Creating Metadata Documents Using the On-Line Meta-Door 2.0 Application

Meta-Door 2.0 (http://www.carocoops.org/meta-door2) is a comprehensive, on-line application that permits the development of FGDC-compliant XML metadata documents using open source oriented development and tools.  Originally developed as the prototype Cast-Net application and expanded during Meta-Door 1.0, Meta-Door 2.0 is supported by the University of South Carolina’s Belle W. Baruch Institute through NOAA’s Carolina’s Coastal Ocean Observing and Prediction System (Caro-COOPS) Program (http://www.caro-coops.org).
This document describes the basic processes that Meta-Door 2.0 supports:

1. Establishing a user profile
2. Creating a new XML metadata document
3. Uploading an existing XML metadata document
4. Publishing a metadata document to the FGDC Clearinghouse
5. Modifying an existing XML metadata document
6. Other key aspects and functions
Beyond these basic functions, Meta-Door 2.0 provides users with comprehensive on-line documentation regarding details and examples of metadata file creation.  Before you can begin using Meta-Door 2.0 it is necessary to create a personalized User Profile.  This process is very quick and simple and only has to be completed once.  Your User Profile will help to separate and secure your files from those created by other users. Only you can add, edit, or delete files under your profile.
1. Establishing a User Profile:

1. Access Meta-Door 2.0 via this URL: http://www.carocoops.org/meta-door2.
2. Select the hyperlink for a new registration, below the login fields (Figure 1).
3. Complete the registration form (Figure 2) and select the “Submit Registration” button.

4. Once you are registered you can access Meta-Door 2.0 through the login window.

5. Simply enter your Username and Password when prompted.
6. If you already have a User Name but have forgotten your password, simply select the “Forgot Password?” option and follow the instructions.

Figure 1: Meta-Door 2.0 - Login Screen
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Figure 2: Meta-Door 2.0 - New Account Registration Page
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Navigating the Meta-Door 2.0 Interface:
Once you have registered, and have accessed the application (i.e., logged in) you can begin using Meta-Door 2.0 immediately.  Before you begin creating and managing your documents it might be helpful to familiarize yourself with the main aspects of the application.  Once you log in you will see the following window (see Figure 3) appear on your screen:
Figure 3: Meta-Door 2.0 - Application Portal
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Figure 3 (above) shows the portal to the actual Meta-Door 2.0 application, and if you select the hyperlink within the “Meta-Door” logo you will see the following (see Figure 4) window appears:
Figure 4: Meta-Door 2.0 - Main Application Page
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From this page you can access either the FGDC-compliant “Metadata” functions, or the “Platforms and Sensors” section of Meta-Door.  If you select the “Metadata” options you will have access to the main interface page shown in Figure 5 (below).  Now you are ready to begin viewing, creating, uploading, or editing metadata documents using Meta-Door 2.0.  There are two basic methods for adding a metadata document to the Meta-Door 2.0 database; creating a new document, or uploading an existing document.  Both of these methods are described below.  Note that you can return to the main application page, view your account, or switch to the “Platforms and Sensors” section by selecting the appropriate links from the page header.
Figure 5: Meta-Door 2.0 - Main Interface Page
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Beyond serving as the main metadata file creation page, the user has access to two other useful options from the main interface.  These functions include search tools for the external FGDC Clearinghouse, and the internal Meta-Door 2.0 database (see Figure 6).  Both of these search tools remain available throughout the Meta-Door 2.0 application.
Figure 6: FGDC Clearinghouse (below left) and Internal Meta-Door 2.0 Database(below right) Search Tools
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2. Creating a New Metadata Document
To create a new metadata document (see Figure 7) follow these simple steps:

· Enter a name for the new metadata document (name can be 1 to 60 characters long).

· Click the “New Metadata” button, and then verify that your new document has been created by selecting the hyperlink of that file from the list that appears.

Figure 7: Metadata Document Creation Options and Existing Metadata File List
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Note that all of the metadata documents in the Meta-Door 2.0 system are in XML format.  This permits easy transfer to other systems and file formats.  Once a document has been created, you can view or edit it as necessary.  There is no need to complete a metadata document (in full) immediately – it can be an iterative process.  However, it is recommended that you complete the metadata document before publishing the actual data files, and while the process, methods, and information are still current.  If you neglect to enter a file name, or attempt to upload a non-XML document, the application will return an error prompt (see Figure 8).
Figure 8: Meta-Door 2.0 - File Creation Error Prompt
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After you have successfully created a new metadata document you can begin populating the fields in the actual file.  As field information is entered it will be automatically saved.  The metadata document is set up as a series of tab-accessed forms that comprise the basic sections of an FGDC-compliant metadata file, including; Identification, Data Quality, Contacts, and Spatial Data (see Figure 9).

Figure 9: Primary Sections of a Meta-Door Document
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The metadata document has a series of fields within each (tabbed) section.  For example, under the Identification section (tab) there are three main subsections (see Figure 9); Dataset Description/References, Dataset Attributes, and Keywords.  Each subsection includes a variety of fields that hold important information about the data set being described (see Figure 10).  

You’ll notice that each Field heading is color-coded, corresponding with a requirement level that is listed above the document fields (e.g., Coded Red = Mandatory).  Even though some of the fields are not mandatory it is important to fill in as many of the fields as possible in order to provide data users (including yourself) with as much information as possible.  Also, each Field heading includes a hyperlink that transfers you to a description and example of each field.

Figure 10: Example of Populated Document Fields with Help Window for Field Descriptions
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In order to populate a field, or edit the existing text simply switch from “View Mode” (default) to “Edit Mode” using the button provided (top left part of the page).  You can now begin typing in the appropriate information, or cut/paste from another document.  Note that if you have successfully filled out your contact information when creating your user profile then this information will be automatically transferred into the appropriate fields under the “Contacts” section of the document.

Now, continue working through each section of the document until you have (at minimum) completed each of the mandatory fields.  This can be an iterative process, so you can work on a document over several log-in sessions.
3. Uploading an Existing Metadata Document
The other basic way to generate a metadata document in the Meta-Door 2.0 database is by uploading an existing XML file.  This process will help maintain all of your existing metadata information while providing you with the additional benefits of Meta-Door 2.0 system.  Note:  Meta-Door 2.0 will only upload xml fields which correspond to the needs of the Meta-Door 2.0 application – extra or additional xml fields present in the uploaded document may be ignored and will not be stored as part of the Meta-Door records.  To upload an existing XML document (see Figure 11), simply follow these simple steps:

· Enter a name for the metadata document (name can be 6-20 characters).  This can be the same name of the existing file (do not type in the file extension).

· Click the “Upload Metadata” button, and then verify that your document has been uploaded by selecting the hyperlink of that file from the list that appears.
· Multiple FGDC files can be uploaded at once. The files must be compressed in a zip file format. Folders and incompatible will be ignored. Choose overwrite if you want to overwrite existing files. Note: We suggest to uploaded few files at a time. Based on bandwidth availability Large number of files may take long time to be processed. 
Figure 11: Meta-Door Upload page
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Once you have properly created a new (or uploaded an existing) metadata document the files can be viewed by clicking Metadata Home button.  At this point you will also have access to another search tool, via keywords (see Figure 11).  The example below shows the newly uploaded file (i.e., acewq01-12_00m.txt) listed along with a new metadata document (i.e., samtest1) that was created earlier.

Figure 12: Example List of New and Uploaded Metadata Documents
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Again, once you have successfully created a new document (or uploaded an existing one) you have several options.  There are two basic modes for accessing a metadata document: View or Edit.  The “View Mode” permits the user to observe and read all of the information that has been input to the file.  This mode can be used for a quick read of the document or for the final document review (before publication) by the user.  “Edit Mode” allows the (registered) user to make actual changes and updates to the metadata document.  A user may toggle between the two modes by using the button provided in the metadata file screen (see Figure 10 above).
4. Reviewing and Validating Metadata Records

Users can parse the metadata using a tool developed by the USGS that generates a list of any errors or voids within the document (see Figure 13).  These errors can then be quickly found and corrected before a final publication request is made. To review and validated metadata record, click on the record to go to the record information page, then click on the “Review & Validate” button (see figure 13)
Figure 13: Meta-Door Document Review Page showing Multiple File Export Formats
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Figure 14: Error Report Summary
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5. Publishing a Metadata Document to the FGDC Clearinghouse
Once you have populated a metadata document with sufficient (i.e., the required) information, and reviewed and validated the record using the FGDC tool, you can begin the final steps to prepare for publication of the metadata.  It is important to always remember that it is ONLY the metadata being published, NOT the actual data set itself.  The actual data set should be published separately using the guidelines or rules established by the organization responsible for the collection and maintenance of the samples.

The end goal is publishing the metadata document to both the FGDC Clearinghouse and the Meta-Door 2.0 database.  This necessitates that you complete the required fields in the document, review the file information (see Figure 14), and then request publication. To publish your metadata files, simply follow these steps:
· Go to the publishing page by clicking on “Publish” button.

· To publish a single record, simply click on “Publish” button next to the record.
· To publish multiple records at once, select the desired records, then the click on “Publish Selected” button.

· Records can be re-published, and can be removed from the publishing directory as well.

Note: Records must be reviewed and validated before being published.

Figure 15: Meta-Door Publishing page
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Once you are ready to publish your document, you will need to make a request to your group administrator (unless you already have publication authority).  This can be done by simply selecting the button under the “Publishing” field for the listed file (see Figure 17).  The request is then sent to your group administrator (or if you are an independent user to the system administrator).  Once the administrator has reviewed the file the publication of the file will be approved or denied.  If publication is approved it will be sent to the FGDC Clearinghouse (and stored in the Meta-Door database), and you will be issued a digital notification that will be sent to the email address you provided in your profile.  If publication is denied then the administrator will send you a written explanation of why the file was denied for publication, with instructions on how to edit the file appropriately.
Figure 16: Meta-Door File Listing Showing Publication Request
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Those requesting publication should recall the following:

· Users who are a member of a group can have direct publishing permission/authority.
· Users who are a member of a group and don’t have publishing permission can submit a publishing request to their group administrator or other group members with permission.
· Other users who are not members of any group can submit a publishing request to the system administrator for publishing.
· Users can submit and cancel request as well as viewing record status.
· Users will receive email notification about the status of the request.

· Administrators receive publishing requests via email, and the records will appear in their administrative page.  Administrators should validate records before publishing.
· Administrators must provide, in writing (via email), justification for publication denial.

6. Exporting Metadata Records
Users can save the completed Metadata files to their own computer (see Figure 17).  This step is HIGHLY RECOMMENDED as it will give you access to your documents even if your Internet connection is not operating.  The metadata document will also be stored within the Meta-Door database, and (after publication) within the FGDC Clearinghouse.
To export metadata records, simply go to the export page (see Figure 17), select the desired records, and then press the export button. The selected files will be downloaded in a zip file format.

Figure 17: Metadata Export Page
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7. Modifying an Existing Metadata Document
In order to modify, edit, or update an existing metadata document, simply select the desired hyperlink from the listed files and begin editing the file as necessary (see Figures 7 and 10, above).  Remember that you will need to switch to ‘Edit Mode” if you wish to make changes or additions to the information in a field.
6. Other Key Aspects and Functions

Types of Users
There are four basic user levels within Meta-Door 2.0, each serving a specific function.  The four types of users are:

· System Administrator – controls group registrations and permissions.
· Group Administrator – controls group user permissions.
· Group User – single user assigned to a designated group.
· Individual User – single user with no group affiliation.
To request a specific user designation, you must contact the System Administrator (see below).  All users self-register and by default all new users are created at the “Individual Level”.

User Permissions
Along with the different user types there are a variety of application permissions (and subsequent responsibilities) that can be assigned to a specific user (see below).  These permissions are designed to minimize the management load for the administrators, while maintaining consistency and security within the database.
General Permissions

· Sensor Management

· Data Dictionary Management

Metadata Permissions

· Document Publishing

· Group Publishing

· Permission Management

· User/Profile Management
Groups
Meta-Door 2.0 is designed to support group management, so we strongly encourage group development.  By creating groups the information in the database will stay logically organized and maintenance of the documents and profiles will be minimized.  Furthermore, it will provide another mechanism for sorting the database, especially as it expands.  Users can only be a member of one group at a time.  If you feel strongly that you need to be part of two different groups contact you will need to create a separate user profile for each group.
Group Administrators

Group administrators have an expanded role beyond that of basic users (see Figure 16).  Group administrators have the ability to:
· Grant/deny publishing requests within the group.
· Review and modify document prior to publication.
· Create new Platform and Sensor profiles.
· Add, remove, or edit profiles within their group.

There can only be one initial administrator per group, however they can delegate many of their permissions to others within the group (e.g., document publication authority).  Similarly, a user can only serve as the administrator for one group.  If you feel strongly that you need to be the administrator for more than one group you should contact the System administrator directly.  Be aware that serving as the group administrator is a key responsibility, and in the case of some groups it could prove to be a significant work burden – so be prepared to handle that role and the related responsibility.  To be designated as a group administrator you will need to contact the System Administrator, and it is requisite to have a clearly identified set of “group parameters” before adding or inviting any new users into the group.
Figure 16: Screen Showing Group Administrative Functions
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One of the most important responsibilities for a Group Administrator is handling publication requests.  Essentially anyone in the group can prepare a metadata document, but only the group administrator (or those they designate/authorize) can actually publish the files.  This process also allows for a final review by the Group Administrator before the metadata document is published to the FGDC Clearinghouse and the internal Meta-Door database.  The Group Administrator can also authorize other members of the group to approve document publication.
Resetting Your Password

At times it may become necessary to either change or recall your password.  Simply select the “Forgot Password” option from the Main Login Screen and type in your User Name (see Figure 17).  Your password will be emailed to the address you provided in your original profile form.  If you have forgotten both your User Name and Password, then contact the System (or your Group Administrator) for this information, so that you are not creating multiple user accounts.

Figure 17: Meta-Door 2.0 - Reset Password Interface
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Editing an Existing User Profile Account
Once you have established a user account, you can access/edit the profile information by simply selecting the “Account” hyperlink found at the top, right-hand corner of the application page (visible after login).  It is absolutely necessary to keep this information current so that the system (and your group) administrator can contact you directly, or quickly resolve any problems.

Frequently Asked Questions (FAQs)
Once you have initiated a metadata file you can view the document and its contents at any time.  In the event that you need some clarification in filling out certain fields, you can either use the embedded “examples” found in the field headings, or refer to the FAQ section that is found on the “Review” page (see Figure 18).  Note that these FAQs are document-specific (i.e., the hyperlinks lead to the section of the metadata document that best answers the inquiry).
Figure 18: Example of FAQ Page within Meta-Door 2.0 Application
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Frequently-anticipated questions:

 What does this data set describe?
‘How should this data set be cited?
What geographic area does the data set cover?
What does it look like?
Does the data set describe conditions during a particular time period?
What is the general form of this data set?
‘How does the data set represent geographic features?
How does the data set describe geographic features?
Who produced the data set?
1. Who are the originators of the data set?
2. Who also contributed to the data set?
3. To whom should users address questions about the data?
Why was the data set created?
‘How was the data set created?
1. From what previous works were the data drawn?
2. How were the data generated, processed, and modified?
3. What similar or related data should the user be aware of?
‘How reliable are the data; what problerns remain in the data set?
‘How well have the observations been checked?
How accurate are the geographic locations?
How accurate are the heights or depths?
Where are the gaps in the data? What is missing?
‘How consistent are the relationships among the data, including topology?
How can someone get a copy of the data set?
1. Are there legal restrictions on access or use of the data?
Who distributes the data?
What's the catalog number I need to order this data set?
What legal disclaimers am I supposed to read?
‘How can I download or order the data?
Who wrote the metadata?
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Platforms and Sensors
The “Platforms and Sensors” section of Meta-Door allows an authorized user to provide information about instrument platforms (and the sensors arrayed on them) to support and enhance the metadata for collected data sets.  An administrator can create a new Platform/Sensor record by selecting the “Create Platform” button within the Platforms page (see Figure 19).  General users will see the same screen features, except for the “Create Platform” button.
Figure 19: Platform Listing Interface for Administrators
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There is a built-in search tool (based on keywords) that enables the user to quickly find information on specific platforms and sensors.  Once a platform record has been created users can add information about the sensors that are arrayed on the platform.  If a platform contains a set of sensors (i.e., sensor group), this can also be noted within the hierarchical database structure (see Figure 21).
Figure 21: Platform Description Fields
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If you select a hyperlink under the “Sensor Name” heading then you will be able to supply additional detail about each sensor on the platform.  The different fields are shown in Figure 22, below.  Note that you can also export search results in a variety of well-established file formats.
Figure 22: Sensor Description Fields
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Using the MarineML interface users can:
· Enter information about instruments used to collect data. 

· Choose from existing platform and sensors the instruments they used.
· Create and populate calibration logs for sensors and platform.

· View, search available platforms, and view/edit sensor information/history.
· Create and attach sensors and sensor groups (in the sensor detail page).

· Attach sensors and sensor groups to a platform from the available sensors table.

· Only attach a sensor to one group or platform.
Technical Points of Contact

For questions or technical problems please contact your Group Administrator (see the list provided on the main Meta-Door page), or the Meta-Door 2.0 System Administrator:
Mr. Hanna Habashy, Advanced Solutions Group (ASG), University of South Carolina
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