


docBUILDER Metadata Authoring Tool User Guide

Overview

docBUILDER-10 is a web-based metadata authoring tool that allows metadata authors to add (or modify) data set descriptions (DIFs) 
that comply with the Common Metadata Repository (CMR) Unified Metadata Model for Collections (UMM-C). The tool also allows 
metadata authors to validate and submit their DIFs directly to the CMR. docBUILDER-10 writes metadata to the new DIF-10 format. 
For more information on the Common Metadata Repository (CMR) and the Unified Metadata Model for Collections (UMM-C), visit 
https://earthdata nasa.gov/cmr.

Start a New Metadata Record

To create a new DIF record 
• Click "Create a New Record" and enter a record Entry ID (Short Name and Version). If you intend to begin a single entry, set

the template to "No Template" (opens up a blank record that can be written from scratch). To begin a record containing
common information (ex: provider, personnel/contact information, project, etc.) and already have a template file containing this
common information, select the template from the drop-down list. For more information on templates, please see the "Working
with Templates" section below.

• Select "Continue" to proceed to create a new record. Please note: You may retrieve your record at any time in the future using
the Entry ID.

Modify an Existing Metadata Record

• To modify an existing DIF record:
◦ Choose “Modify an existing record” and select from the three options:

1. “Upload record from desktop”: Choose a record that has been saved locally.
2. “Update existing record from CMR”: Provide a record Entry ID that already exist in the Common Metadata

Repository (CMR).
3. “Edit draft record”: Provide a record Entry ID for a record that is still in work and has not been submitted to the

CMR.
• Select “Continue” to proceed to authoring the existing record.
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◾ “Select Record”: Return to start to create or modify a different record.
◾ “View All Fields”: View all fields in the metadata record.
◾ “Edit Field > Previous Field”: Save your edits in the field and go to the previous field in the metadata record.
◾ “Edit Field > Next Field”: Save your edits in the field and go to the next field in the metadata record.
◾ “Save this field now”: Save your edits.
◾ “Reset this field”: Clear your edits.

• Some fields and sub-fields are repeatable. A green button allows you to insert additional entries.  A red button allows you
to delete all of the information in the field.

• Some fields allow you to type in information of your choice (ex: Entry ID, Entry Title, Quality, and Summary).
• Fields with large blocks of text (ex: Summary, Quality, Access Constraints, etc.) support Markdown syntax. For information

about using Markdown, see http://daringfireball.net/projects/markdown/
• Some fields allow you to select a keyword from a pre-defined enumerations list (ex: Data Set Progress, Collection Data Type).
• Other fields allow you to select from a list of existing controlled keywords (ex: Science Keywords, Organization,

Platform/Instrument, Location and Project).
• The record is automatically saved. If you want to see/edit the XML formatted metadata, click “View XML Editor” and the

XML will appear in the lower portion of the authoring window. Please note: You do not have to complete the metadata
record by populating the XML in the window of the main panel.  The text in this window can be edited at any time (just
remember to select the “Save Edits in Text Box” button anytime you update information in that box, or your information will
not be saved).

Selecting Keywords

• To narrow the list of keywords, begin typing the keyword you want to locate.
• Select the keyword or multiple keywords (if applicable).
• You can select the keyword again to remove it from the list.
• If you would like to add a new keyword, you must check that the addition complies with the GCMD Science Keyword Rules

and the GCMD science staff will review it, prior to inserting it into the CMR.

Selecting Personnel

• The personnel field defines a point of contact for more information about the data and metadata.
• In Personnel, you can select the role of an Investigator, Technical Contact, and/or Metadata Author.
• The easiest way to populate this field is to select the “Role” from the drop-down box, then select the “Lookup” button to search

for the person to add.
◦ If you find the contact in the “Personnel Lookup” window, click the contact to highlight it, and then select

“Accept”. The information will be automatically populated in the window.
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◦ You can also search for the name by typing in the “Search” box.
◦ If you do not find the person in the list, select “Add new Personnel to List” to add a new Personnel. Please note that

not all of the information within the field is required, but minimally, a last name is needed).

Selecting an Organization

• The Organization field identifies the organization (data center) that distributes, archives, and/or processes the data.
• Select the “Organization Type” from the drop-down box.
• To populate the Organization field, select the “Lookup” button to check if the Organization is within the existing list.

◦ If you find the Organization in the list, select “Accept”. The information will be populated in the window automatically.
◦ If you do not find the Organization in the list, select the “Add New Organization to List” button.

◾ Next, supply a name and website for the organization
◾ Select “Accept” to add the new organization. The information will be automatically populated in the window.

• Please note that the Organization field is repeatable and that you can add another Organization by selecting the green button.

Submitting Metadata to the CMR

After creating or updating a metadata record, you are advised to review the quality of the metadata before submitting to the CMR.

• Check the metadata record for errors and/or broken links by clicking “Generate QA Report” and/or “Check for Broken Links”
under the “Check Record” menu.

• A new window will popup showing any errors, warnings, potential broken links, and/or other important notes about the quality
of the metadata record. For more information on this feature, click the “Help” button in the window.

• Close the window to return to the metadata authoring tool.
• After making any changes to the metadata record, select “Submit to CMR” to send the record to the CMR. You will need to

provide a valid email address.
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◦ You will get a message that indicates the status of the metadata submission to the CMR.
◦ You will also get an email indicating that your record has been successfully submitted.

• Each new record will be assigned a unique CMR 'Concept ID'
• Each record will get assigned a CMR 'Native ID'

◦ For new records, the Native ID will have the provider id prefixed to the Entry ID (e.g. 'SCIOPS_NASA_GIS' where
'SCIOPS' is the Provider ID and 'NASA_GIS' is the Entry ID).

◦ For existing records with an existing Native ID, the value will not change.
• Select “Return to start” to close the current record and start a new one.

Working with Templates

• You may choose to create a template when creating multiple DIFs that have repeatable information in a set of fields.  If you
intend to write DIFs that have several of the same or common information such as provider, contact information, etc., then it
would be helpful to use a template.

• To begin a template:
◦ Select “Create a new record”.
◦ Enter a record entry id.

• Select “No template” under the Template option.
• Select “Continue” to start authoring the template.
• Enter the pertinent information that may be repeated in a group of DIFs (ex: Provider, Personnel, Project, etc.).
• Select “Record > Save As Template”.  Next, give the template a file name (ex: GSFC Template) and select OK.
• Select “Select Record > Create New Record” to close the current record and start a new one.
• To use the template for the DIFs you intend to write,

◾ Select “Create a new record”
◾ Enter a record identifier
◾ Choose the template from the drop-down.
◾ Select “Continue” to start authoring the record. Note that the record will be pre-populated with the information that

you provided in the template.

Menu Options

Top Navigation

Select Record: Return to the start page to create or modify a different record. 
View All Fields: The metadata authoring panel where you can select and edit fields in the record.
Edit Field: The metadata authoring panel where you can edit fields in the record.
Submit to CMR: Submit the completed record to the Common Metadata Repository (CMR). (Note: Depending on your 
permissions, you may only be able to submit your metadata record for review.)

Left-Hand Navigation

Record

• Generate Error Report: Check the metadata record for field content, syntax, verification of controlled keywords,
and completeness.

• Generate Broken Link Report: Check and identify potential broken links in the metadata record.
• Download Record: Save the metadata record locally to the desktop.
• Save as Template: Save the metadata record as a template. See the “Working with Templates” section above for

more information about templates.

About docBUILDER: Indicates the version number of the docBUILDER software users are using.
Contact Us: Contact the GCMD user support office for additional help.

Help Navigation

docBUILDER Help Guide: Online documentation to assist users with the docBUILDER tool.
DIF Writer’s Guide: Online documentation to familiarize users with the DIF collection metadata format. 
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Additional Assistance

If you need additional assistance using docBUILDER, please contact the GCMD user support office at GSFC-
GCMDUSO@mail nasa.gov. 

View a PDF version of this help document. 

Contact User Support for assistance 
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