


Metadata in Documentum WebCMS 
Metadata should provide succinct, descriptive information of an HTML page or PDF document. Having metadata can influence and improve search results, as well as give you greater control over your content.  Metadata describes specific content as it currently exists on a page or in a document. It does not describe an entire web area, site, or TSSMS account.
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[bookmark: _Toc302050401]Creating Metadata
There are two separate tools to create or edit content in Documentum WebCMS:  the Documentum Web Publisher Editor and the Crown Partners’ Web Editor.  Learn more about these tools in the Documentum WebCMS section of the EPA Web Guide. 
Both tools take you to the Documentum Properties window, where you can create or edit metadata.  See Figure 1.
The first time that you save a new page, you are required to create metadata.  The Properties window will open automatically.  After you save your metadata, you can always return to the Properties window to edit it again (See Editing Published Metadata).  
The Properties window has multiple tabs, but only some of these are for creating and editing metadata. You can see all of the metadata specifications in table format in Appendix A.   
[bookmark: _Primary_Metadata_Tab][bookmark: _Toc302050402]Primary Metadata Tab (required)
You are required to fill out all of the items in the Primary tab.  See Figure 1.
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Figure 1 - Primary Metadata tab in the Properties window

[bookmark: _Toc302050403]Primary Metadata: Title
Metadata tag: “DC.title” and <title> (HTML title tag)
Title is particularly important because it shows up in so many places, including search engine results and RSS feeds. 
Documentum WebCMS will also automatically fill in the “DC.title” metadata tag using the left-most portion of the HTML title.  To create or edit the title, you must use the Crown Editor or the Publisher Editor (see Figure 2).  In the Properties window, this field is pre-filled and cannot be edited.  
· Include your most important and/or critical search terms in the title. 
· Make your title understandable without any other context. 
· Ideally, it should be under 30 characters, since it is combined with Area Name and other information. 
· Do not use acronyms unless you spell it out within the description or keyword fields. 
In Documentum WebCMS, the title will be used as:
1) The first part of the web browser window title 
2)  The last element of breadcrumbs
3)  The content title within administrative areas of the CMS (as well as other tools such as web analytics)
4)  The title on EPA search results
5)  In the future, the title in any content sharing/syndications, such as RSS feeds
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Figure 2 - HTML Title field in the Crown Editor

Examples:

	
	Title
	Why?

	Good
	Grant Application Forms
	Provides context and critical search terms (“grant”, “forms”)

	Bad
	Grants
	No context. 



Related Web Standards:
· Standard: Title Tag
· Standard: Page Name
· Standard: Area Name



[bookmark: _Toc302050404]Primary Metadata: Description
Metadata tag: “DC.description”
The description is a short statement about the page content, highlighting key concepts or critical search terms. Often you can find a good description in an existing sentence in the first paragraph of the document.   
· Write a short statement describing the content on your page, highlighting key concepts or issues. 
· "This page is..." is a poor description; "Water pollution is..." is much better.
· Include important search terms not already in your title.
· You can only use up to 192 characters for the description.
· Do not copy the title in the description field.  
· Do not use the same description for every page in a web area or TSSMS.
Examples: 
	
	Title
	Why?

	Good
	As part of efforts to improve preparedness and the ability to respond to terrorist attacks, EPA has been called upon to play a strategic role in homeland security
	Provides context beyond the page title. 

	Bad
	EPA Homeland Security
	Repeats page title.

	Good
	Learn about carbon dioxide, methane, nitrous oxide, fluorinated gases, and how human activities add greenhouse gases to our atmosphere
	
Includes important search terms too long for the title field.

	Bad
	This page is about greenhouse gas emissions.
	Provides very little content, and almost no searchable terms.



[bookmark: _Toc302050405]Primary Metadata: Open Keywords
Metadata tag: “Keywords”
Keywords are additional terms which your users may employ to search for your content.  Note that absolutely crucial terms should be in the title and/or description.  Read more about keywords in the Metadata FAQs.
· Pull keywords from the actual text of your content. 
· Look for terms in your headings, table of contents, anchor links, introductory paragraphs, etc.
· Remember, your most important terms belong in the title and/or description.
· Be selective with keywords. In most cases, ten or less keywords per document are sufficient.
· Keywords are limited to 48 characters per term, and must be separated by commas, not semicolons.
· Do not repeat terms from the title or description. 
· Do not use the same keywords for every page in a folder, web area, or TSSMS.
· Do not use general terms, such as “EPA” and “environment” 
 

Examples:
	
	Title
	Why?

	Good
	LUST, leaking, gas station
	Critical terms from the actual content of the page.

	Bad
	underground, underground storage, underground storage tanks, Underground Storage Tanks, UST, USTS, usts, gas, gas station, environment, environmental
	Redundant to both the title and description, and to the entire EPA.gov site (“environment”).  


[bookmark: _Toc302050406]Primary Metadata: Content Type
Metadata tag: “DC.type”
Indicates what type of information the page contains and is also tied to EPA's content review schedule. Read more about content type in the Metadata FAQs.
· You can only choose one content type from the provided drop-down menu.
· If your page is a factsheet that includes some contact information, your content type is “Overviews & Factsheets.”   If you have written guidance that includes a short introduction or overview of the issue, your content type is “Policies & Guidance.”
· To match page content to correct type, click the “Content Type” link and read the scope notes for each term.   You can also view the content types in the Web Taxonomy, or below: 

Content Types:

	Content Type 
	Scope Note

	Announcements & Schedules 
	News, news releases, calendars, comment schedules, meeting agendas, Requests for Proposals, job announcements, etc.  

	Collections and Lists
	Lists of links, bibliographies, recommended resource lists, hubs, etc.  

	Contact Information
	A list of the addresses, phone/FAX numbers, and affiliations of a specific individual, groups of people, companies, organizations, publications, etc. May include additional information such as professional titles or credentials.  

	Data & Tools
	Models, methods, maps, data files, databases, glossaries, software, tutorials, etc.  

	Overviews & Factsheets
	Factsheets, Frequent Questions pages, Basic Information pages, etc.  

	Policies & Guidance
	Internal and external policies, guidance and guidelines related to agency operations and/or regulatory compliance & enforcement. Includes proposed rules, MOUs, Judicial Decisions, International Agreements, etc.  

	Reports & Assessments
	In-depth information, toxicity assessments, budgets, strategic plans, conference proceedings, etc.  

	Speeches, Testimony & Transcripts
	A written record of dictated or recorded speech. Includes correspondence. 




The content type metadata will be used on the web site in the following ways:
1) Automatic lists of content.
2) Aids editors in selecting content.
3) Potential ROT identification.
4) Automatically sets Review Date for pages. 
5) Future syndication feeds such as RSS.
6) Future filtering of search results

[bookmark: _Toc302050407]Primary Metadata: Channel
Metadata tag: “DC.Subject.epachannel”
 Short list of content distribution and publication channels for the top level of EPA’s Information Architecture. 
· Use the checkboxes to select one or more channels for every page. If you feel all four channels apply, you may want to re-think the content on your page. 
· If your page has both scientific and regulatory content, apply both channels. If you have educational content, scientific content, and information about the Agency, apply those three channels. Content that is specific to one channel should only be tagged for that channel.
· Do not apply "Learn the Issues" to every page unless that content is actually appropriate. Content that is specific to "Laws & Regulations" should not also be tagged "Learn the Issues."



EPA Channels:

	Channels
	Scope Notes

	Laws & Regulations
	Materials and content related to the legal and regulatory responsibilities and programs of the agency. Including, but not limited to, compliance and enforcement activities, guidance, regulatory development, permitting programs, etc.

	Science & Technology
	Materials, tools and content and related to the scientific, technical and research activities of the agency. Including, but not limited to, methods, models, research programs and plans, laboratories, software and databases, science products, etc.

	Learn the Issues
	Educational and consumer information as well as general or basic information related to all topics. Including, but not limited to, health and safety information, environmental emergency information and contacts, household management information (e.g. energy efficiency, recycling and waste reduction, chemical use and storage info, etc.), local information, etc.

	About EPA
	Information about the agency itself. Including, but not limited to, information about its leadership, its organization, its budget, its strategic plans, etc. 



You can also view EPA Channels in the Web Taxonomy.



[bookmark: _Taxonomy_Tab][bookmark: _Toc302050408]Taxonomy Tab
Metadata tag: “DC.Subject.xxxx” (except EPA Channels, “DC.Subject.epachannel”)
Documentum WebCMS uses a tool to automatically assign terms from EPA’s Web Taxonomy to your page.  You should review, add, or delete terms as needed.  See Figure 3.
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Figure 3 - The Taxonomy tab in the Properties window

[bookmark: _Toc302050409]What is the web taxonomy?
The EPA Web Taxonomy allows audiences easy access to relevant information from EPA programs, by using a common vocabulary to describe EPA web content.  The specification includes the core metadata elements that are required to find, use and manage items on EPA's website. The controlled vocabularies and the metadata specification are collectively known as the Web Taxonomy.
The web taxonomy is organized into multiple facets, arranged hierarchically.  The Topics facet is divided into eight sub-facets. 

[bookmark: _Toc302050410]How do I use the taxonomy tab?
Documentum WebCMS uses a tool to automatically assign taxonomy terms to your pages.  However, it is worth checking to see if the assigned terms are accurate, or to add and remove terms as needed.
 If you want to modify the taxonomy terms that have been chosen, click the edit button next to that field.  That facet will expand and you can check or uncheck relevant terms, as needed (see Figure 3).  Clicking on a facet name takes you to the Web Taxonomy, where you can read scope notes for the terms.  

[bookmark: _Toc302050411]Selecting Taxonomy Terms
The taxonomy is organized into a hierarchy.  Choose terms that are as broad or narrow as the content dictates.  See Figure 4.
· Only choose terms that reflect the content of the page.
· Choose terms that describe a significant portion of the content. Do not choose terms that are only somewhat related to the page content.
· To remove a term, uncheck the box.

[image: ]
Figure 4 - Adding terms to a Topic facet


[bookmark: _Doc_Info_Tab][bookmark: _Toc302050412]Doc Info Tab
You cannot change any of the values in this tab; they are generated by the system and are simply provided for your reference.   This includes one of the required metadata elements, the publisher (“DC.creator”).   The publisher information is created from the metadata in the Area Nav file applied to your page. 
See Figure 5.
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Figure 5 - The Doc Info tab in the Properties window


[bookmark: _Publishing_Tab][bookmark: _Toc302050413]Publishing Tab
This tab contains values relevant to the act of publishing your page, such as the date when the page will expire (when the page will no longer be viewable by site visitors).  You do not necessarily need to change any of the values on this tab.  Some of the fields are never used and are not included in the explanation below.  See Figure 6.
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Figure 6 - The Publishing Tab in the Properties Window

[bookmark: _Toc302050414]Publishing Tab Fields
EFFECTIVE
Metadata tag: “DC.date.published”
Date the page is published on the EPA website. You can specify a date when you want the page to go live.  If you leave this field with the default value, it will automatically publish once it is approved.
EXPIRATION
Metadata tag: “DC.date.archiveDate”
Date the page will expire from the EPA website. You can choose a date when the page will be pulled, or you can choose “never expire.”  For example, if you are publishing a conference announcement, you can use this field to set the page to expire the day after the conference is over.  The default value is “never expire.”  
RETENTION POLICY
 This field is only for pages that are public records. If a page is a public record, then it is subject to one of several retention policies.  See the schedules for retention policies.  
LOCALE
This is a systems field that is automatically populated.  It is related to the template that the page was built in.
WEB READY
This is a systems field that is automatically populated.
REVIEW CONTENT
Metadata tag: “DC.date.reviewed”
Date when the page should be manually reviewed.  The date in this field is auto-generated based on the last save of the content plus a standard time-period for the content type.  Documentum WebCMS will send the web-owner an email prior to the review date,  and then a second email on the exact review date.
IS THIS A HOMEPAGE?
 This is a potential field for influencing searching results.  Checking this box would improve search results for the page since it indicates it is a homepage.  This field is not yet used.


[bookmark: _Updating_or_Editing][bookmark: _Editing_Published_Metadata][bookmark: _Toc302050415]Editing Published Metadata
You can edit or update most of the metadata in a published file at any time.  However, after saving your edits, you must start workflow on the file for the metadata to be re-published.
HTML titles are not editable after the file has been created.
[bookmark: _Toc302050416]In Documentum Web Publisher 
Navigate to your page, then click on blue metadata icon  next to the page you are updating (see Figure 7).  Or, right-click on the file name and select the “Properties” option.   
[image: ]
Figure 7 – The Properties icon in Documentum Web Publisher

[bookmark: _Toc302050417]In Crown Web Editor
To edit any page in the Crown Editor, you must go to the page on the WIP site.  There will be 2 icons on the top right of the page – a pencil and a toolbox.   Use the toolbox icon to select the “view page properties” option (see Figure 8).  Or, use the pencil icon and select the blue properties icon in the top tool bar.
[image: ]
Figure 8 - "View Page Properties" under Toolbox in the Crown Editor


[bookmark: _Appendix_A:_All][bookmark: _Toc302050418]Appendix A: All Metadata Specifications, by Tab
The data in this table is taken from the document, “Final Metadata Specification – January 2009”
	WCMS Tab
	Name 
	Metadata Tag
	Definition
	Number of  values
	Editable

	Doc Info
	Publisher
	DC.creator
	Content publisher 
	1
	No

	Doc Info
	Language
	DC.language
	Language of the content, based on the template choosen.
	1
	No

	Doc Info
	Date Created
	DC.date.created
	The date this page was created in Documentum (the first time it was saved).
	1
	No

	Doc Info 
	Date Modified
	DC.date.modified
	The last time the page was modified, whether it is a substantive change or not.
	1
	No

	Primary Metadata
	Description
	DC.description
	Brief summary of the content and its purpose.
	1
	Yes

	Primary Metadata
	Open Keywords
	"keywords"
	Additional term(s), not in a the web taxonomy, which an author or editor believes is important for retrieval.
	10 or less
	Yes

	Primary Metadata
	Title
	DC.title and HTML <title>
	Content title.
	1
	Yes

	Primary Metadata
	Content Type
	DC.type
	Typology that indicates what type of information this is
	1
	Yes

	Primary Metadata
	Channel
	DC.Subject.epachannel
	Controlled list of content distribution and publication channels for the top level of the information architecture.
	4 or less
	Yes

	Publishing
	Review Content Date
	DC.date.reviewed
	Date when the content should be manually reviewed.
	1
	Can be overridden

	Publishing
	Expiration Date
	DC.date.archiveDate
	Date content should be removed from active display on website.
	1
	Can be overridden

	Publishing
	Effective Date
	DC.date.published
	Date on which the file will become “live” on the EPA Web site.
	1
	Can be overridden


	Taxonomy
	Topic: Cooperation and Assistance
	DC.Subject.epacat 
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10189
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Topic: Emergencies and Cleanup
	DC.Subject.epaect 
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10190
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Topic: Environmental Media  
	DC.Subject.epaemt 
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10191
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Topic: Health
	DC.Subject.epahealth 
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10192
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Topic: Pollution Prevention
	DC.Subject.epappt
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10194
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Topic: Regulatory and Industrial
	DC.Subject.eparit
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10193
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Topic: Research, Analysis and Technology
	DC.Subject.eparat
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=1000380
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Topic: EPA Operations
	DC. Subject.epaopt
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=1000300
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Other Facet: Audience
	DC.audience
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10196 
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Other Facet: Geographic Locations
	 DC.coverage
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10195 
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Other Facet: Substances
	DC.Subject.epasubstance
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10188 
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Other Facet: Environmental Laws, Regulations and Treaties
	DC.Subject.eparegulation
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10184 
	Zero to multiple terms, as needed
	Yes

	Taxonomy
	Other Facet: Industries
	DC.Subject.epaindustrty
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10186 
	Zero to multiple terms, as needed
	Yes

	Taxonomy 
	Other Facet: Agency Function 
	DC.subject.epabrm
	http://iaspub.epa.gov/sor_internet/registry/termreg/searchandretrieve/taxonomies/search.do?taxonomyUid=10185 
	1 or more, as appropriate
	Yes
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