NMMR Instructions for NCDC Metadata
These instructions are designed to be used with "Guidelines for NCDC Metadata", which describes one method of creating standard metadata suitable for import into the NOAA Metadata Manager Repository (NMMR).   NMMR is constantly evolving, so any or all of these steps may become obsolete on short notice.
Steps:

(0)  Preparation.

(a)  Do a final metadata check:  The writer may want to do one last content check on the metadata file that is to be imported.  It is easier for metadata writers unfamiliar with NMMR to find and correct problems in the metadata before import.      
(b)  Delete unused tag pairs:  The current version of NMMR will not import a significant number of unused tag pairs.  The writer must delete unused tag pairs.  A detailed explanation with examples is in Appendix A.  
(c)  Note the metadata file name and directory path:  The information will be needed for import in step (4).  It is recommended that the writer keep an up-to-date local copy of this file.
Go to step (1).
(1)  Log in to NMMR.

Open Microsoft Internet Explorer (not Netscape), go to 
http://metadata.ngdc.noaa.gov/metadata/login.do 
and log in.  
(In later steps, if the user does not make a significant keystroke or mouse click for about 30 minutes, the session will time out.  The user must log in again.)
In response to a successful login, the home page appears.  Go to step (2).
(2)  Home page.

If the standard template was used to create the metadata, click on the ncdc "radio button".  If the remote sensing template was used, click on the ncdc remote sensing button instead.  A green dot appears inside the "radio button".
Click on the Create menu option at upper left.  Go to step (3).
(3)  "Create".

To import a record, click on Import from XML File and go to step (4).
To create a record from scratch, go to step (8).  
(4)  "CLICK BROWSE TO SELECT A FILE FOR IMPORTING" page.  
A note on this page says that import will not work if characters &, >, <, ', " appear in the metadata file in incorrect format.  If & needs to appear in the metadata, it must be entered in the metadata file as &amp; (including the semicolon).  Problems with the other characters have not been seen at NCDC. 
Click the Browse… button and navigate to a metadata file that is to be imported.  This process places the directory path and file name in the white box above the Submit pushbutton. The information may also be typed by hand.  Press the Submit pushbutton.  
The "GO BACK" appears if the metadata file was accepted.  If so, the file now exists as a record in NMMR; go to step (5).
If the "GO BACK" page does not appear, the file was not accepted and does not exist in NMMR.  If an error message appears, the reported errors may have resulted from badly placed control characters (&, for example).  They may have resulted from deleting the wrong tags in step (0).  If an error message does not appear, a common reason is that unused tags were not deleted as described in step (0).  Correct the metadata using a text editor and redo step (4).
If import problems persist, contact metadata support.
(5)  "GO BACK" page.
The record number of the newly created metadata record is displayed, probably as a 6-digit number (on other pages it is called "BAT UID" or "BAT record UID").  The writer can safely ignore this number, but it may be helpful to write it down; in some NMMR windows, this number can be typed in a white box to go directly to the record.
If there is another metadata file to enter, repeat steps (3), (4), and (5).

To continue with the current record, click on Workflow States on the uppermost left menu.  Go to step (6).
(6)  "Workflow States" page.

Click on Draft.  If it appears twice, use either one.  This step instructs NMMR to search for all records that are owned by the current user and are in the "Draft" state.

Go to step (7).

(7)  "Draft" search results page.

The page displays all records that are in the "Draft" workflow state.  
See Appendix B for a detailed explanation of "Draft" and other workflow states.

Each record's number (BAT UID), entry id ("FGDC number"), title, originator, owner, workflow state, and metadata date are shown on one line.  For the first-time user who imported a first record, only that record is displayed.  

On the right side of the record is View with several links beneath:  XML, TEXT, ESRI, and FAQ.  When clicked, each displays a custom view of the metadata record in a new window.  Use these windows to inspect the record.  No changes can be made in them, however.
If no changes to the record are needed, click on the master checkbox found in the green bar above the record (or above the topmost record, if more than one), and go to step (9).
To make changes to the record, click on the Edit link in the record display just left of View.  This invokes the NMMR text editor.  Go to step (8).
(8)  NMMR editor.  
Create a new record or make changes to the existing record using the NMMR editor.  More information about using the editor is provided in Appendix C.  After editing, click the Update Record pushbutton near the top of the window one final time, and go to step (9).  

(9)  Validation step.

If the current page is the "Draft" search results page, click on the master checkbox at the left end of the green label bar found above the record display area.  A mark will appear in both the master checkbox and the checkbox beside the record.
Click on the Validate or Validate Record pushbutton.  This step invokes error checker software.  A diagnostic message will be returned from the error checker.  
If the message indicates errors, the record remains in the "Draft" state.  Find the errors and make corrections using steps (6), (7), and (8).
If there are no errors, the record has entered the "Validated/QCed" workflow state.  See Appendix B for a detailed explanation of "Validated/QCed" and other workflow states.  
Bring the record into view by clicking on the Validated/QCed option and go to step (10).  
 (10)  "Validated/QCed" search results window.

Do the final review of the metadata record.  Final review is not a NMMR function; it is described in detail in "Guidelines for NCDC Metadata".  This step may require logging out, which is done by clicking on the Logout menu option.    
To bring the record into view after logging back in:  Log in as described in step (1).  Click on "ncdc" or  "ncdc remote sensing" as described in step (2).  Click on the Workflow States option.  Click on the Validated/QCed option.  If the record is in a different workflow state than Validated/QCed, click on that  workflow state name.
If changes are required, make those changes in this way:  On the "Validated/QCed" search results window, click on the Edit link in the record display just left of View.  This invokes the NMMR text editor.  Go back to step (8).
If no changes are required, click on the Approve pushbutton.  This moves the record to the "Approved" workflow state.  Depending on the writer's account privileges, this step may have to be done by another account.  The default NCDC NMMR user account has the "Approve" privilege.  
See Appendix B for a detailed explanation of "Approved" and other workflow states.
In the new window that appears, bring the record into view by clicking on Approved, and go to step (11).
(11)  "Approved" search results window.  
Publish the record by clicking on the Publish pushbutton.  The record will be moved to the "Published" workflow state and released to the public.  
See Appendix B for a detailed explanation of "Published" and other workflow states.
If there was a previous version of this metadata record which now needs to be deleted, go to step (12).  Otherwise, go to step (14).
(12)  "Search" window.

Click on the Search menu option at the top of the window.  
The "Search" window appears.  On the first line where "Title" appears under the "Field" column heading, click on the drop-down menu icon (V).  When the menu drops, click on "Entry ID", which now replaces "Title".  Click on the drop-down icon beside "contains" on the same line and click on "=", which replaces "contains".  In the white box under "Value" on the same line, type in the "FGDC Number" of the metadata that was just put into the "Published" state.  (At NCDC, "Entry ID" is "FGDC Number.")
Click on the Search pushbutton at the bottom of the window.  (Do not use the Search menu option at the top for this step.)  Go to step (13).
(13)  "Search results" window and delete.
In the "Search results" window, all records with the same "FGDC number" as the newest record are displayed.  There should be two:  The old version of this metadata, and the new one.  Find the old record and click on Delete at the far right side of the record display.  A new window appears with the question, "Do you really want to delete this record?".  Click on OK.

Go to step (14).
(14)  Exit.

Click on the Logout menu option at the top of the page.

APPENDIX A:  Deletion of Unused Tag Pairs

Notes:  

(1) An "entry" in a tag pair is metadata information typed by the metadata writer.  A tag pair that could have an entry, but does not, is  unused and must be deleted.

(2)  All mandatory tag pairs must have entries and must not be deleted.  (Mandatory and other priority tag pairs are described in the Users Guide for the template.)

(3)  Unused tag pairs may contain a label, such as "1234 &&".  (Labels are described in the Users Guide for the template.)  A labeled tag pair without an entry is still an unused tag pair and must be deleted. 

(4)  In Windows XP, diagnose tag pair errors in an XML file this way:  Open Windows Explorer.  Navigate to the location of the file.  Double-click the file  icon.  This brings up the file as a web page in Microsoft Internet Explorer, which will diagnose tag errors.  The metadata file name must have the ".xml" extension in order for this to work.

Make a backup copy of the metadata file before deleting tag pairs!  Take great care with tag pair deletions.  It is easy to delete the wrong thing accidentally, causing the NMMR import to fail.  The error may be hard to find.  A backup copy of the metadata file can be a lifesaver!

(a)  Examples of unused simple tag pairs that must be deleted.  
An unused simple tag pair has no entry and no other tag pairs between its two parts.  Its two parts may be adjacent, or there may be a label, spaces, or extra lines between them.  The basic versions, if unchanged from the original template, will look something like:


<pubtime></pubtime>
     or


<begtime>1234 &&</begtime>

Each of these is an example of an unused simple tag pair that must be deleted.  
(b)  Examples of unused tag blocks that must be deleted.  
These are sequences of unused simple tag pairs inside an outer, enclosing tag pair, like <geolage></geolage> in the following example:

          <geolage>

            <geolscal></geolscal>

            <geolest></geolest>

            <geolun></geolun>

            <geolexpl></geolexpl>

            <geolcit></geolcit>

          </geolage>

In this example there is no entry, so the entire block must be deleted.  

Suppose <geolcit> contains an entry, but all other simple tag pairs are unused.  Then the unused simple tag pairs should be deleted as in (a), but <geologe> and <geolcit> should not be deleted.  After deletion, the block will look like:
          <geolage>

            <geolcit>entry</geolcit>

          </geolage>
(<geolcit>, entry, and </geolcit> may be on the same line, or on consecutive lines.  The entry may be a word, phrase, date, or many lines of text.)

 (c)  Examples of unused tag blocks that enclose other unused tag blocks, that must be deleted.  
The following double block is an example:

        <sngdate>

          <caldate></caldate>

          <time></time>

          <geolage>

            <geolscal></geolscal>

            <geolest></geolest>

            <geolun></geolun>

            <geolexpl></geolexpl>

            <geolcit></geolcit>

          </geolage>

        </sngdate>

The outer enclosing tag pair is <sngdate></sngdate>.  There is an inner enclosing tag pair, <geolage></geolage>.   Best procedure is to look first at the inner block enclosed by tag pair <geolage></geolage>, and handle it as in (b).  Then look at the outer block enclosed by tag pair <sngdate></sngdate>, and handle it as in (b).   If there are no entries anywhere in the double block, as in the above example, the entire <sngdate></sngdate> block, which includes the inner <geolage></geolage> block, must be deleted.  

Suppose only <geolcit> contains an entry.  In this case, delete almost everything, but not <sngdate></sngdate>,  <geolage></geolage>, and <geolcit></geolcit>.  After deletion, what remains will look like this:
          <sngdate>
            <geolage>

              <geolcit>entry</geolcit>

            </geolage>

          </sngdate>
(<geolcit>, entry, and </geolcit> may be on the same line, or consecutive lines.)

There can be several layers of enclosing tag pairs that must be dealt with.  They should all be handled the same way:  Look at the innermost block first, etc.

When the deletion of unused tags is complete, the metadata file will consist of tag pairs that have entries, surrounded by enclosing tag pairs.  This can be glimpsed in the above examples.  There will be no labels remaining anywhere.
As a full-scale example, the original template file can be compared to a finished metadata file.  If the template file is "NCDC Standard Template for FGDC Metadata.xml", compare it to finished file C00581_DS6420.xml, which was prepared using that template. 

APPENDIX B:  Explanation of Workflow States
Workflow states are "Draft", "Validated/QCed", "Approved", and "Published".  These states mark the progress of a metadata record through creation, editing, validation, and approval.  A record must pass through the states in the given order.
Draft:  NMMR places all newly created records and all newly edited records in the "Draft" state.  Note:  If any editing whatsoever is done to a record in a later state, that record returns to the "Draft" state.
Validated/QCed:  A metadata record is moved from "Draft" to the "Validated/QCed" state when clicking on a pushbutton invokes metadata error checker software, and the software finds no errors in the record.  If errors are found, the record remains in the "Draft" state.
Approved:  A record is moved from "Validated/QCed" to the "Approved" state by clicking a pushbutton.  This transition to "Approved" is intended to mean that a person other than the metadata writer has reviewed and approved the record.

Published:  An "Approved" record is moved to the "Published" state by clicking a pushbutton.  "Published" means that the record is cleared to be released to the public.

APPENDIX C
Note:  It is not good practice to allow NMMR to "time out" while using the NMMR editor. "Time out" happens after a period of no significant keystrokes or mouse clicks, usually about 30 minutes.   It will be necessary to log in again, perhaps losing some work.  
Edit an existing record using the NMMR editor by clicking on the Edit link in several different NMMR windows, including the search results windows from Search, Workflow States -> Draft, Workflow States -> Validated/QCed,  Workflow States -> Approved, and Workflow States -> Published.  

To reach the editor without an existing record, click on the Create menu option, then choose Create From Scratch or Empty Record.  (Create from a Default Record can also be used; but this method requires a default record, which has not been described.)
There are three clickable options for editing a record from the NMMR editor window:
a.  Edit with a micro interface allows the writer to select, from a drop-down menu, sections of the metadata record to be edited or created.  The writer types information into tags/elements as they appear, or chooses from more drop-down menus.  If the record already exists, the writer can skip tags/elements that do not need changes.
b.  Tasks is similar, but its menu choices allow the writer to work on broad editing objectives instead of specified sections of the metadata.  For example, "Add minimum required elements" allows the user to create a minimal metadata record from scratch.
c.  SHOW ALL SECTIONS is best for spot editing of existing records.  It provides a metadata-standard-like view of a record.  This view is similar to the "Folders" window in Windows Explorer in Microsoft Windows XP:  As in "Folders", sections like 
+ Identification Information, that have + signs beside them, have multiple subsections that can be expanded for viewing the metadata.  
Here are two editing examples:
i.  Change the metadata date:  Click on + Metadata Reference Information.  When that section appears, click on the white block to the right of Metadata Date and type in the changes.  Click on the Update Record pushbutton to save the changes.

ii. Change the title of the metadata:  Click on + Identification Information.  When that section appears, click on the E pushbutton that appears to the right of Citation Information.  When that subsection appears, click on the white box beside Title * and type in the changes.  To save, click on the Update Record button near the top of this window.  To go back to + Identification Information, click on the back button just to the right of the Update Record button.
R and A pushbuttons occur beside elements/tags where the user may Remove one occurrence or Add a new one.  (Note:  Do not use these pushbuttons to modify the contents of a tag/element.  Simply retype it.)  When these pushbuttons appear beside the thesaurus name that is associated with Theme Keywords, Place Keywords, and Stratum Keywords blocks, they will add or remove the entire block associated with the thesaurus.  (Thesauruses are described in detail in the Users Guide for the template.)
In example ii above, the pushbutton E was used.  E in this context means that a part of the metadata record has been placed in a separate Oracle record in another table and will appear for editing when E is clicked.  (A and R pushbuttons can also appear in this context, but their use at NCDC is not currently recommended.)
Note:  Deletions and additions  in SHOW ALL SECTIONS using one-letter pushbuttons update the record at once.  Information typed into white boxes does not generally update the record.  For typed information, it is necessary to click on the Update Record button from time to time.  Definitely click it before bringing up another window of metadata to edit, and before leaving the editor.  If NMMR "times out" because the writer  paused while typing information, some information may be lost.
Contact metadata support about problems with editing.

For more information about the NMMR editor, see the NMMR home page:
http://metadata.ngdc.noaa.gov/metadata/
PAGE  
1

