
Working with Managed Metadata
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1. Open SharePoint Central Administration.
2. Click on Manage Service Applications.
3. Open the Managed Metadata Service Application.
4. Click on the Managed Metadata Service node and add yourself as a Term Store Administrator and click Save.
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5. Under the Managed Metadata Service node, add a new Group named HR.
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6. Under the HR Group, add a new Term Set named Locations. Specify an email address for the Contact field, Closed for the Submission Policy field and enable the Available for tagging checkbox and click Save.
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7. Start creating terms under the Term Set you just created.
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Managed Metadata Service

Available Service Applications.
Asite may consume muitiole metadata applications. Select the one
toseein the tree view.

‘Sample Import

The SherePoint metadata manager can iport a term set from a
UTF-8 CSV format fle. Use the sample fie as a template for
reating import fles. Then mport the fle nto the desired group to
create anew term set.

Term Store Administrators

You can enter user names, group names, or e-mai addresses.
Separate them with semicolons. These users wil be permitted to
reate new term set groups and assign users to the group.
manager role.

Default Language
Select the defauit language for al Metadata n the system. All
terms must have a label defined in their defauit language.

Managed Metadata Service

View a sample import file

[contoso\brads; contoso\tado; contoso\johnev;
[contoso\nuriag; contoso\administrator;
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Term Set Name

“Type a new name for this term set as you wantit to appear in the
Herarchy.

o
Type descrptive text to help sers understand the intended use.
of ths term set.

Owner
Identify the prinary user or group of tis term set.

Contact

Type an e-mail address forterm suggestion and feedback. If ths
feld s eft blank, the suggestion feature wil be disabled.

Stakeholders

This information is used to track people and groups n the
organization that should be notifed before major changes are:
made to the term set. You can enter multipl Users or groups.

‘Submission Policy
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When a term setis dosed, only metadata managers can add terms @ Closed (4 Open

to this term set. When it open, users can add terms from a
tagaing applicaton.

Available for Tagging

‘Select whether tisterm set s avallabe to be used by end users:
For tagging. When the checkbox is unselected, this term set wil
ot e visble to most users.

L




image4.png
TAXONOMY TERM STORE
English.

& Managed Metadata Service
oL
4 3 Locations
4 O ndia
4 O Andhra Pradesh
4 O tyderabad
b O HiTec City
4 Gachibowli._|
O Block E
4 O Mahrashtra
4 O Mumbai
& powail
& Andheri
3 Pune
O Switzerland

PRENTI
{410 calfornia
) Los Angeles
& Orange County

) San Francisco

b ¢ Nevada .




