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Introduction

DWR’s Enterprise GIS Committee can only validate the metadata from the GeoPortal.  However, GeoPortal is not easy for a user to capture all the metadata required by DWR.  To produce metadata, you will have to start in ArcGIS and then switch to GeoPortal.


GeoPortal is an Esri web application for cataloging spatial metadata.  The two advantages of GeoPortal are:

· There are different templates for different metadata standards
· Sharing spatial metadata with other geoportals can be automated

DWR has created a template in GeoPortal to validate against the DWR metadata standards.  Using the GeoPortal template is the only way for you to create valid DWR metadata, and the only way for the Enterprise GIS Committee to ensure that you have spatial metadata that meets the DWR requirements.


You can use ArcMap or ArcCatalog to create the metadata.  

The Enterprise GIS Committee has two different standards.  One standard is for spatial data created or modified by the Department, called the DWR standard.  The other standard is for spatial data created outside of the Department, call the minimum standard.


Steps

1.	Create the metadata in ArcGIS 

ArcGIS has different templates for you to select.  You should select a template that will give you as much information as possible from ArcGIS because ArcGIS will auto-populate many fields for an individual template.  We recommend using the FGDC templates in ArcGIS, regardless of the metadata standard you will eventually comply with.

The elements that you want ArcGIS to complete for you are:

· The entity and attribute information
· The projection and datum information

These will be cumbersome to complete in the GeoPortal.  These elements are required for both the DWR standard metadata and the DWR minimum metadata.

Do not use a template that has ISO in the name.  

Do not use a template that has North American Profile in the name.

These templates are very hard to translate from one standard to another.  If you start with these, you will make the process hard on yourself.  So hard that you will probably have to start over, copying and pasting what you can into the FGDC template.


2.	Export the Metadata File

Export the metadata file from ArcGIS.  This will create an XML file.  

You will need to know the name and path of this XML file.  Remember them.


3.	Use the Excel Workbook to Change the Metadata Format

When you import the XML file into the GeoPortal, the geoportal application will look at specific XML tags to determine which template to use.  You cannot select the template inside the geoportal application because the geoportal is used to harvest metadata from other geoportals.  If you could make this selection, then harvesting process would be much harder to automate.  The solution is to use a custom application to change the XML tags for the GeoPortal.

Open the Excel workbook.  Because this workbook contains a macro, you will to enable macros.

Select the metadata template you want to use inside the GeoPortal.  You can do this by putting an X in the box to the left of the template name that you want to use.

Press the Run Me button.

The Excel workbook will ask you to identify the XML file.  Once you have identified the file, the Excel workbook will find the proper tags, change them for you, and then save the changes back to the file (replacing the old file with the new one).

If you want to make a copy of the XML, you will need to do this before you use the Excel workbook.


4.	Completing the Metadata with GeoPortal

Complete the metadata in Geoportal.

Open Geoportal.  The URL is http://geoportal.water.ca.gov.  

Log In.  There is a Login button in the upper right-hand corner of the window.  Everyone should have access rights to log in.  If you have trouble, please notify Greg Smith.

Create metadata.  Click the button (a big box on the screen) to create metadata.  Geoportal will ask you if you want to import a file, or create the metadata (start editing it) in the GeoPortal.  You want to import a file.

Import the XML file you modified in the previous step.  The GeoPortal application will automatically select the template to use.

In the GeoPortal, anything in bold, italic font is required.  For the DWR standard, you will have to enter something in every field on every tab. 

Using the GeoPortal, you can save your work.  When you do, the GeoPortal displays all of the errors at the top of the window.  You can click on the error, and the GeoPortal will take you to the field to edit.

When the GeoPortal no longer displays any errors, you are done.  Save the file.


5.	Review

When you are done, someone familiar with the data will have to review and approve the metadata.  Export the metadata file.

You should notify this person that metadata is ready, mail the XML file (metadata file) to the person for review.

When the person has approved the metadata, you are ready to submit the Final Production Package to the Enterprise GIS Committee.  

Once the Enterprise GIS Committee approves the Final Production Package, the spatial data will be moved to the production server.


6.	Finishing Touches

[bookmark: _GoBack]When you are done, the metadata will exist in the GeoPortal, but not in ArcGIS.  You should export the XML file, and replace the XML file in ArcGIS with the one from GeoPortal.  

Export the file.

Use the Excel workbook to change the format back to FGDC.  By using this format, other organizations will not be confused by the metadata standard tags in the XML file.

Copy the file into the proper directory on the development server.  (@@ ask Ruppert to do this?)
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