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Metadata for HTML, PDFs, or Office Files

Metadata Requirements (Internet & Intranet) from Directive 6102:

1. What is Metadata? Metadata is summary information about a file posted on-line, such as an
html, .doc, .pdf, or .xls file. It describes a document or resource the same way a library catalog
defines the elements of a book, such as title, author, publisher, etc.

2. Mandate. Required metadata elements must have been implemented on all VA Web site home
pages and major entry point pages by December 31, 2007. To increase search effectiveness, it is
recommended that underlying Web pages and linked documents also implement metadata as
cited in the VA Web Best Practices Guide.

3. The VA Web Search Improvement Web site provides guidance on the VA Metadata Standard,
with tutorials for implementing required metadata fields and related controlled vocabulary. This
site can be accessed from the VA 6102 Intranet Web site at http://vaww.va.gov/6102/ using the
left navigation link labeled Metadata. (Site and tutorials have not been updated for Office 2007
formats.)

The following table provides an overview of required metadata elements for website home pages and
major entry point pages (any page whose link you give out regularly to site users):

Element Description Format/Value
Title Formal title of the resource. Title of the resource should Free text, followed by: - U.S.
be followed with a hyphen and agency name. Department of Veterans Affairs
Subject An abstract or free text account of the content of the Free text

resource. (Note: The VA search engine uses Subject
information when it crawls pages or files. If you
want a page or document included in search, be
sure to fill out the Subject.)

Author Creator Authority List available for VA offices. Controlled Vocabulary: see VA

(19F would be: Department of Veterans Affairs, Metadata Standard, Appendix B

Veterans Health Administration, Office of Appears in the template as meta
Information, Health Data and Informatics) name="creator”

DateCreated Original date the resource was created. YYYYMMDD

DateReviewed Date on which the resource was last reviewed. YYYYMMDD

Language Language Authority List. Controlled Vocabulary: see VA

(included by default in the VA Templates as: Metadata Standard, Appendix C

<meta name=""language'' content="en''>)

The above standards are designed for webpages; however, applying metadata to documents will improve
search results and is recommended. Some of the elements will be different. The following pages
include screen captures for various types of files, showing where to fill in the metadata fields.
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Office 2007 Files (Word, Excel, PowerPoint)

The Office Button 2Prepare >Properties settings options are the same for most Office 2007 products.
Examples below are from Word 2007:
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ahd to see averything else you can 1=
do with your document. ]
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Prepare the document for distribution

Properties
View and edit document properties, such
as Title, Author, and K rds.

= Inspect Document

Check the document for hidden metadata
or personal information,

Encrypt Document

Increase the security of the document by
adding encryption,

Add a Digital Signature
Ensure the integrity of the document by
adding an invisible digital signature.

Mark as Final

Let readers know the document is final and
make it read-only.

| »  Run Compatibility Checker

Check for features not supported by earlier
versions of Word,
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Instead of a separate pop up window, Office 2007 usually opens the properties fill-in fields along the top
of your document. You can close the document properties when you are finished by clicking the X in
the upper right. To access custom fields or additional properties, use the drop down in the upper left and
pick Advanced Properties:

am&ﬁmﬁs'ﬁ Location; C:\Documents and Settings\whaislsagespMy Documents\HDI |
§ -

Auﬁ f]“' Advanced Properties... 3 Subject: Keywords: Category:

|DepaFtEnt ot Veterane Atareg jHsw To Guide - Metadata for H)  |How To Guide for HDI for Metay | metadata, training _ |

i

L |

Comments:

2010-January

Office will attempt to “help” out with document titles and authors, but the default that Office uses isn’t
always what you want. For example, PowerPoint templates often call the beginning slide by the title of
Slide 1. As you will see from the example below, many people have posted PPT files without changing
that default title. Over 10,000 files appear in a VA search for Slide 1, but none of those should be called
that. Many of these files will never appear in a meaningful search. You will also see some strange

results in SharePoint sites that display the Title if the default was never changed.
[ slide 1 |

|10 ¥ | Results per page [ use Boolean Search

Boclean Search Help

Found 10859 documents out of 442514 - Top 400 Returned Advanced Search » Help
Results 1% 10 displayed

Excellence in Telephone Care, Part 1 of 3, Department of Veterans Affairs
Subject: Slides 1 through 25

Page Info: vaww.itc.va.gov/ITC/2008/Abstract/Documents/Excellence_in_Telecom-Slid
es_01-25 FC_0608.ppt | 3396k | July 29, 2008

Options: Search Similar Pages f | Search This Site

Rate this document: Fii0 F80 [0 8 (2 .20 &0 B0 [0 M About Ratings of

Slide 1

Page Info: vaww.carecoordination.va.gov/news/comm/ppt/ccht-blank.ppt | 176k
February 02, 2009

Options: Search Similar Pages & | Search This Site o

Rate this document: & [81 (6 4 (2 (= & & 50 B sbout Ratings of

Slide 1

Page Info: vaww.albuguerque.med.va.gov/Estrada.config?resource=56027 | 143k
December 05, 2009

Options: Search Similar Pages & | Search This Site

Rate this document: [08] (87 (87 4] (2 (2 38 F80 S0 @ About Ratings o

Slide 1

Page Info: vaww.tucson.med.va.gov/Estrada.configiresource=91761 | 2044k | December
05, 2009

Options: Search Similar Pages f | Search This Site o

Rate this document: [[% 51 (81 40 (2| 2] 540 50 BE0 Ml About Ratings o

Slide 1
Page Info: vaww.privacy.va.gov/docs/PDay/Privacy- Day-Bkm.pdf | 1567k | August 26,
2009
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Office 2003 Files (Word, Excel, PowerPoint)

The File DProperties settings options are the same for most Office 2003 products. Examples below are
from Word 2003:

F“E Document3 - Microsoft Word

™\ | File | Edit View Insert Format Tools Table Win

| Save As. .. 5
-
. Page Setup... I.F'—'
= “j Print... Cirl+p
L| Properties b
’l [ LELL. .‘I,CEEI‘i,CVg;IAnnualReport—F‘rU?FAQs.dcn: =

i 2% \CBIProgram-FY0 7 PolicyTemplates. .. =

Document3 Properties

| General | Summary | Statistics | Contents | Custom |

Title: iMEtal:Iata for Word

1
|
Subject: :Fill out to have appear in VA Intranet Search |

Author: r'I.r’l-|.-!'. 01 HDI - Paula Sageser |

Manager: | i

Company: iDEparh'nent of Yeterans Affairs |

Categaory: !_uptiunal, use if desired |

Keywords; !t:q:ntinann.alI uze if desired

Comments: il:uptional. I like to put the version date here I
i "2008-Juns"|

Hyperlink | I
base:

Template:  Mormal.dot

|:| Save preview picture

[ oK u\\J[ Cancel ]

If you want your document to appear in the VA Intranet Search engine, be sure to fill out the Subject
line with the information most applicable to a search. Use the Custom tab to add the fields for
DateCreated and DateReviewed and those will be added to the file properties.
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PDF Files

When PDF files are created from Office source files, Adobe will use information already added in the
Properties menu. If this information is blank, Adobe will create some default descriptions based on file
type and file name, which may not always be desired.

To add metadata to a PDF, pick the File *Properties menu option as shown in the screen capture
below:

I
|

adobeb08_3_legacy.pdf - Adobe Acrobat Professional
=W Edit View Document Comments Forms Tools Advanced Win

[~ Openi... Cirl+0
Qrganizer 3
(2 Create PDE 2
451 Combine Files...
L] Start Meeting. ..
il 5aue Ei3
Save As.. Shift+HCtrl+5
@ save as Certified Document..,
&Y Export » ipart
o send to FedEx Kinko's. .. 1emis
Attach to Email
Ravert
Cloze Cirl+w
L Cel4D - mtion Ac
[f\}s _revent or
Drint Sehun ShiftaTil+P | feasible
B Print... cirlep  iprovidey
itional D
(5 istory g eoies to
1C:\...\adobe508_3_legacy.pdf it
2C:\...\Subset_PAID-UM.pdf
3 C:\... \Patientsafetyhot. . onTracking2003.pdf oach
4. \PatientSafetyNoti...cding2003 (12).pdf emistry
5 C:\... \PatientSafietyNoti. . .orTracking2004.pdf real-w
volun
Exit Col+l  jvative a
ey s (VR
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Decument Properties

Description !Securit!.r | Fonts | Initial View | Custom | Advanced |

Description

MNote the automatic title
File: adobeS08 3 legacy.pdf pulled from Word
during conversion.
Title: 1I'~"Ii|:r|:nso1"t Word - 5_wordfile.doc | Subject iz what
appears in WA Search.

Author: igpisndqf

keywords; I

Subject:

Created: 127282005 3:49:23 AM Addbonal Motadais.

Modified: 12/23/2005 3:49:23 AM

Application: PScripts.dil Version 5.2.2

Advanced

—Inl'n"ll.l'_l b

PDF Preducer: Acrobat j
Thiz will et you know if
PDF Yersion: 1.4 {P-.G’ the file haz been
tagged vet. If you see
Mo herg, the file iz not
ready for accessibility.

Location: C:\Docu igesp My Documents Training!|
File Size: 109.96
Page Size: 8.50 % 11, Mumber of Pages: 2

Tagged POF: Mo Fast WWeh View: Yes

o [ow ]

T B o L o

The Document Properties Description tab includes fields for your basic metadata, as well as a button to
allow you to pick additional metadata fields. The advanced section of this tab also indicates whether a
PDF file has been tagged yet or not.

Please contact VHA OIA Communications if you have any questions.
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HTML Pages

The VA templates automatically include placeholders within the Web page header in which to enter
required metadata. To see examples of how this is placed within the HTML code, go to a VA Web site
and pick the View >Source menu option as shown below:

d Data 4 0 d e Pape 0 = O =

File  Edit Favorites Tools Help
| - i
Toolbars 3 = A = _ = : _
£ 5 Back ) = i i e O Al ﬂ 4&
oy Back | v Status Bar >~ Search -j:\f Favorites {} R .j .__,] . ,‘.E;
2 Explorer Bar 4
Address @ ; _lfindex.cfm
e GoTo k
Stop Esc
Refresh F5
Text Size 4
Encoding k ¥, ¥
Orga =i d 3 = RO g Reso
Privacy Regart...
I' el Full Screen F11 0 : DATA & ORM A B
d :

Welcome to the HDI Intranet Home Page

The Office of Health Data & Informatics (HDI) advises VHA programs and sites ¢

The source code is displayed below. The red arrows indicate required metadata fields. Title is also a
required element, but is entered separately in the template.

-

Computer Sprint R

[ index[1] - Notepad
Ml File Edit Format View Help
l!DOCTYPE HTML PUBLIC "-//wW3C//DTD HTML 4.01 Transitional//EN"
"http://wew.w3. org/TR/html4 /loose. did™>

<l--

B File............: va_intranet.htm
Description.....: WA Intranet template
version.........: 1.0
Release Date....: March 6, 2006

X T

<html lang="en"=
<heads=

<!-- START: META DATA -->
\jmeta http-equiv="Content-Type" content="text/html; charset=i50-8859-1"
\A meta name="language" content="en"=
«meta name="creator"” content="VHA OI HDI Comm">
<meta name="subject" content="0ffice of Health Data & Informatics"s
<meta name="keywords" content="HDI, HIM, DQ, privacy, informatics, codi
security, identity management, health record, veterans, governance, standardiza
<meta name="description"” content="This site is the home page for the of
documentation, policies and procedures for HDI">
<meta name="datecreated” content="2007">
s = <meta name="datereviewed” content="2007">
<meta name="type" content="homepage">
<!-— END: META DATA -->
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