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ENTERING/EDITING METADATA 
 
Please contact customer service at cs@ad-id.org, (704) 501-4410 or (704) 594-6285 for 
assistance. 
 
In order to access the metadata section codes will need to be created first.   For information on 
creating codes, please see the Creating Single Ad-ID Codes document. 
 
Metadata is the section of Ad-ID where you can input more detailed information for each Ad-ID 
code.  To access the metadata section and input or edit information, follow these steps. 
 

1. Click on the “Edit/View Codes” button on the home page next to the appropriate prefix.  
 

2. Click on the “View/Edit Metadata” button next to the code for which you want to view or 
edit metadata.  If the link has two red asterisks that means metadata has not been filled 
in for that code. 
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3. If metadata has already been entered for this code, the next screen will be the metadata 

summary page.  If metadata has not yet been entered for this code, it will ask if you 
would like to copy metadata from another code.  If you would like to copy metadata from 
a code that already has metadata entered, click “OK” when asked and you will then be 
able to choose which code you would like to copy the metadata from.  If you do not want 
to copy metadata from another code, click on “Cancel” and it will bring you to the 
metadata section where you can then input the desired information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
4. To input information, click on the appropriate tab (Ex. “Brand and Product”) and then click 

on “Edit.”  This will allow you to enter the desired information in the available fields. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
5. Once you have completed your entries, click on “Save” to save the information. 

 
Follow the instructions above for each tab for which you need to enter metadata.  
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6. Once you have completed the desired fields in the metadata section, the information can 
be printed or exported.  If the export is chosen, a CSV file will be exported that can be 
saved as an excel file.  Please note that if you are using Firefox you will need to save the 
file to your desktop before opening. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When finished, you can return to your list of Ad-ID codes by clicking “Back to Ad-ID Codes.”  
From here you can access metadata for other codes. 
 
Please see information below regarding use of the Address Book in the Metadata section. 
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ENTERING CONTACTS IN ADDRESS BOOK 
 
Please contact customer service at cs@ad-id.org, (704) 501-4410 or (704) 594-6285 for 
assistance. 
 
In order to access the metadata section codes will need to be created first.   For information on 
creating codes, please see the Creating Single Ad-ID Codes document. 
 
The metadata section includes an Address Book where you can enter contact information.   
 

1. To access the metadata section, follow the steps provided above in Entering/Editing 
Metadata. 
 

2. Click on Address Book. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Enter contact name and information and click “Save Contact.” 
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ATTACHING CONTACTS FROM ADDRESS BOOK TO METADATA 
 
Users can attach contacts from their Address Book under specific metadata tabs. 
 

1. Enter the metadata section as described above. 
 
2. Under specific tabs such as the Agency tab, your address book contacts will be listed. 

 
3. Select the appropriate contact and click “Attach contacts”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please see the Help section of the Ad-ID website for further assistance or contact Ad-ID customer 
service with questions.   
 
 
 
 


