You can update a term set easily in the Term Store Management tool, and new or updated terms will automatically become available for use wherever a Managed Metadata column associated with that term set is available. If you merge multiple terms into one term, content that is tagged with these terms is automatically updated to reflect this change. You can specify multiple synonyms (or labels) for individual terms. If your site is multi-lingual, you can also specify multilingual labels for individual terms.
[bookmark: _Toc263345244][bookmark: _Toc296245704]Managing metadata
[bookmark: _Toc262648180][bookmark: _Toc263345245]Planning and configuring managed metadata
Your organization may want to engage in some degree of planning before you start using the managed metadata features. The degree of planning required is more or less proportional to the degree of formality and control you want to impose on metadata. 
If you want to let users help develop your taxonomy, then you can simply have users add keywords to items, and then organize these into term sets as necessary.
If your organization wants to use managed term sets to implement formal pre-defined taxonomies, then key stakeholders with a vested interest in the structure of the taxonomy need to collaborate to plan and develop the term sets and terms to be used. 
After the key stakeholders in the organization agree upon the required term sets, you can use the Term Store Management Tool to import or create your term sets and to manage and maintain the term sets as users begin working with the metadata. If a Managed Metadata Service application has been configured for your Web application and you are a Site Collection administrator or a designated Term Store Administrator, you can go to the Term Store Management Tool by clicking Site Settings on the Site Actions menu, and then clicking Term store management under Site Administration.
[bookmark: _Toc262648181][bookmark: _Toc263345246]Creating and managing term sets
The Term Store Management Tool provides a tree control you can use to perform most tasks. Your user role for this tool determines what tasks you can perform. To work in the Term Store Management Tool, you must be a Farm Administrator, a Term Store Administrator, or someone who has been designated as a Group Manager or Contributor for term sets. 
To take actions on an item within the hierarchy, point to the name of the Managed Metadata Service application, group, term set, or term you want to modify, click the arrow that appears, and then use the menu to select the actions you want. 
For example:
If you are a Term Store Administrator, you can create or delete groups within a Managed Metadata Service application.
[image: You can use the menu to create new groups.]
If you are a Term Store Administrator or a Group Manager you can create, import, or delete term sets within a group. Term set contributors can create new term sets.
[image: Use the menu to create a new term set.]
If you are a Term Store Administrator, a Group Manager, or a term set Contributor, you can create or reuse terms within a term set, as well as copy, move, or delete a selected term set.
[image: Menu displaying actions you can take on a term set]
If you are a Term Store Administrator, a Group Manager, or a term set Contributor, you can create copy, reuse, merge, deprecate, move, or delete individual terms within a term set.
[image: Use the menu to manage terms within a term set.]
At each level of the hierarchy, you can configure specific properties for a group, term set, or term using the Properties pane that displays to the right of the Term Store tree control. 
For example, if you are configuring a term set, you can use the Properties pane to specify details such as Name, Description, Owner, Contact, and Stakeholders. You can specify whether you want a term set to be open or closed to new submissions from users. You can also specify if you want the term set to be available for tagging. If you choose to make a term set unavailable for tagging, then it will not be visible to most users. If a term set is still under development, for example, you might choose to make in unavailable for tagging.
[image: Property Pane of the Term Store Management Tool]
[bookmark: _Toc263345247][bookmark: _Toc296245705]Applying metadata
[bookmark: _Toc263345248]Tagging content with managed terms
If a Managed Metadata column has been added to a content type, list, or library, then content owners can tag their content with managed terms from a specific term set by editing the properties for a list or library item and then updating the relevant fields in the Edit Properties form for the item or document. Managed Metadata columns are easy to identify because they display a tags icon that can be used to launch the term picker dialog box.
[image: Tags icons in Edit Properties dialog box]
You can use the term picker to select a term from within the hierarchy of a term set. This is useful if you are not familiar with the terms that may be available. If a term set has been configured to be open, and the managed metadata column for it allows fill-in values, you may have the option to add a new term to a term set. Or you may simply have the option to send feedback to the designated contact for the term set.
[image: You can select managed terms from a tree control picker.]
When you can start typing the term you want, available terms are automatically suggested to you based on what you start typing, and you can select the one you want. You may see information in brackets after the term that indicates term set name and hierarchy for the term. This can be help you choose from among similar terms.
[image: When you begin typing, terms are suggested to you.]
If duplicate or similar terms are suggested, you may also be able to see descriptive text that the Term Store Administrator has configured for the term to help users make appropriate selections.
[image: Explanatory text helps users select the correct term.]
[bookmark: _Toc263345249]Tagging content with enterprise keywords
If an Enterprise Keywords column has been added to a content type, list, or library, then content owners (or anyone with Contribute permissions for the list or library) can tag content with available managed terms or keywords by editing the properties for a list or library item and typing the keywords that they want into the Enterprise Keywords field. If a matching or similar term exists, it will be suggested, and you can select it. Or you can add a new keyword, if the Keywords term set has configured to be open to new terms. The Enterprise Keywords field is multi-value, so you can add multiple keywords to an item.
[image: When you start typing a keyword, available terms and existing keywords are suggested to you.]
[bookmark: _Toc263345250]Tagging content with social tags
If the social tagging feature has been enabled, you can tag content on a SharePoint site that you find meaningful or interesting. To tag a page, you can use the tag icon that displays at the top of the page.
[image: Social tag button for a page]
To tag documents or list items, you can use the tag command that displays on the Library or List tab of the ribbon.
[image: Social tag command on the List or Library tab of the ribbon]
When you start typing the tag or tags you want to apply, you can select from existing keywords or managed terms, or you can add new keywords, if the Keywords term set is open.
[image: Type-ahead suggestions in the Social Tag dialog box]
You also have the option of tagging content on external sites, such as other intranet or internet sites, by adding the SharePoint Tags and Notes Tool to your browser. 
[bookmark: _Toc296245706]Creating and Managing Term Sets
A group is a set of term sets that all share common security requirements. This topic explains how Term Store Administrators can use the Term Store Management Tool to create new groups. It also explains how to create new term sets within those groups.
[bookmark: _Toc265758227][bookmark: _Toc296245707]Create and configure a new group
Groups define security boundaries. A group is a set of term sets that all share common security requirements. Only users who are designated as Contributors to a specific group can manage term sets that belong to the group or create new term sets within it. Organizations should create unique groups for term sets that will have unique access or security needs. 
To create a new term set group, you must be a Term Store Administrator. When you create a new group, it is a global group
1. On the Site Actions menu, click Site Settings.
2. Under Site Administration, click Term store management.
3. In the Properties pane, under Available Service Applications, select the Managed Metadata Service application that you want to see in the tree view.
4. In the tree view pane on the left, select the Managed Metadata Service application you want, if it is not already selected.
5. Point to this service, click the arrow that appears, and then click New Group.
6. Type a name for your new group, and then press ENTER.
7. In the Properties pane, type a description for the group.
8. In the Group Managers box, type the names of the people you want to add. You can also click the Browse button to find and add users.
9. In the Contributors box, type the names of people you want to add. You can also click the Browse button to find and add users.
10. Click Save.
Note To delete a group, point to the group, click the arrow that appears, and then click Delete Group. Only empty groups can be deleted.
[bookmark: _Toc265758228][bookmark: _Toc296245708]Create and configure a new term set
A term set is a group of related terms.
Depending on where a term set is created, its scope can be local or global:
· Local term sets are created within the context of a site collection, and are available for use (and visible) only to users of that site collection. For example, if you add a managed metadata column to a list or library and create a new term set for this column, then the term set is local to the site collection that contains this list or library.
· Global term sets are available for use across all sites that subscribe to a specific Managed Metadata Service application.
Term sets can be configured to be closed, which means that users cannot add new terms to them when they are entering a value for a column that is mapped to the term set. Or they can be configured to be open, which means that users can add new terms to the term set when they are updating the value for a column that is mapped to the term set (if the column itself is also configured to allow fill-in choices).
To create a new term set in a group in the Term Store Management Tool, you must be a Contributor, Group Manager, or Term Store Administrator. The following procedure explains how to create a term set manually. If you want to import a term set, which may be the more practical way to create a term set that will contain a large number of terms, then you can also import a term set. 
1. On the Site Actions menu, click Site Settings.
2. Under Site Administration, click Term store management.
3. In the Properties pane, under Available Service Applications, select the Managed Metadata Service application that you want to see in the tree view.
4. In the tree view pane on the left, point to the group under which you want to create a new term set, click the arrow that appears, and then click New Term Set. 
[image: Use the menu to create a new term set.]
5. Type a name for the new term set, and then press ENTER.
6. In the Properties pane, type a description for the new term set to help users understand its intended use. 
7. Specify an individual or group as an owner for the term set, if you want the owner to be someone other than you. You can also click the Browse button to find and add users. There can be only one individual or group designated as owner.
8. In the Contact box, type an e-mail address for term suggestions and feedback. This is optional. If you provide an e-mail address, then site users can see and use the Send Feedback link in the term picker when they update the values for Managed Metadata columns mapped to this term set.
9. In the Stakeholders box, enter the names or groups of people who should be notified before major changes are made to this term set. 
10. In the Submission Policy section, specify whether you want the term set to be Closed or Open. If you want the term set to be updated only by those people who have permission to update managed metadata, select Closed. If you want all users to be able to add new terms to the term set when they update the value for Managed Metadata columns mapped to this term set, then select Open.
11. In the Available for Tagging section, select the check box if you want this term set to be available for use. If the check box is cleared, then this term set will not be visible to most users.
12. Click Save.
[bookmark: _Toc296245709]Term set scale and structure
The following table lists the recommended guidelines for the organization of managed metadata in a Term Store. 
	Limit
	Maximum value
	Limit type
	Notes

	Maximum number of levels of nested terms in a term set
	7
	Supported
	Terms can be nested up to seven levels deep within a Term Store.

	Maximum number of term sets in a term store
	1,000
	Supported
	You can have up to 1,000 term sets in a term store.

	Maximum number of terms in a term set
	30,000
	Supported
	30,000 is the maximum number of terms in a term set. Additional labels for the same term, such as synonyms and translations, do not count as separate terms.

	Total number of items in a term store
	1,000,000
	Supported
	An item is either a term or a term set. The total number of terms and term sets together cannot exceed 1,000,000. Additional labels for the same term, such as synonyms and translations, do not count as separate terms.
Note You cannot have both the maximum number of term sets and the maximum number of terms simultaneously in a Term Store.


Before you build out term sets, you should engage in some planning in order to organize your term sets into groupings that are both logical and useful. You may want to factor in issues like usability and how site users are likely to interact with the data. Even though it may be possible to build a very large and highly nested term set, that may not be desirable in all usage scenarios. For example, is it practical to expect site users to sort through thousands of entries in a term set to find the right term? If not, then the term sets you create for some scenarios might need to be smaller than for other scenarios. 
[bookmark: _Toc266880360][bookmark: _Toc296245710]Add a term to a term set
You can use the Term Store Management Tool to manually create term sets and terms.
If you want to import a term set, which may be the more practical way to create a term set that will contain a large number of terms, then you can also import a term setIf you are adding a term to a local term set, you must start this procedure from the site collection to which the term set belongs. If you are updating a global term set, you can open the Term Store Management Tool from any site.
1. On the Site Actions menu, click Site Settings.
2. Under Site Administration, click Term Store management.
3. In the Properties pane, select the Managed Metadata Service application you want, if it is not already selected.
4. In the tree view pane on the left, expand the groups to find the term set to which you want to add a term.
5. Point to the term set where you want to add a term, click the arrow that appears, and then click Create Term.
6. Type the name that you want to use as the default label for your term in the newly created term in the tree view.
7. In the Properties pane, specify the following information about the new term:
	In this field:
	Do this:

	Available for tagging
	Select the check box to make this term available for tagging. If you clear the check box, the term will be visible but disabled in the tagging tools.

	Language
	Select the language for this label for the term.

	Description
	Type a description to help users understand how to apply this term, or to differentiate it from similar terms.

	Default Label
	Enter the word or phrase you want to use as the default label for the term in this language.

	Other Labels
	Specify any synonyms for this term. Do this if you want several words or phrases with the same meaning treated as a single entity for the purposes of metadata management. To add multiple synonyms, type a word, and then press ENTER to create additional lines.
For example, if you are creating a term for the color blue you could use “blue” as the default label, and then add “azure,” “sapphire,” “indigo,” and “cobalt” as possible synonyms.


[bookmark: _Toc266880361]Copy, reuse, merge, deprecate, move, or delete terms
There are a number of actions you can take on terms that will help you build and manage term sets as the business needs of your organization evolve. 
1. Go to the site where you want to update terms (if you are updating a local term set).
2. On the Site Actions menu, click Site Settings.
3. Under Site Administration, click Term Store management.
4. In the Properties pane, select the Managed Metadata Service application you want, if it is not already selected.
5. In the tree view pane on the left, expand the groups and term sets to find the term or terms you want to update.
6. Point to the term, click the arrow that appears, and then do one of the following:
	To do this:
	Do this:
	Impact of action:

	Copy the term
	· Click Copy Term.
	A copy of the term will be created within the original term set. 
The new term will be named Copy of <original term name>. No child terms for the source term will be copied. 

	Reuse a term
	1. Click Reuse Terms.
2. In the Term Reuse dialog box, expand the groups and term sets to find the term you want to reuse under your selected parent term.
3. Select the term and click OK.
	Adds the reused term underneath the selected term in the tree view pane.
You must have Contributor rights for the group for any term you want to reuse.

	Merge a term with another
	1. Click Merge Term.
2. In the Term Merge dialog box, expand the term set that contains the term with which you want to merge you selected term.
3. Select the target term.
4. Click OK.
	The selected term, as well as any of its synonyms and translations, will be merged into the selected target term.
The original IDs of each term are preserved so that tags that used the old term IDs still work for search (old IDs will not be available for new tagging).
Content tagged with the merged term will not be updated, but it will be returned in searches for the term that is the merge target.
Terms can be merged only if they are siblings in the hierarchy in all term sets in which they both exist.
To merge terms, you must have contributor rights to the groups for both terms.

	Deprecate a term
	· Click Deprecate Term.
	This action makes any instances of this term in any term set to which it belongs unavailable for tagging. Any child terms of the term are not deprecated.
To make the term available for use again, point to it, click the arrow that appears, and click Enable Term.

	Move a term
	1. Click Move Term.
2. In the Term Move dialog box, expand the groups or term sets to find the location to which you want to move the term.
3. Select the target term set or term.
4. Click OK.
	Moves the selected term, and any child terms for that term, to the selected target location.

	Delete a term
	1. Click Delete Term.
2. Click OK.
	Deletes the term and any child terms below it. If this term is a source term for terms that are reused in other locations, it will be placed in the Orphaned Terms term set in the System group.
If the term is a unique term (not reused in other locations), the term is completely deleted.
If the term is a reused term, it removes the term from the current term set.


[bookmark: _Toc266880362]
[bookmark: _Toc296245711]Specify custom sort order for terms in a term set
Terms within a term set are displayed in the default sort order for their language. If you want to specify a particular order for terms that will remain constant, regardless of the display language or of changes to the default labels for the terms, you can apply a custom sort order to the terms within the term set.
For example, if you create a term set that contains labels for the different stages of a business process, you might want the terms to appear in the sequential order in which the stages occur, rather than in alphabetical order. You use a custom sort order to do this.
1. Go to the site where you want to custom sort terms (if you are updating a local term set).
2. On the Site Actions menu, click Site Settings.
3. Under Site Administration, click Term Store management.
4. In the Properties pane, select the Managed Metadata Service application you want, if it is not already selected.
5. In the tree view pane on the left, expand the groups to find the term set that you want, and then select the term set.
6. In the pane on the right, click the Custom Sort tab.
7. Under Custom Sort Order, select Use custom sort order.
8. Click the arrows in the boxes next to the terms to reorder the terms in the sequence that you want.
9. Click Save.
[bookmark: _Toc266880363][bookmark: _Toc296245712]Specify synonyms for a term
Synonyms function as alternate labels for a term. If there are several possible words or phrases that users might use to describe a single concept, then it might be a good idea to add these words or phrases as synonyms of the official term. That way, users do not have to know the exact term to use to accurately apply a tag to content. Users can search on the synonyms and see results for any items that have been tagged with the default label or any of its synonyms.
For example, if you create a term set called Colors, and you add a term with the default label “blue” you could add “azure,” “sapphire,” “indigo,” and ”cobalt” as possible synonyms. If a user updates a managed metadata column mapped to the color term set, and types indigo, it will be the same as if the user had selected blue.
If there are common abbreviations for the terms in your term sets, it might also be useful to add these as synonyms. For example, if you have a term set that contains the names of the months of the year, you might want to add the common abbreviation(s) for each month as synonyms.
You can specify synonyms for a term when you create it, but you can also update the properties for a term at any time to add other synonyms.
1. Go to the site where you want to update the synonyms for a term.
2. On the Site Actions menu, click Site Settings.
3. Under Site Administration, click Term Store management.
4. In the Properties pane, select the Managed Metadata Service application you want, if it is not already selected.
5. In the tree view pane on the left, expand the groups and term sets to find the term that you want.
6. Select the term.
7. In Properties pane on the right, in the Other Labels section, type the word or phrase you want to use as a synonym.
8. To add additional synonyms, press ENTER to create additional lines where you can type more synonyms.
9. When you finish adding all of the synonyms you want, click Save.
[bookmark: _Toc296245713]Configuring Enterprise Metadata and Keyword settings for a list
At the list or library level, you can configure whether you want to use Enterprise Keywords. You can also control whether values added to the Managed Metadata columns or Enterprise Keywords column for a specific list or library are shared as social tags.
[bookmark: _Toc266878517][bookmark: _Toc296245714]Add an Enterprise Keywords column to a list or library
An enterprise keyword is a word or phrase that is added to items on a SharePoint site. Enterprise keywords are organized into a single, non-hierarchical term set within the Term Store Management Tool called the Keywords set. Because users can typically add any word or phrase to an item as a keyword, enterprise keywords can be used for folksonomy-style tagging. Term store administrators, or other individuals with permission to manage metadata, can opt to move keywords out of the Keywords term set and into a specific managed term set, at which point the keywords will become available within the context of a specific term set. Term Store Administrators can also choose to make the Keywords set closed, so that users cannot submit new keywords and are restricted to the use of existing keywords or managed terms from existing term sets. If you add an Enterprise Keywords column to a list or library, site users will be able to enter keyword values for items stored in the list or library. If the Keywords term set for the site has been configured to be open, users can add any text value to this column.
[image: When you start typing a keyword, available terms and existing keywords are suggested to you.]
The keywords that users enter are shared with other users and applications (that is, they may be suggested to other users when they update the value for an Enterprise Keywords column or when they add a social tag to an item.
Additionally, if you add an Enterprise Keywords column to a library, any existing document tags associated with documents will be copied into the Enterprise Keywords column when the documents are uploaded to the library, to help provide synchronization between your existing legacy keyword fields and the managed metadata features.
1. Go to the list or library for which you want to add an Enterprise Keywords column.
2. On the List or Library tab of the ribbon, click List Settings or Library Settings.
3. Under Permissions and Management, click Enterprise Metadata and Keywords Settings.
4. In the Add Enterprise Keywords section, select the check box to add an Enterprise Keywords column and enable keyword synchronization.
5. Click OK.
[bookmark: _Toc266878518][bookmark: _Toc296245715]Configure Metadata Publishing
You can control whether the terms or keywords that are added to the Managed Metadata or Enterprise Keywords columns in a list or library become available as keywords for social tagging. If you are configuring a list that will contain sensitive information, and it is likely that Managed Metadata columns or the Enterprise Keywords column might contain values that you do not want widely visible, you may want disable Metadata Publishing.
Note By default, terms from local term sets (that is: term sets that have been created within the context of a specific site collection) are excluded from Metadata Publishing. Local term sets are not available for use in social tagging or as Enterprise Keywords. 
1. Go to the list or library for which you want to configure Metadata Publishing.
2. On the List or Library tab of the ribbon, click List Settings or Library Settings.
3. Under Permissions and Management, click Enterprise Metadata and Keywords Settings.
4. In the Metadata Publishing section, under Save metadata on this list as social tags do one of the following:
· To publish values in Managed Metadata and Enterprise Keywords fields to social tagging and My Site profiles, select the check box.
· To prevent values in Managed Metadata and Enterprise Keywords fields from being exposed to social tagging and My Site profiles, clear the check box.
5. Click OK.
[bookmark: _Toc296245716]Managed Metadata Columns
A Managed Metadata column is a new column type that can be added to lists, libraries, or content types to enable site users to select values from a specific term set of managed terms and apply these values to their content. You can create and configure a Managed Metadata column to map to an existing term set or term, or you can create a new term set specifically for a Managed Metadata column.
[bookmark: _Toc264538896][bookmark: _Toc296245717]Benefits of using a Managed Metadata column
Managed Metadata columns promote the consistent use of metadata across sites because they provide users with a list of terms that they can apply to their content. These terms come from a term set that is managed centrally in the Term Store Management Tool by a Term Store Administrator or other individuals with permissions to manage terms.
Because this term set is updated and managed separately from the column itself, there is no need to update the column (or any content types, lists, or libraries associated with it) to make updated terms available to users. Whenever the term set that a specific Managed Metadata column is bound to is updated, the updated terms will automatically become available to users wherever that Managed Metadata column is available. This makes a Managed Metadata column very different from a Choice column, which would have to be updated every time you wanted to change the list of choice values a user could select.
Managed Metadata columns also have several unique features and characteristics that help users select and apply terms to content, such as support for “type-ahead,” as well as support for disambiguation of terms, descriptions, synonyms, and multi-lingual values. 
[bookmark: _Toc264538897]Type-ahead, Disambiguation, Descriptions, Synonyms
When a the user begins typing a value into a Managed Metadata field, it displays all terms in the associated term set that begin with the characters the user has typed. The name of the term set and the term's position in the hierarchy can be indicated along with the term itself, which can help users select the appropriate term. 
[image: When you begin typing, terms are suggested to you.]
Users can move their pointer over suggested terms to see descriptive text to help them make appropriate decisions.
[image: Explanatory text helps users select the correct term.]
If synonyms have been specified for a term, users can enter those, and the correct term will be assigned. 
[bookmark: _Toc264538898]Tree Picker
When users update a Managed Metadata column, they can type the value they want, or they can click the tags icon that displays next to the Managed Metadata field to launch the term picker dialog box, which they can use to select a value from within the hierarchy of the term set. This is useful to users who may not be familiar with the terms that are available. If the term set has been configured to be open, and the Managed Metadata column for it allows fill-in values, users may have the option to add a new term to the term set. Or they may simply have the option to send feedback to the designated contact for the term set.
[image: You can select managed terms from a tree control picker.]
[bookmark: _Toc264538899][bookmark: _Toc296245718]Create a managed metadata column that maps to an existing term set or term
You can map a Managed Metadata column to a term set, or to an individual term that represents a subset of the term set (something that may be useful for hierarchical term sets). If you map the column to a term set, then it will display all available terms under that term set. If you map the column to an individual term within a term set, then the column will display that term, and any terms underneath it in the hierarchy. 
You can create a Managed Metadata column that maps to an existing term set or term at any level on a site (for example, as a site column, or as a column local to a specific list or library). However, if you want a Managed Metadata column to be reusable and broadly useful for others who may be creating new site content types or configuring lists and libraries, then you might want to create it as a site column. How and where you create Managed Metadata columns should be factored into your organization-wide planning for managed metadata, content types, document management, and site governance.
You must be a Site Collection Administrator to create or configure site columns. You must have the Manage Lists permission level to create columns for lists or libraries. Site owners have this permission by default.
	To create a new Managed Metadata site column that maps to an existing term set, do this:
	To create a new Managed Metadata column for a list or library that maps to an existing term set, do this:

	1. On the Site Actions menu, click Site Settings.
2. Under Galleries, click Site columns.
3. In the Site Column Gallery, click Create.
	1. Go to the list or library where you want to create a new Managed Metadata column. 
2. On the List or Library tab of the ribbon, click List Settings or Library Settings, as appropriate.
3. In the Columns section, click Create Column.


1. On the New Site Column or Create Column page (depending on which type of column you’re creating) in the Name and Type section, type the name you want the column to have. 
2. Under The type of information in this column is, click Managed Metadata.
3. In the Group section, select or create the group in which you want to organize the column.
4. In the Additional Column Settings section, type a description and specify whether or not you want to require users to provide a value for this column. You can also specify whether you want to enforce unique values for the column.
5. If you are adding a column to a list or library, then you may be able to specify whether you want to add this new Managed Metadata column to all content types for the list or library (if multiple content types are enabled for the library). You can also specify whether you want to add this column to the default view for the list or library.
6. In the Multiple Value field section, specify whether you want to allow multiple values in the column. If you allow multiple values, users will not be able to sort on this column in list views.
7. In the Display format section, specify whether you want the column to display only the term label, or the term and its full path in the hierarchy of the term set. 
It can be helpful to display the full hierarchical path in situations where the context for the term itself might be unclear.
8. In the Term Set Settings section, select Use a managed term set, and then do one of the following:
· To search for a term set that contains the terms you want to use, type the name of a term and click the Find button. You can select the term set or term that you want from the results that display in the box. If you want to search again, click the Reset button.
· To browse for the term set or term that you want to map to this column, click the arrow to the left of the Managed Metadata Service application that displays in the box to expand it and browse for the term set you want. Continue to expand nodes until you find the term set or term you want. Click it to select the term set or term.
9. In the Allow Fill-in section, specify whether you want to be able to allow users to add new values to the term set. If the term set you select is closed, you will not be able to allow Fill-in.
10. In the Default Value section, you can optionally specify the term you want to use as the default value for the column. You can type the term, or you can click the Tags icon to browse for the term using the term picker.
11. Click OK.
[bookmark: _Toc264538900][bookmark: _Toc296245719]Create a new Managed Metadata column with a new term set 
If there is not an existing term set that you want to use, you can also create a new term set for a new Managed Metadata column. The term set that you create will be a “local” term set that can be used only within the site collection where you create it. Any terms that you add to a local term set will not be offered as suggestions in Enterprise Keywords columns (unlike terms in global term sets).
You must be a Site Collection Administrator to create or configure site columns. You must have the Manage Lists permission level to create columns for lists or libraries. Site owners have this permission by default.
	To create a new Managed Metadata site column with a new term set, do this:
	To create a new Managed Metadata column for a list or library with a new term set, do this:

	1. On the Site Actions menu, click Site Settings.
2. Under Galleries, click Site columns.
3. In the Site Column Gallery, click Create.
	1. Go to the list or library where you want to create a new Managed Metadata column. 
2. On the List or Library tab of the ribbon, click List Settings or Library Settings, as appropriate.
3. In the Columns section, click Create Column.


1. On the New Site Column or Create Column page (depending on which type of column you’re creating) in the Name and Type section, type the name you want the column to have.
2. Under The type of information in this column is, click Managed Metadata .
3. In the Additional Column Settings section, type a description for the column, and specify whether you want to require users to enter a value for the column. You can also specify whether you want to enforce unique values for the column.
4. If you are adding a column to a list or library, then you may also be able to specify whether you want to add this new Managed Metadata column to all content types for the list or library (if multiple content types are enabled for the library). You can also specify whether you want to add this column to the default view for the list or library. 
5. In the Multiple Value field section, specify whether you want to allow multiple values in the column. If you allow multiple values, users will not be able to sort on this column in list views.
6. In the Display format section, specify whether you want the column to display only the term label, or the term and its full path in the hierarchy of the term set. 
It can be helpful to display the full hierarchical path in situations where the context for the term itself might be unclear.
7. In the Term Set Settings section, select Customize your term set, and then type a description for the term set. 
8. Click Edit Using Term Set Manager, and then click OK when you are prompted to save your changes.
9. Follow the steps in the section Create and configure a new term set below, to set up the term set. 
[bookmark: _Create_and_configure]Create and configure a new term set
1. In the Properties pane of the Term Store Management Tool, specify the following information about the new term set:


	In this field
	Do this:

	Term Set Name
	Type a name for your term set. This field should already be populated with the name of the column, but you can update it or change it

	Description
	Type a description that will help users understand how they should use these terms.

	Owner
	If you want the owner of the term set to be someone other than you, you can change the Owner to another person or group. You can enter only one item.

	Contact
	Type an e-mail address if you want site users to be able to provide feedback on the term set when they are updating the value for a Managed Metadata column.

	Stakeholders
	Add the names of users or groups who should be notified before major changes are made to the term set.

	Submission Policy
	Specify whether you want the term set to be Closed or Open. 
If a term set is closed, then users cannot add new terms to it when they are updating the value for a Managed Metadata column bound to this term set, and the term set can be updated only by individuals with permission to update managed metadata. If the term set is open, then users can add new terms to the term set if the column is also configured to allow fill-in choices. 

	Available for Tagging
	Select the check box to make the terms in the term set available for tagging. If you clear the check box, then this term set will not be visible to most users.
If the term set is still in development, or is not otherwise ready for use, you might want to clear the check box.


2. Click Save to save your property updates.
3. To add terms to the term set, point to the term set in the tree control on the left, click the arrow that appears, and then click Create Term, and then type the name you want for your term.
4. In the Properties pane, specify the following information about your new term:


	In this field:
	Do this:

	Available for tagging
	Select the check box to make this term available for tagging. If you clear the check box, then this term will be visible, but disabled in the tagging tools.

	Language
	Select the language for this label for the term.

	Description
	Type a description to help users understand how to apply this term, or to differentiate it from similar terms.

	Default Label
	Enter the word or phrase you want to use as the default label for the term in this language.

	Other Labels
	Specify any synonyms for this term. Do this if you want several words or phrases with the same meaning to be treated as a single entity for the purposes of metadata management. To add multiple synonyms, type a word, and then press ENTER to create additional lines.
For example, if you are creating a term for the color “blue” and “blue” is the default label for the term, you could add “azure,” “sapphire,” “indigo,” and “cobalt” as possible synonyms.


5. Click Save
6. Repeat steps 3 -5 to add new terms.
7. To create sub-terms underneath terms, point to an individual term underneath which you want to nest another term, click the arrow that appears, and then click Create Term, and type the name you want for your term. 
8. Repeat steps 4 and 5 to specify properties for your sub-terms (select the term you want to update first).
9. By default, terms within term sets are displayed in the default sort order for the language. If you want to specify a custom sort order so that terms appear in a consistent order, regardless of the language or changes to term labels, you can do that by selecting the term set in the tree control, and then clicking the Custom Sort tab on the right. Click Use custom sort order, and then use the lists boxes to arrange terms in the desired numerical order.
[bookmark: _Toc296245720]Metadata Navigation
To make it easier for users to find content in large lists and libraries, you can configure metadata navigation. Metadata navigation enables users to dynamically filter and find content in lists and libraries by using a navigation hierarchy tree control to apply different metadata-based filters to the view. Key Filters can be used in combination with the navigation hierarchy to refine the list of items that are displayed. 
[bookmark: _Toc264642852][bookmark: _Toc296245721]Metadata Navigation and Filtering features
The Metadata Navigation and Filtering features make it easier to work with very large lists and libraries:
[bookmark: _Toc264642853]Configurable navigation hierarchies and Key Filters
When metadata navigation is configured for a list or library, a tree control on the left-hand side of the page displays a hierarchy of both folders and managed metadata terms that can be used to filter the view of items in the list or library to create dynamic displays of content. An additional Key Filters control displays below the navigation hierarchy tree control, and it can be used in combination with the navigation hierarchy to refine the list of items that are displayed. You can determine which columns from the library appear in the navigation hierarchy, and you can also specify Key Filters, when you configure metadata navigation.
Site users can use the navigation hierarchy to browse a list or library by folder or by metadata. When users select a managed metadata term in the navigation hierarchy, the view is automatically filtered to display only those items that are tagged with that term or any of its descendant terms. To filter only on a particular term and exclude the descendant child terms, users can select the item again. Metadata navigation works together with filters specified in any existing list views, as well as with filters specified in columns for the list.
[image: Metadata Navigation]
[image: Callout 1]Tree control
[image: Callout 2]Folder hierarchy for the list or library
[image: Callout 3]Term
[image: Callout 4]Descendant child terms
[image: Callout 5]Key Filters
You can configure and use metadata navigation for lists and libraries even if these lists and libraries don't use actual Managed Metadata columns because there are additional column types that can be used as fields within a metadata navigation hierarchy, including Content Type and Single-value Choice Fields. Key Filters can use the following columns types in addition to the Managed Metadata Field: Content Type, Choice Field, Person or Group Field, Date and Time Field, and Number Fields.
[bookmark: _Toc264642854]Automatic index creation
When you configure metadata navigation for a list or library, you can specify whether you want indices to be created automatically for the fields you have selected to add to the navigation hierarchy and Key Filters. This setting is enabled by default, and it is the recommended setting. When you enable automatic indexing, single column indices will be created on all supported Key Filter fields (except for the Content Type and Choice fields), and compound indices will be created on all supported combinations of navigation hierarchies and Key Filters.
When indices are created automatically, queries are allowed for lists that have more items than the list view threshold. In some cases, you may have to disable this setting and configure custom indices manually. For example, if the combination of single column and compound indices required for the navigation hierarchy and Key Filter fields selected exceeds 20 (the maximum number of indices per list), automatic indexing must be disabled.
[bookmark: _Toc264642855]Indexed queries and fallback queries
Metadata Navigation and Filtering is enabled by default on most sites created in SharePoint Server 2010. Even if metadata navigation has not been configured for a specific list or library, Metadata Navigation and Filtering is still at work behind the scenes to improve the performance of views in lists and libraries. The Metadata Navigation and Filtering feature automatically selects the best index to work every time a view is loaded. When users load new views, apply filters to views, clear filters, or apply a sort on a field, query optimization determines the best way in which to query the database without list view throttling.
If a user creates or loads a view that cannot be expressed as a selective indexed query, then Metadata Navigation and Filtering will construct and execute a fallback query. A fallback query is a modified version of the original user query that displays a partial set of the items requested because it queries against only a portion of the list instead of the entire list. It is intended to provide the user with some useful results in circumstances when the original query is prohibited due to large list throttling. Occasionally, fallback queries will return 0 results if no items the part of the list scanned by the query contain results that match the original user query.
When a fallback query occurs, the user is alerted by an onscreen message that he or she is viewing only a partial set of results, and that he or she must apply additional filters to view a complete set. 
The fallback query message also serves as a warning to list or library owners that the data distribution in the list is skewed and that users are blocked from accessing content they need because certain user queries cannot return a full set of results.
[bookmark: _Toc264642856][bookmark: _Toc296245722]Enable Metadata Navigation and Filtering
The Metadata Navigation and Filtering feature is enabled by default on most sites. If it is not enabled for your site, you can enable it on the Site Features pages for your site.
You must be a Site Owner or a Site Collection Administrator to enable Metadata Navigation and Filtering.
1. On the Site Actions menu, click Site Settings.
2. Under Site Actions, click Manage site features.
3. In the Features list, find Metadata Navigation and Filtering, and then click Activate.
[bookmark: _Toc264642857][bookmark: _Toc296245723]Configure Metadata Navigation
You must have a least the Manage Lists permission level to configure metadata navigation for a list or library.
1. Go to the list or library for which you want to configure metadata navigation.
2. Click the List or Library tab of the ribbon, and then click List Settings or Library Settings.
3. Under General Settings, click Metadata navigation settings.
4. In the Configure Navigation Hierarchies section, select the field or fields you want to display in the navigation hierarchy and then click Add. 
5. By default, Folders are automatically displayed in the navigation hierarchy. If you do not want folders to display, select Folders, and then click Remove.
6. Repeat step 4 to add additional fields.
7. In the Configure Key Filters section, select the fields you want to add as Key Filters, and then click Add.
8. In the Configure automatic column indexing for this list, specify whether you want to automatically create indices on this list to increase the performance of the queries that users will perform when they use the Navigation Hierarchy and Key Filter columns you've specified. It is recommended that you select the option Automatically manage column indices on this list.
9. Click OK.
[bookmark: _Toc296106433][bookmark: _Toc296245724]The Keywords field vs. the Enterprise Keywords field in SharePoint 2010
By Mirjam  
SharePoint 2010 has a Keywords site column and an Enterprise Keywords site column. The Keywords site column is stored in the “Core Document Columns” category and is of the “Multiple Lines of Text” type. 
[image: ]
 The Enterprise Keywords column is stored in the “Enterprise Keywords Group” category and is of the “Managed Metadata” type.
[image: ] 
The last column is what you would expect in SharePoint 2010, it’s the site column that stores it’s contents in the Keywords term set in the Managed Metadata Service Application.
[image: ] 
So what does the other Keywords column do?
Adding the column to the list shows you can manually enter values in the column, but that it won’t store the values in the Keywords term set in the term store. However adding both the Keywords and the Enterprise Keywords columns to a list has some unexpected behavior. Keywords that are added to the Enterprise Keywords column are also copied to the Keywords column and visa versa. It turns out that this is actually expected behavior to support an easy upgrade from the old 2007 Keywords field (of the Multiple Lines of Text type) to the new Enterprise Keywords field (of the Managed Metadata Type). The synchronization behavior is automatically enabled as soon as the Enterprise Keywords field is added to a list or library. It’s even described on the “Enterprise Metadata and Keywords Settings” page in the Library settings. 
[image: ]
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