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Metadata is extremely useful. When applied you will be able to 

utilize more of the features in of Office 365. 
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1. The power of automated metadata 

A traditional file server uses a folder hierarchy, which is one dimensional when finding a document. 

Someone designs the folder hierarchy for the organization’s, and think it is the most logical structure for 

the documents. The problem is this is rarely quite logical. 

A metadata tagging structure makes it possible to store, search and filter documents, not just in one 

dimension, but in several dimensions. Dimensions that’s important for your organization. 

1.1. Metadata in general  

Metadata are tags, information fields, hashtags - words that you use when tagging documents and 

stored in a document management system. 

A folder is described by a folder name, that’s also metadata but with the functionality of a physically 

folder, the problem with a folder are that you can store duplicates in different folders and that folders are 

too easy to add to the folder structure. Replace the folder with a metadata fields in Office 365 and you 

will gain added value. 

Examples of metadata could be Area, Chapter, Process, Document Type, Keywords, Company etc. The 

aim is to add the relevant metadata for you colleagues to easily find the documents from their 

perspective. 

Metadata should be applied to all important document libraries in Office 365/SharePoint. MetaShare 

automatically helps you organize a metadata structure in your Office 365. 

2. The result with metadata in Office 365 

When your documents in Office 365 will be tagged with metadata, you will get control of your 

documents in a whole new way.  

The benefits are: 

• Filtering: quickly find documents through the simplicity of the filter-choices.  

• Search refinements: Search will be refined with metadata by adding this in Office 365. 

• Free text search: The search experience in Office 365 will be enhanced. The search engine will 

search for words in a document, but when the documents are tagged with metadata, the search 

engine will include this, and the search result will be better. 

• Search refinements: Search will be refined with metadata by adding this in Office 365. 
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• Deletion and archiving: Having metadata will also help you either to delete certain document or 

archiving them based on rules combined with specific metadata. 

• Workflows: You can apply different workflows based on metadata. 

2.1. The experience for adding metadata for the end user  

The end user usually thinks is cumbersome to add metadata to a document with adding/strong a 

document in Office 365, especially if you have serval mandatory metadata fields that are required to be 

filled in. One trick is when you apply metadata structure is that you should add not that many metadata 

tags but still relevant for your organization to make sense. In MetaShare this is easy. 

2.2. MetaShare applies metadata automatically  

MetaShare applies metadata automatically based on the context-based functionality. This mean that 

MetaShare will remember where you are working on and when you add or create a new document 

MetaShare will automatically prefill this metadata for the user.  

In MetaShare this looks like this when creating a new document. The user has already chosen what to 

work on, in this example Area: Sales, Document Type: Agreement, Company: Acme Corporation. The 

property card on the right side is now prefilled whit metadata. Note that MetaShare will also help the 

user to pick the right template for that purpose. Now it’s just to save and start working. Of course the 

user can change this metadata at any time. 
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2.3. How structure is created automatically  

There are three ways for handling metadata in MetaShare: 

1. You in prefill MetaShare with your metadata structure 

2. You let the user create and adding metadata while working 

3. You combine prefilled metadata with other metadata that will be filled in by the user 

2.3.1. Prefill MetaShare with your own metadata structure 

The best method is to prefill MetaShare with your own document structure, different tags to use in 

MetaShare. The user can from this method only choose from this prefilled metadata when working. One 

of the settings when configuring MetaShare is to apply that one or more tags to be mandatory, this 

means that the user must pick metadata to save a document. This is a great method for you to get 

homogenous structure for you document management. 

In the example below, you will see that the user must fill in the following fields Area: Sales, Document 

Type: Agreement and choose which document template to use. 

 

2.3.2. You let the user create the structure while working 

If you instead let the user add metadata while working, MetaShare will automatically build the structure 

by user when working with documents by adding metadata. The downside of this are there could be 

different words that means the same thing. So, in this case you need occasionally go through this 

metadata field and administrate this.  

In this example you can see that we added the word in the Company field: Mickey Mouse Company, this 

term doesn’t exist and it will be stored in MetaShare after saving. This method could be applied to the 

fields of your choice. 
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2.3.3. You combine prefilled metadata with other metadata 

The last method is to combine prefilled metadata with metadata that the user fills in as the users work. 

One scenario it that you might have one or two metadata fields that are important to be prefilled and 

others that are not important at all and could be added by the user. 

2.3.4. Automatically metadata structure in workspaces (sites) in Office 365. 

One feature of MetaShare is managing workspaces (sites). This makes it easy for you to create, manage, 

work and collaborate in different workspaces, workspaces such as team, project or department etc. 

On the start page of MetaShare you will: 

• Instantly get an overview of all your workspaces in Office 365 you have access right to 

• Easy create new and manage current workspaces, without involving the IT staff. 

• Add metadata to workspaces, this will help you sort and filter among workspaces in your 

organization. Workspaces could be of any type; MetaShare, Team Site or a standard SharePoint 

site. 

• Each workspace can be assigned designated roles with different access privileges for 

administrators, contributors, and readers. 

The real benefit is that MetaShare will help your organization to build a homogenous structure for all the 

workspaces (sites) that you will create. The value for this is: 
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• Workspaces (sites) do not need to be manually configured when created 

• Easier to maintain and manage an organization's document management functionality and 

tagging structure 

• Easy configuration interface in MetaShare 

3. Learn more about MetaShare 

• View demo: https://metashare.com/en/view-demo/ 

• Learn more: https://metashare.com/en/knowledgebank/ 

• MetaShare product site: https://www.metashare.com/ 

https://metashare.com/en/view-demo/
https://metashare.com/en/knowledgebank/
https://www.metashare.com/

