Content Manager Guidance

Export Metadata

This is guidance for how to export metadata about records (i.e. search results) in Content Manager. This

method w% export all data fields in the columns of the search of the search results. If you need to export data

fields that are not included in those columns, refer to separate Export Metadata — Advanced guide.

[@ = Content Manager
SEARCH VIEW MANAGE ADMINISTRATION
n
AQRRBA&BHRH & =RA0
Multi-Field ERecord Folder Box Saved Browse by Search Location Count Refine Save Refresh Tag
search search Search Search Searches = Category History Search~ Search Search As Search All
Search Records. Search Locations Tools
Shorteuts Search for Search by Matching criteria
Recent ‘|j Records \/| ‘ Date Filed |v Q| |tuday
L@ [ Records - myContainers - 7 Records
Recent < 3 Record Nu. Title (Free Text Part) Container title
Containers
N V| @l DFE40177  Wadleigh, Ryan - 2020 General Communications
[b + |- wll DF644482 ‘Wadleigh, Ryan - 2021 General Communications
s P |0r650416  Wadileigh, Ryan - jiiiaent ;
Documents + |- wll DF620157 Records Manage T A |
+ - ol DF651339  Records Manage: Lol R
+ | ol DFES1016 Content Manage Invert all tags
A 3 55 2021 Records Mal T Ctil-C
Paste Ctrl=v
Clear Ctrl+Delete
[ Copy Record to Clipboard pd
Apply Ta:
(®) All Tagged Rows
() Cumently Highlighted Row Only
Always She iz Dialog
0K Cancel Help
@ Copy Record to Clipboard - All tagged Records *
DF640177 Yes
Wadleigh, Ryan - 2020 General Communications
Yesto Al
Copy Record to Clipboard? MNa
Cancel
Help

lof1l

Open Content Manager (CM) and perform a
search for records.

1. On your keyboard select Ctrl + A (or click Tag
All on the Search tab)

2. On your keyboard select Ctrl + C (or right
click on any tagged record and select Copy)

3. Click OK (All Tagged Rows selected)
4. Click Yes to All

5. Open a blank Excel spreadsheet and put your
cursor in cell Al

6. On your keyboard select Ctrl + V (or click the
Home tab and Paste)

You can now manipulate the data using Excel
tools, and can save and share as needed.
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King County Records Management Program
206-477-6889 - records.management@kingcounty.gov
www.kingcounty.gov/recordsmanagement
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