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 Introduction

Getting Started with Laserfiche Metadata Guide

Introduction
Storing documents in Laserfiche, instead of file cabinets, is a great first step in process automation. You can 
make use of logical folder structures and document naming conventions to easily access your content. In 
addition, Laserfiche provides another way that can make all of your content even more usable: metadata. 

What is Metadata?

Metadata is information about information. In Laserfiche, metadata means 
information about a document that is stored alongside the document.
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Taking advantage of metadata:

• Makes content easier to find.  
Important identifying information about a document may not be contained in the document name or text. 
Applying metadata to documents gives you more options to find the content you need.

• Simplifies reporting on document information.  
Metadata from multiple documents can be aggregated and exported in the form of reports.

• Simplifies system integration.  
Metadata can be used to look up information in a separate system to properly index a document or 
folder. This keeps information stored in Laserfiche in sync with your line of business applications.

• Helps documents move through automated workflows.  
Workflow can wait for a metadata change and then move the document along in the process.

Laserfiche includes five types of metadata, each useful when used properly. These metadata types are:

• Fields. • Versions. • Tags. • Links. • Digital signatures.
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Video: Overview of Metadata

This guide walks through each type of metadata, describe why it is useful, and how to take advantage of 
it. This guide also describes how to create a metadata plan for your organization.

https://support.laserfiche.com/gallery/#/list?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide%20&videoid=323
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Fields are containers for information about documents and folders. 

There are three reasons for using fields:

• To provide information that will help users find a document.

• To provide supplemental information about the document.

• To help the document move through a workflow or business process.

Fields can store many different types of information, like names, dates, ID numbers, and addresses. 
Fields are usually grouped into templates for easier management. For example, an Invoice template 
might contain fields for vendor name, invoice number, purchase order number, invoice total, and 
payment status. A document or folder can only have one template assigned to it, but each template can 
contain multiple fields.

When deciding what fields to create, take into consideration what kind of information users will be 
looking for and what information they’ll like to see once they have the document or folder open. 

For example, if users like to search for invoices by invoice number, it is good to have an Invoice Number 
field that can be used for this search. In addition to this field, other information such as the name of the 
vendor or the number of the associate purchase order might also be useful as fields in order to help the 
user with the invoice review. 
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Different field types can contain different types of information. Some examples of field types include:

• Text fields.

Fields can also be configured to contain multiple values. A full list of field types can be found in the 
Laserfiche help files. 

• Number fields. • Date fields. • List fields.

The template and field information for a building permit document.

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-US/administration/#../Subsystems/LFAdmin/Content/Field_Types.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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Adding fields and templates to documents and folders helps keep your content organized and improves 
searching. You can take advantage of column profiles to view the field information for all documents in 
a folder at a glance. This allows you to have a holistic view of the folder content without having to open 
each document. 

For example, a folder can contain building permit applications. The fields assigned to each application 
can include the permit requestor’s name, permit number, request date, permit type and building location. 
These fields can be used to create different column profiles for users within the organization. In that way, 
if a user knows the permit’s issue date and location, but not the permit number, he or she can sort the 
various columns to find the requested permit quickly. 

Field information used as columns in the folder browser.
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Video: Creating Templates

Learn how to design an effective document template in this article. Find information on column profiles in 
the Laserfiche help files. 

https://support.laserfiche.com/gallery/#/list?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide%20&videoid=344
https://www.laserfiche.com/solutionexchange/how-to-design-an-effective-laserfiche-document-template/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/userguide/default.htm#../Subsystems/client_wa/Content/FolderBrowser/Column_Profiles.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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Video: Assigning Templates and Fields

https://support.laserfiche.com/gallery/#/list?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide%20&videoid=328
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Best Practices for Using Fields and Templates

Give your fields generic names so that they can be reused across templates. For example, a Customer Name 
field can be applied to multiple document types. Reducing the number of fields that a user can choose 
from decreases confusion and increases user adoption. Field names should also be self-explanatory. For 
example, avoid acronyms.

In general, it is a good idea to place more commonly-used fields toward the top of the template and less 
commonly-used fields toward the bottom. This allows users who are scanning and filing documents to 
quickly type values into the most relevant fields without having to tab or scroll down. It also presents the 
user who searches for or opens the document with the most relevant fields first.

Fields that are part of templates can also be set as required. This forces someone to enter a field value 
before the document can be saved. A field can be set as always required or only when included as part of 
a certain template. Make sure to use the required field constraint conscientiously. Too many required fields 
can slow down indexing, but too few can lead to inconsistent information.
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The Rule Manager tab

Links are a way of connecting documents that are related to each other even though they may be stored in 
different sections of the repository. There are two types of links: 

• Document relationships.

• Link groups.

Links help users find related documents quickly without cluttering the repository with document short-
cuts. Using links gives documents additional context. It also saves time. If someone is working with a bunch 
of different documents for one project, they can move quickly between them without having to navigate 
the folder structure.

You can access all document links from the Details tab in the metadata pane in the web client and from the 
Links tab in the metadata pane of the Laserfiche Windows client.
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Video: Document Links

https://support.laserfiche.com/gallery/#/list?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide%20&videoid=321
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Document Relationships

Document relationships allow you to connect two related documents and define their relationship.

For example, in a purchase order business process, a company may file a completed purchase order in the 
PO folder in their repository. However, when the company receives an invoice for the products, the invoice 
must be filed based on the company or vendor that sent the invoice.

Since the purchase order and the invoice are related to the same products, a document relationship can 
connect the two documents. With this relationship, each document can be quickly accessed from the other, 
even though they’re stored in different places in the repository. The purchase order can be opened directly 
from the invoice and vice versa.

More information about document relationships can be found in the Laserfiche help files.

A document with a document relationship added.

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-US/userguide/#../Subsystems/client_wa/Content/Metadata/Document_Relationships.htm%3FTocPath%3DLaserfiche%2520Windows%2520and%2520Web%2520Client%7CMetadata%7CLinks%7CDocument%2520Relationships%7C_____0?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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Link Groups

A link group is a group of related documents that can be associated with each other.

For example, you may want a way of easily accessing all contracts related to a specific project. Each 
contract is stored in a folder according to its date and vendor. By creating a Project Contracts link group 
and adding all the contracts for the project to it, you can quickly find and open any contract from another 
contract’s metadata pane without having to navigate your folders or perform a search. You can also 
continue to add new contracts to the group as needed. 

More information about link groups can be found in the Laserfiche help files. 

Note that a document can be a member of only one link group at a time. However, documents may have 
more than one document relationship at one time. Documents can also belong to a link group and have 
one or more document relationships.

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-US/userguide/#../Subsystems/client_wa/Content/Metadata/Viewing_Modifying_Link_Groups.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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A tag can be used to categorize documents or folders. For example, you can tag all newly scanned 
documents that need quality control with a dedicated tag.

There are two types of tags: 

• Informational tags.

• Security tags.
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Informational Tags

Informational tags are used to provide additional data about the entry they are applied to. A tag can be 
used to notify users about how a particular document should be handled or to classify it. 

For example, documents that need to be indexed can be tagged with a Needs Indexing tag. This makes all 
of those documents easy to find. Once the documents have been indexed, the tag can be removed.

A document with a Continuous Improvement tag assigned.

For more information about informational tags, see the Laserfiche help files.

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/userguide/default.htm#../Subsystems/client_wa/Content/Metadata/Viewing_Modifying_Tags.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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Video: Tags

https://support.laserfiche.com/gallery/#/list?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide%20&videoid=324
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Security Tags

Security tags restrict access to an entry. If a document has been assigned a security tag, users will only be 
able to see the document in the repository if they have also been granted that tag.

Security tags are useful for entries that should only be visible to certain users and groups, and for entries 
that can be moved around the repository but should always remain restricted.

Assigning a Confidential security tag to a document.
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For example, a confidential document can be tagged with the tag Confidential. This security tag will also 
be granted to the users who can view confidential documents. No matter where in the repository the 
document ends up, it will only be available to those authorized users. 

For information about security tags, see the Laserfiche help files. 

Video: Security Tags in Laserfiche

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/userguide/default.htm#../Subsystems/client_wa/Content/Security/Security_Tags.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://support.laserfiche.com/gallery/#/list?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide%20&videoid=312
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Best Practices for Using Tags

In order for a document with a security tag to be viewed by an authorized user, the authorized user must 
have that tag granted as well. 

You can quickly see whether a document or folder has tags applied by adding the Tags column in the folder 
browser. The Tags column will display Yes if there are tags applied to the entry, or No if the entry has no 
tags. See Assigning Columns for instructions on displaying columns in the folder browser.

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/userguide/Subsystems/client_wa/Content/FolderBrowser/Assigning_Columns.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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Laserfiche allows a document’s previous versions to be saved in the document’s version history. Laserfiche 
users can then retain and review older versions of a document, compare the differences between two 
versions, or revert to an older version. 

When version control is enabled on a document, modifications to the document will be saved as new 
versions, with older versions of the document also retained in the document history. For example, if you open 
a Microsoft Word document that is version controlled, change some of the text and then save the changes, 
a new version would be created with the new text information. The same is true of other changes, such as 
modifications to annotations, templates, fields, or digital signatures.

A document with the Versions pane open.
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Implementing versioning helps reduce repository clutter and ensures that the most updated version of a 
document is easy to access. It also provides users with a quick view of the document’s history.

For more information about versions, see the Laserfiche help files and this article on the Solution Exchange.

Video: Versions in Laserfiche

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/userguide/default.htm#../Subsystems/client_wa/Content/Metadata/Versions.htm%3FTocPath%3DLaserfiche%2520Windows%2520and%2520Web%2520Client%7CMetadata%7CVersions%7C_____0?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/solutionexchange/use-laserfiche-document-versioning-for-collaboration/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://support.laserfiche.com/gallery/#/list?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide%20&videoid=331
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Best Practices for Using Versions

Every time you save a document as a new version, add a version comment. This will help anyone who 
looks at the document versions after you see exactly what changes have been made without having to 
open the document.

You can check out a document if you want to prevent other users from creating new versions at the same 
time. All saved changes to the document will be collected and saved as a single version at the time the 
document is checked back in.

More information about making modifications to checked out documents can be found in the  
Laserfiche help files. 

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-US/userguide/#../Subsystems/client_wa/Content/Metadata/Creating_a_New_Version.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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A digital signature is a way to indicate that a document is authentic, has been signed by a particular person, 
and has not been modified since the signature was applied. Laserfiche digital signatures allow users to sign 
and validate documents directly in Laserfiche.

Digitally signing a document.
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Digital and electronic signatures are often used synonymously, but most types of electronic signatures do 
not have the security features of true digital signatures. Some common uses for digital signatures include 
electronic tax forms, applications for business permits and online college applications.

Learn the differences between digital and electronic signatures in this article. 

If you decide that you would like to take advantage of the digital signatures in Laserfiche, notify your IT 
department so that they can set this up for you.

For more about using digital signatures in Laserfiche, see the Laserfiche help files. 

https://www.laserfiche.com/ecmblog/whats-the-difference-between-wet-digital-and-electronic-signatures/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/userguide/default.htm#../Subsystems/client_wa/Content/Metadata/Digital_Signatures.htm%3FTocPath%3DLaserfiche%2520Windows%2520and%2520Web%2520Client%7CMetadata%7CDigital%2520Signatures%7C_____0?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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Metadata is most useful if it is applied consistently. Some strategies that can help with that include:

• Having a metadata plan.

• Automating metadata application with Workflow, Quick Fields and/or Forms.

• Making certain fields required, adding constraints, using dynamic fields and list fields.

• Ensuring robust metadata security.

• Implementing versioning per repository or folder.

Having a Metadata Plan

A metadata plan lays out the metadata usage guidelines in your organization. Components of a good 
metadata plan include:

• A list of document types.

• Information that needs to be stored for each document type.

• Metadata types that should be used with each kind of document.

• People who should be able to view, edit, and/or write different kinds of metadata.

• A strategy for applying metadata consistently.

A good metadata plan will result in streamlined templates and fields, which will help reduce confusion and 
lead to better user adoption. A worksheet to help you create your own metadata plan is included at the 
end of this guide.
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Automating Metadata Application

All of the Laserfiche process automation tools can automatically apply relevant metadata to incoming or 
existing documents in the repository. Some of the most common tools include Workflow, Quick Fields and 
Forms. Workflow allows users to automate back-end processes. Forms is a tool for automating the routing 
and review of electronic forms. Quick Fields is used for batch scanning and indexing of documents.

Workflow can act on any document or folder in the repository and use information from the file name, 
related documents, or global tokens (e.g. current date and time) to populate fields. Workflow can also 
look up information in an external database based on a field value and use the returned information to 
populate other fields. Workflow can add tags, links and digital signatures, as well as automatically allow 
versioning on specified documents. Some examples of using Workflow to populate document metadata 
can be found in these Solution Exchange articles:

• How the City of Aspen Uses Laserfiche to Streamline Elections

• How Ada County Sheriff’s Office Automated Departmental Records

• How Compass Forwarding Ensures On-Time Shipments with Laserfiche

https://www.laserfiche.com/solutionexchange/aspen-uses-laserfiche-to-streamline-elections/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/solutionexchange/how-ada-county-sheriffs-office-automated-departmental-records/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/solutionexchange/compass-forwarding-ensures-time-shipments-laserfiche/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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Quick Fields can pull text from a document using optical character recognition and use it to populate fields 
and templates. Quick Fields can also look up information in an external database based on the value of a 
particular field and use that information to populate other fields. The product can also extract information 
from a barcode to populate fields. More information about using Quick Fields to populate metadata can be 
found in these articles on the Solution Exchange:

• Zone OCR and the Art of Quick Fields Maintenance

• Migrate Documents to Laserfiche in a Batch

• How the City of Westminster Processes Business and Liquor Licenses with Laserfiche

Forms can take information submitted through an electronic form and use it to populate associated field 
values when the form is saved in the repository. Forms can also pass information to Workflow for further 
processing. Some examples from the Solution Exchange of populating metadata through Forms include:

• How the City of Ithaca Streamlined the Marriage License Process

• How First Foundation Automated the New Deposit Account Opening Process

https://www.laserfiche.com/solutionexchange/zone-ocr-and-the-art-of-quick-fields-maintenance/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/solutionexchange/migrate-documents-to-laserfiche-in-a-batch/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/solutionexchange/city-westminster-processes-business-liquor-licenses-laserfiche/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/solutionexchange/how-the-city-of-ithaca-streamlined-the-marriage-license-process/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/solutionexchange/how-laserfiche-automated-the-new-deposit-account-opening-process/?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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Ensuring Consistent Metadata

Field constraints can keep your field information consistent. Setting certain fields as required will ensure 
that a document cannot be saved unless that field information is filled out. If you know that a field value 
will always be one of several options, you can make that field a list field. This will prevent data entry errors 
and will make filling out that particular field easier for the user. For example, an invoice can have a paid 
status list field with two options: yes or no. 

Dynamic fields are another great way of making the filling out of fields more intuitive. Dynamic fields 
consist of a series of list fields. The options displayed in the second list field depend on the option 
specified in the first list field. For example, in an event permit template there can be two fields: venue type 
and venue name. If a user selects park as a venue type, then only the names of parks will appear as options 
for venue name. If the user selects concert hall as venue type, then a list of available concert halls will 
appear as options for venue name.

Individual fields can also have field formatting constraints applied to them. For example, a phone number 
field can be formatted so that the phone numbers are always in the (555) 555-5555 format and a student 
ID number field can be formatted to always be seven digits long.
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Video: Configuring Field Constraints and Formats

Find more information about customizing templates and fields in the Laserfiche help files.  
More information about dynamic fields can be found on this page in the help files. 

https://support.laserfiche.com/gallery/#/list?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide%20&videoid=337
https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-US/userguide/#../Subsystems/QuickFieldsUser/Content/Document-Classes/Customizing-Templates-And-Fields.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-US/userguide/#../Subsystems/client_wa/Content/Metadata/Dynamic_Fields.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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Ensuring Metadata Security

Laserfiche allows an administrator to grant users granular permissions within the system. While most of 
your users will likely need to read or even edit metadata, you may want to limit metadata creation rights 
to just a few people. This prevents the creation of superfluous templates and fields, which can cause user 
confusion down the line. The same holds true for other types of metadata.

It is also possible to apply security per field or template. An administrator can deny certain users the ability 
to fill out or even see specific fields and/or templates. Find more information on field and template access 
rights, see the Laserfiche help files. 

Implementing Versioning per Repository or Folder

Versioning is a great way of keeping the repository organized. Not only does it help reduce confusion as 
to what version of the document is most recent, but it also prevents the repository from looking cluttered. 
In order to make sure that all updated documents are saved as new versions instead of as separate 
documents, you can put an entire folder under version control. It is also possible to do this repository 
wide. Note that once versioning has been set on a specific document it cannot be undone. To find more 
information about versioning, see the Laserfiche help files.  

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-US/administration/#../Subsystems/LFAdmin/Content/Types_of_Security.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-US/userguide/#../Subsystems/client_wa/Content/Metadata/Enabling_Version_Control.htm?utm_source=pdf&utm_medium=print&utm_campaign=document-management&utm_content=getting-started-with-laserfiche-metadata-guide
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The first step in creating a metadata plan is to determine how much and the type of information that 
should be stored as field data. It can be helpful to interview the various members of each department to 
find out how they currently search for information, and what pieces of information they would find useful 
to view alongside the document or folder. 

These pieces of information can then become your fields. If the same piece of information is requested by 
multiple departments, you can create one field and reuse it across many templates. It is best practice to not 
duplicate fields as that can become unwieldly.

Once you have determined the field information, you will need to decide on what type of template strategy 
your organization will use. It is common for organizations to create one template for each major document 
type, one template per department, or a combination of the two. 

It is a good idea to minimize the number of templates as much as possible since presenting a user with a 
long list of templates to choose from can be daunting. If some of those templates are only used by a few 
documents or folders, it is better to combine them into a single template. 
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Some questions to ask while determining your template strategy include:

• What types or categories of document are in my repository?

• What information is important for each document type?

• Will users be able to tell which template should be applied to individual entries?

• Should the template apply to multiple types or categories of document?

• How many templates will I use?

Remember to give your templates intuitive names so that there will be no confusion as to what documents 
should be assigned a particular template.

Once you’ve determined your fields and templates, you need to figure out any other metadata including 
tags and links. It can be helpful to list all of that information in tables. Use the worksheet below to guide you 
through that, and the other parts of creating a metadata plan.
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Metadata Plan Worksheet
A metadata plan lays out the metadata usage guidelines in your organization. This worksheet can help you 
create your own metadata plan.

Document Types

Document Type Document Type 
Description

Do these 
documents need 
version tracking?

Who needs to 
access these 
documents?

Related document 
type
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Fields
Use the table to list the information that users need to access about this document. The information will be the field name, 
and the type of information will be the field type. Field types include: text, number, list, date etc.

Field Name Field Type Field Name Field Type

Document Type:
Is this document type used in workflows? 

Document Type:
Is this document type used in workflows? 
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Field Name Field Type

Document Type:
Is this document type used in workflows? 
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Look through each document type above and determine which fields are repeated. Those fields can be reusable. 

List these fields here:

1.

2. 

3. 

4.

5.

6.

7.

8.

9.

10.
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Field Name Field Type Field Constraints Required Field (Yes/No)

Field Name Field Type Field Constraints Required Field (Yes/No)

Templates
The most common ways to determine templates is by document type, by department or by a combination of the two.  
Give each template an intuitive name in order to make it easier to use later.

Template Name:
Departments or documents that should have this template assigned:

Template Name:
Departments or documents that should have this template assigned:
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Field Name Field Type Field Constraints Required Field (Yes/No)

Template Name:
Departments or documents that should have this template assigned:
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Informational Tags

Document Relationships

Document Type Informational Tag

Document Type Associated Document Type Relationship
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