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PRIMARY TAB (required)
You are required to fill out all of the items in the Primary tab.  You gave the HTML title before arriving at the primary tab, but it is shown in the primary tab for your reference.  
	Field 
	Dublin Core Field / HTML metadata value
	Definition
	How used on Web site
	Number of selected values
	Standards / Instructions for Use

	Title
(Note that the title is entered before you get to the primary tab, but the rules here apply to giving your content the title)
	Leftmost portion of:

· DC.title
· HTML title tag

For example, for the existing page “Role of Science at EPA”, the Title entered through Documentum (“Role of Science at EPA”) would become part of the DC.title and the HTML title tags (which would be “Role of Science at EPA | Science & Technology | US EPA”).  


	Content title.
	1. The first part of the Web Browser window title

2. Last element of breadcrumb

3. Content title within administrative area of CMS (as well as probable use in other admin tools such as Web analytics)

4. Content title in listings of content on site.

5. In the future, this would also be used as the title in RSS feeds and other future syndication / content sharing
6. Title appears in EPA Search Results.
	1
	Title is particularly important, since it is used so extensively:

1. The title should be short (ideally under 30 characters) since it often concatenated with other information (for example, the title “Role of Science at EPA” is put into the larger Window title “Role of Science at EPA | Science & Technology | US EPA”).

2. The title should be understandable without any other context (since it could appear in lists that you have no control over).

3. Consider search when writing your title.  What search terms do you want people to find your content with?  Include critical search terms in the title (this is far more important than keywords).
4. Consider if you need to repeat “EPA” in your title (since it will be in the window title, breadcrumb, and elsewhere on the page).


	Description

	DC.description
	Brief summary of the content and its purpose.
	Within the HTML as a meta tag, to aid search engines.
	1
	A one sentence description of the content.  The description should be succinct, yet add substantive information beyond what’s available in the title. 

	Open Keywords


	Regular HTML keywords metatag


	Additional term, not in a taxonomy, which an author or editor believes is important for retrieval.
	Within the HTML as a meta tag, to aid search engines.
	1 - 30
	Enter terms, separated by semicolons, that you would like searchers to find you content with.  Note that absolutely crucial terms should be in the title, description and/or within the actual text of your content.  

	Agency Function

	DC.subject.epabrm
	Function or service that is covered by or related to the content. 
	Within the HTML, as a meta tag
	1
	Auto-suggested subject to review.  
See the Terminology Services Taxonomies page

	Content Type

	DC.type
	Typology that indicates what type of information this is.  For example, Factsheets or Frequently Asked Questions.
	1. Automatic lists of content.

2. Aid editors in selecting content.
3. Future syndication feeds such as RSS.

4.  Potential ROT identification.
5. Date automatically set for Review Date of pages.
	1
	See the Terminology Services Taxonomies page for definitions of all Information Types.



	Channel

	DC.Subject.epachannel
	Controlled list of content distribution and publication channels for the top level of the information architecture.
	1. Automatic lists of content.

2. Aid editors in selecting content.

3. Future syndication feeds such as RSS.
	Usually just 1, but could be multiple if the content is truly appropriate to more than one channel
	


TAXONOMY TAB (required)

This is another area where you control the values, although the system may be able to guess some of the values to give you a head start.  You entered open keywords in the Primary Tab, but the Taxonomy Tab allows you to select from official EPA lists of possible values.  These taxonomy values are therefore especially valuable for aggregating content (so all pages tagged to Mercury can be aggregated, whereas the open keywords will not be as controlled, with some people entering “Hg” and others “mercury”.)
	Field 
	Dublin Core Field / HTML metadata value
	Definition
	How used on Web site
	Number of selected values
	Standards / Instructions for Use

	Topics (8 different topic lists)


	DC.Subject.epacat, DC.Subject.ipeect, DC.Subject.epaemt, DC.Subject.epahealth, DC.Subject.eparit,
DC.Subject.eparat,

DC.Subject.epaopt,
DC.Subject.epappt,

	See the Terminology Services Taxonomies page for definitions of the values possible in the six Topic 
	1. Automatic lists of content.

2. Aid editors in selecting content.

3. Future syndication feeds such as RSS.
4.  Improve search results.
	Zero to multiple for each of the 8 different facets. 


	1. Remember when selecting Topics that this value will be used for search results and future feeds in addition to driving the Web site.

2. Values should reflect what the page content is about, not where you’d like the page to appear.

3. Select terms that are as broad or narrow in scope as appropriate for the content.
at least one value should be selected for at least one topics facet.

	Facets (5 different facets)
	DC.Subject.eparegulation, DC.Subject.epasubstance, DC.Subject.epaindustrty, DC.audience,

DC.coverage,


	See the Terminology Services Taxonomies page for definitions of the values possible in the facets
	1. Automatic lists of content.

2. Aid editors in selecting content.

3. Future syndication feeds such as RSS.
4.  Improve search results.
	Zero to multiple
	1. Remember when selecting values that this value will be used for search results and future feeds in addition to driving the Web site.

2. Values should reflect what the page content is about, not where you’d like the page to appear.

3. Select terms that are as broad or narrow in scope as appropriate for the content.


DOC INFO TAB (optional)

You cannot change any of the values in the Doc Info tab, but these values are provided in this tab for your reference.  Note that, although you cannot control these values, they are still used by the Web site and exposed in the page’s HTML.  
	Field 
	Dublin Core Field / HTML metadata value
	Definition
	How used on Web site
	Number of selected values
	Standards / Instructions for Use

	Publisher

	DC.creator
	Content publisher (at the group level)
	Within the HTML, as a meta tag
	1
	This is automatically created for you (it fills in the group of the first person that enters the content) 

	Language

	DC.language
	Language of the content, based on the template chosen
	Within the HTML, as a meta tag
	1
	The system will automatically fill this in based on the template. 

	Date Created


	DC.date.created


	The date this page was created in Documentum (the first time it was saved).
	Administrative Information
	1
	System generated (from CMS, and not file system)

	Date Modified


	DC.date.modified
	The last time the page was modified, whether it is a substantive change or not.
	Administrative Information
	1
	System generated (the last time the page was saved, even if the Save button was used when there were no changes.)


PUBLISHING TAB (optional)

This tab contains values relevant to the act of publishing.  For instance, this tab contains 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 these values, but you can change some of the values if needed.
	Field 
	Dublin Core Field / HTML metadata value
	Definition
	How used on Web site
	Number of selected values
	Standards / Instructions for Use

	Effective Date
	DC.date.published
	Date on which the file will become “live” on the EPA Web site.
	1. Sorting in automatically-generated lists displayed on the Web site.

2. Sorting of other automated feeds (for example RSS feeds in the future).

3. Searching/browsing by date.
	1
	Default for this date is the same

as Date Created, but can be modified as the file is being created to

reflect a future date

	Review Content

	DC.date.reviewed
	Date when the content should be manually reviewed.
	The system will send the content owner an email two weeks prior to this date, reminding them of the review deadline.  The content owner will get a second email when the exact date arrives.  
	1
	1. This field will be auto-generated based on the last save of the content plus a standard timeperiod for the content type.

2. You can change this date, but only to be reviewed sooner.

	Expiration Date
	DC.date.archivedate
	Date content should be removed from active display on website.
	This is the date when this page will be removed from public display.  It is still available within the backend of the CMS.  It is also listed in an HTML  meta-tag.
	1
	If you know the content will become irrelevant or outdated at a point in the future, then set this date when you publish the content.


Tagging should be to what the content is and not where you want the content to appear.  For example, if you think news is very important so should appear on all Topics pages, don’t just set the content to include all of the Topics values.  Why?  As the site grows, content will be distributed based on these values, and also search will use these values.  So setting values to inappropriate tags will result in incorrect search results and RSS feeds.
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