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INTRODUCTION
Purpose

The purpose of this guide is to help organizations use the software EndNote to create catalogs of project metadata records that can be used in-house and also comply with the CalEDLN Project Standard. The CalEDLN Project Standard has been designed to facilitate interoperability between existing project inventories for data discovery, data exchange between project catalog databases, and basic analysis across databases.  For information about this standard and its use in the Northbay Environmental Information Commons, please see http://northbaycommons.net/standards. 

Catalogs created using EndNote and these special techniques can be used within the organization and also exported for online publication and subsequent automated harvest by large metadata stores such as CERES.
This guide assumes you have attended a metadata training workshop with SEC and have some basic experience using EndNote.
EndNote as a Cataloging Tool

This project demonstrates how local organizations can immediately begin using multi-purpose bibliographic software to create metadata describing their projects.  The resulting local catalog can serve the need for in-house information management, and at the same time make it possible to publish the metadata in a shared digital library environment.

We have customized the EndNote bibliography management software by creating a custom  EndNote reference type to contain project metadata.  The CalEDLN reference type definition creates a form that will be filled out by the user.  Some fields are free-text.  Others require the use of controlled vocabularies, managed through term lists.  Some of these have been pre-populated with all allowable terms, or with a selection of terms from online thesauri.  While editing a record, term lists can be accessed by a keyboard shortcut (Cntl-1). 
We have also developed a program for transforming EndNote exports into the CalEDLN standard XML format and validating the XML record, which allows you to publish your metadata for automated harvest by aggregation sites such as CERES. These programs will be offered as a web service, at this time we will be happy to process your metadata for you and help you post it on the Northbay Commons.
Development of alternative web-based cataloging tools is planned by the CalEDLN effort.  In the meantime we think you’ll find EndNote to be useful, easy, and affordable, and you can get started with the important business of organizing your information resources.  You will be able to migrate into other software later should you choose. 
PREPARING TO MAKE YOUR LOCAL CATALOG

Getting Started

· Prioritize
Discuss projects with program managers to determine where to start.  Consider the project descriptions, the people and organizations involved, and the tangible products created by the project.  
1. Identify recently completed or in-progress projects that your organization would like to show to the environmental community, to highlight the work your organization does and to attract other possible collaborators or funding organizations.  

2. It is important to document older, completed projects too, especially as the organizational memory of the details is usually embodied in increasingly fewer people over time.  

3. Proposed projects that need funding or collaborators should also be published.

· Organize
1. If possible, you may want to put your physical resources into one place, even if it is only a temporary location.
2. Again, if possible, copy or move relevant electronic project files onto one computer, into an organized folder/file structure.  At SEC, we organized our electronic project data files by SEC program, then by project.
· Install and customize EndNote software

1. Install the EndNote software, version 8, 9 or 10 (Mac users must use version 9 or 10), following software producer’s installation procedures.  

2. Then, while EndNote is NOT running, to customize Endnote for this project, download your EndNote customization file and a sample library from the Northbay Information Commons:

http://northbaycommons.net/tools
3. PC version 

· Make sure the Windows folder “C:\Documents and Settings\Username” is set to display hidden subfolders and files.  Select the Tools dropdown menu, then Folder Options, then View tab.  Folders whose icons are “grayed” out in Figure 1 below are system folders, and are hidden by default.
· Navigate to the following file, rename it whatever you choose, then copy/paste in the new version of the file downloaded with this manual (see Figure 2): 

C:\Documents and Settings\Username\Application Data\EndNote\RefTypeTable.xml
Note: If you move your EndNote installation to another computer, your version of RefTypeTable.xml containing customized reference types must be moved also, following the same installation procedures on the new computer.
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Figure 1.  Making hidden folders and files visible on your PC.
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Figure 2.  Installing customized reference types.
4. Mac version:  see the EndNote User Manual for Mac for the location to place the customization file.
5. Copy template library to your working folder. 
The template library, provided with this guide, contains a sample project record for illustration only (you can delete if from your library).  Term lists have been linked to the appropriate fields and populated with examples of descriptors you will need to start using EndNote to make your the CalEDLN project records.  

Note: These term lists and field links are part of the library database structure, and move with the library when it is copied to a new location.  

6. Edit the EndNote preferences for term lists, to allow update of lists during data entry (see Figure 3).  Setting this preference will allow you to accumulate terms as you work.  
Some of the term lists included in the sample library have been populated with a short list of “allowable” descriptors developed by CalEDLN, such as “Project Progress Term List”.  Other term lists in  the sample library have been populated with a few example terms from online thesauri (“Taxon Keywords”, “Place Keywords”, “Theme Keywords”, etc.).  The descriptors in these term lists are only starting points. These term lists are based on formal thesauri.  Links to online thesauri for several fields are available at the Northbay Information Commons: 

http://northbaycommons.net/standards/thesauri/
To access a term list during data entry, just place the cursor on the desired field and use the keyboard shortcut, Cntl-1.  The list linked to that field pops up and you can select one or more terms simultaneously to insert into the field you are editing.  Or you may simply type in terms, or copy them from an online source.  As you type, EndNote suggests terms that are already on the list.  If you type a new term into a field, it appears in red the first time it is used.
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Figure 3.  Edit Term Lists preferences to allow lists to be updated during data entry.

The CalEDLN Project Metadata Record

As installed, EndNote has over 30 reference types for describing various types of information resources, such as books, maps, computer programs, etc.  A reference type is an electronic “form” for recording the details about an information source.  EndNote also includes three blank reference types, which can be completely customized by the user.  

We have developed a custom reference type for projects. You installed this CalEDLN Project reference type when you customized your installation in the previous section. 

· Background: The EndNote generic reference type and CalEDLN customization
All reference types in EndNote are based on the Generic reference type and its field names.

In creating the CalEDLN reference types, we used field names that reflect the CalEDLN content.  These new names correspond to the existing field names in the Generic reference type.  The new field names are displayed during data entry, but there are several EndNote functions that require knowledge of the corresponding Generic reference type field names (customizing data exports and the library pre-view pane, linking term lists to fields, etc.)

Therefore you should keep available the correspondence table that shows both the Generic reference type field names and their corresponding field names in our CalEDLN custom reference type.  Table 1 is a cross-reference between the Generic field names and CalEDLN Project field names.  It also contains notes and examples of field content.

· Conventions used in CalEDLN field names and content

1. There about 10 required fields for each CalEDLN record type.  Names of required fields in EndNote begin with an asterisk (*).
2. Some controlled vocabulary words are entered in pairs (Source thesaurus~ keyword or Source thesaurus~ identifier [keyword]).  More details about this convention follow in the individual field descriptions below.

3. Because EndNote was originally designed to create formatted bibliographies, it reverses “firstname lastname” to “lastname, firstname” entries in any field whose generic name contains the word “author”.  To prevent this, especially in organization names, the entry of a personal name or organization name is followed by a comma.  This will force the output to follow the “firstname lastname” or “organizationname” pattern.

4. Anytime multiple values are entered in a controlled vocabulary field, the delimiter must be a semi-colon; otherwise your record may be rejected by the CalEDLN XML validating process.  Sometimes EndNote automatically enters a carriage return after a field item; this is not a problem if there is only one value in the field.  If there are multiple values in the field, replace the carriage return(s) with a semi-colon(s).  

To make a new, blank EndNote record, simply type “Cntl-N”, and select the CalEDLN Project  reference type from the menu at the top of the reference window (Figure 4).  
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Figure 4.  Selecting appropriate reference type for new EndNote record.
	Table 1. Field name cross-walk and formats (* means field is required in CalEDLN standard)

	EndNote Generic Field Names
	CalEDLN Project Description Record
	Type of entry
	Notes
	Example

	Author
	*Project lead
	free text; organization name or person name (firstname lastname) followed by comma
	An entity (person or organization) primarily responsible for implementing the project.
	Sonoma Ecology Center,

	Title
	*Project title
	free text
	The primary name given to the project or information resource.
	Arundo Eradication Project

	Secondary Author
	*Primary contact person
	Free text; person name (firstname lastname) followed by comma
	Primary person, possibly not the same as the project lead, who can be contacted regarding the project.
	Mark Newhouser,

	Secondary Title
	*Primary contact organization
	organization name
	Organization, possibly not the same as the project lead, who can be contacted regarding the project.
	Sonoma Ecology Center

	Number
	Location description
	free text
	A description of the location of the project, either as text, or a link to a resource 
	California coastal counties north of San Francisco Bay

	Pages
	Purpose
	free text
	A summary of the intentions of the project
	To eradicate arundo

	Section
	Supplemental information
	free text
	Other descriptive information about the project
	More information about the project 

	Tertiary Author
	Data contact
	Free text; person name (firstname lastname) followed by comma
	A contact for information about data produced by this project.
	Kasey Allen,

	Tertiary Title
	*Metadata contact
	Free text; person name (firstname lastname)
	Author of the metadata.
	Pat Stiefer

	Edition
	*Metadata standard
	Always use "CalEDLN"
	Standard to which this metadata was written
	CalEDLN

	Date
	*Metadata date
	Free text; use format yyyy-mm-dd
	The date this metadata record was written, format yyyy-mm-dd.
	2006-08-19

	Type of Work
	*Resource type
	term list (use Thesaurus~ keyword format)
	In project records, always use “CERES Resource Type: Projects”
	CERES Resource Type~ Projects

	Subsidiary Author
	Secondary contact
	Free text; person name (firstname lastname) followed by comma
	A second person or organization contact for this project.
	Deanne DiPietro,

	Alternate Title
	Project activity keywords
	term list (use Thesaurus~ keyword format)
	The nature of the work undertaken by the project, selected from a term list.
	NRPI Project Activity~ Conservation

	ISBN/ISSN
	Project habitat keywords
	term (use Thesaurus~ keyword format)
	The habitat or habitats the project is concerned with, selected from a term list.
	BAWP Habitat~ Freshwater Wetlands

	Original Publication
	Taxon keywords
	term list (use Thesaurus~ identifier [keyword] format)
	A taxon with which the project is concerned; selected from an online thesaurus, and linked to a term list.
	ITIS~ 41450 [Arundo donax  L.]

	Reviewed Item
	Legal mandate
	free text
	The laws or regulations the project is intended to address.
	Requirement of Wetlands Restoration Act of 1990

	Custom 1
	*Funder
	Free text; name (firstname lastname) or organization name
	The name of the entity (person or organization) providing support for the project.
	California Bay-Delta Authority

	Custom 2
	Funding status
	Term list, prescribed content;  use only descriptors found in term list ("Needed" or "Received" or "Unknown")
	Whether the funding has been received or is still sought; selected from a term list.
	Received

	Custom 3
	Funding amount
	number of dollars (no dollar-sign or commas)
	The dollar amount of a monetary contribution.  
	130000

	Custom 4
	Funding program type
	free text
	The program under which the funding has come --bond initiatives (e.g. Prop 50), charitable foundation programs, etc.
	Proposition 50

	Custom 5
	Grant ID
	free text
	The identifier used for the award in the funder's tracking system.
	CE-123456

	Custom 6
	Contribution type
	free text – some suggested terms in term list
	The nature of the financial, material, or logistical support for the project
	Cash; in-kind

	Custom 7
	Contribution notes
	free text
	Additional information describing the contribution.
	More information about the contribution

	Accession Number
	Project area size
	free text (number and unit of measure)
	The size or areal footprint of the project, including unit of measure.
	35 acres

	Label
	Progress
	Term list, prescribed content;  use only descriptors found in term list ("Complete" or "InProgress" or "Planned" or "Unknown")
	The state of the project, selected from a term list.
	InProgress

	Keywords
	Theme keywords
	term list (use Thesaurus~ keyword format)
	A topic describing the project, or information resource; selected from an online thesaurus, and linked to a term list.
	CERES Theme~ Invasive species

	Abstract
	Abstract
	free text
	narrative description of the project.
	 

	Notes
	Place keywords
	term list (use Thesaurus~ identifier [keyword] format)
	The location of the project, selected from an online gazetteer, and linked to a term list.
	GNIS~ 1779778 [California]

	URL
	Project homepage
	free text
	The primary public Web document describing the project
	www.teamarundo.org

	Link to PDF
	*Email
	free text
	Email of entity app
	info@sonomaecologycenter.org

	Access Date
	*Begin Date
	Term list and freetext date (use date in yyyy-mm-dd format, or “Unknown”)
	The beginning date of the project, format yyyy-mm-dd
	2000-04-01

	Last Modified Date
	*End Date
	Term list and freetext date (use date in yyyy-mm-dd format, or one of the words “Unknown”, or “Present”)
	The ending date of the project, format yyyy-mm-dd
	Present

	Translated Title
	 Address
	free text - mailing address
	Street number and name/PO Box number 
	P.O. Box 1486

	Name of Database
	 City ST ZIP
	free text (city, 2-letter ST abbr., zipcode
	Use commas between parts
	Eldridge, CA, 95431

	Database Provider
	*Voice telephone
	Free text, using format xxx-yyy-zzzz
	Voice telephone of entity appearing in Project lead field
	707-996-0712

	Language
	 Fax
	Free text, using format xxx-yyy-zzzz
	Fax telephone of entity appearing in Project lead field
	707-996-0713


CREATING A PROJECT METADATA RECORD 

This section will guide you through the content of each CalEDLN project field.  Always use data entry formats specified in Table 1 and additional text below.  Otherwise, your metadata record may be rejected by the XML validation software prior to publication on the aggregation site.

Enter data for required fields, and other fields that are relevant to your project.  You may also choose to enter only the required fields.  

Metadata Record Fields

“Author” Fields: 

 Any EndNote field containing “Author” in the corresponding Generic reference type field takes a little special attention, because EndNote has built-in formatting for bibliographic citations.  Enter personal names as “firstname lastname”, followed by a comma (,).  The name will be recorded in the term and you do not have to type it again.  In the CalEDLN Project reference type, the fields Project lead, Primary contact person, Data contact, and Secondary contact follow this pattern.  

Organization names in these fields should also be entered with the addition of a terminal comma.  This prevents unwanted restructuring of an organization name in the Author term list, and in certain outputs.  For example, “Sonoma Ecology Center” in Project lead field would become “Center, Sonoma Ecology” on output.  To prevent this, enter “Sonoma Ecology Center,”.

Other “name” Fields:  

To complete the CalEDLN Project description reference type, some personal or organization names must be entered into fields not governed by the Endnote built-in formatting for names.  These fields are Primary contact organization, Metadata contact, and Funder.  In these fields, enter “Firstname Lastname” for a personal name, or enter an organization name without adding a terminal comma.
All fields containing personal or organization names have been linked to the Author term list.

Fields Based on Formal Thesauri:
Thesauri, or controlled vocabularies, are the key to making your meaning clear, which is important in a data-sharing environment.  Links to recommended online thesauri for several fields are available at the Northbay Information Commons:

http://northbaycommons.net/standards/thesauri/
In the CalEDLN standard, thesaurus terms are always multi-part terms -- a source thesaurus name or abbreviation, followed by the keyword.  The delimiter between the two parts is the tilda (~). The general format is

Source~ keyword

The keyword part of a thesaurus term can also be composed of two parts where appropriate — a coded identifier followed by the keyword in [ ]s. 

Source~ identifier [keyword] 

All thesaurus-based fields have been associated with term lists in EndNote, so you only have to type or paste a term once into a field; the term list remembers what you typed, and even prompts you next time you start to type a similar word.  

During data entry, you can also open the term list by placing the cursor in the desired field, and typing “Cntl-1” keyboard combination.  You can then pick one or more terms to insert in the field you are editing.

The sample library you have obtained has term lists that have been pre-populated with example keywords.

When you add a thesaurus keyword to the term list in the EndNote record, you must use the two-part format prescribed for the field.  You should supply an abbreviated name for the thesaurus, and supply the keyword, and identifier if needed.  These shortcuts will be translated into the complete URIs for both thesaurus and keyword when your EndNote records are transformed into CalEDLN XML, so it’s important to use them correctly so they’ll be recognized by the translator program.

If a term seems to be in use only in your organization, you can still add it to your EndNote record, which will also add it to your term list.  To create the thesaurus-keyword pair, create a new thesaurus using the abbreviation for your organization in the source thesaurus, followed by the new term.  Since EndNote has been set up to accumulate terms as you edit, you are actually building a thesaurus for your organization.  You may also use free-text terms delimited by semi-colons, but these may be dropped from the CalEDLN standard record when you run the translator.

1. Resource type:  There will be only one source thesaurus for this field, the Resource Type thesaurus used by the CERES California Environmental Information Catalog.  For project records, the value for this field is always:
CERES Resource Type~ Projects

2. Project activity keywords and Project habitat keywords:  Term lists have been associated with each of these fields in EndNote.  Keywords are taken from a group of online thesauri for project activity or project habitats, found at the Northbay Information Commons:

http://northbaycommons.net/standards/thesauri
The format is always
Source~ keyword
Your sample library has a few example keywords already loaded in the term list.  If you don’t find the right term for your use, first check the thesauri at the Northbay Commons site.  Then if a suitable term is still not available, enter your own in this field, including your organization’s initials as the Source.  

Examples:

NRPI Project Activity~ Capacity Building

YourOrg Project Activity~ Information management
BAWP Habitat~ Valley Foothill Riparian

SFBJV Habitat~ Tidal marsh

3. Taxon Keywords:  A term list has been associated with this field in EndNote.  Keywords representing the scientific names of organisms are taken from online taxonomic resources, the Integrated Taxonomic Information System and the PLANTS database.  Web addresses for both of these are found at the Northbay Information Commons

http://northbaycommons.net/standards/thesauri
The format for scientific names is always 
Source~ identifier [keyword] 
The common name can also be included as another descriptor in this field by typing it in as free text. Always use a semi-colon (;) as a delimiter between keyword entries. 

Your sample library has a few example keywords already loaded in the term list.   If you prefer to use another authoritative taxonomy used by your organization, consider posting it to the Northbay Information Commons site.  

Examples:
PLANTS~ ARDO4 [Arundo donax]; giant cane; giant reed

ITIS~ 176210 [Rallus longirostris obsoletus]; California Clapper rail
There is a term list linked to this field, so as you enter terms they are accumulated, and you don’t have to type them in a second time.  

4. Theme Keywords:  Look up a keyword that generally describes the subject of the project, by entering a term from one of the theme thesauri found at the Northbay Information Commons,

http://northbaycommons.net/standards/thesauri
If your term is in the online thesaurus, you may also see a list of related terms, broader terms, or narrower terms.  Choose one or more descriptors that describe your project content.  The Theme keyword field is another 2-part descriptor.  
The format is always 
Source~ keyword
Examples:

CERES Theme~ Invasive species

GEMET~ Geographic information system

5. Place Keywords: Using GeoFinder

This online tool is used to look up special geographic controlled vocabulary terms.  A term list is linked to this field in EndNote, and will accumulate the new terms you enter.  Use one term that most accurately includes your project area.  This information will later be used to populate a geographic bounding box.
Start by looking up a place name in the GeoFinder geographic thesaurus, found online here:

http://casil.ucdavis.edu/cgi-bin/gb/geofinder
Figure 5 shows the first step.  Type the name of a place or a creek or even just one word (“Sonoma”), and press the button labeled “Match”.  
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Figure 5.  Using GeoFinder, step 1.
GeoFinder will then search for polygons and point locations that contain that word or phrase as a name attribute.  The example in Figure 5 returned names of some watershed polygons and some point locations, illustrated below in Figure 6.
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Figure 6.  Using GeoFinder, Step 2.

Next, click on the polygon or place name that you think might fit your project or information resource area.  In the example in Figure 6, Sonoma Creek(hsa) has been chosen.  This action brings you to the map below in Figure 7.
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Figure 7.  Using GeoFinder, Step 3.
Use the map in Figure 7 to find a polygon that best fits your project area.  You will input only one GeoFinder region from the CERES Catalog, so pick the most concise region that describes your project area. This could be a watershed, a county, a bioregion, etc.  If the map suggests that smaller areas might be a better geographic fit, “drill down” further by clicking on a sub-area to the left of the main map, until you find the polygon that fits best (see Figure 8).  

When you have found the best-fitting polygon or point location, you are ready to make a Place Keyword.

Place keyword is another 2-part descriptor using the format

Source~ identifier [keyword]
The Source, GeoFinder, is always referenced by the phrase “CERES Location”.  Create the Place keyword by copying the coded identifier, i.e., the content of circle 1 in Figure 7, below the big map.  Copy the content of circle 2, above the big map, and enclose it in [ ]s, as in the example above. You can copy/paste these words from your web browser directly into your EndNote field.  Here are some examples: 
CERES Location~ calwater22:02206.40 [Sonoma Creek (hsa)]

CERES Location~ counties:napa [Napa County]

CERES Location~ geoname:1004 [Alhambra Creek]
If nothing fits seems to fit, you could select a point-based feature name from the GNIS (Geographic Names Information System) terms suggested by GeoFinder (refer to Figure 6).  Or you can directly access the GNIS (go to the NBIC portal for the URL).  A term list is linked to the Place keyword field in EndNote, and will accumulate the new terms you enter, so you only need construct the location term once.
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Figure 8.  Using GeoFinder, “Drilling Down”.
Look-up Fields:

These fields are also associated with term lists in EndNote, but their content is limited to contents of a very short list of terms in the CalEDLN standard.   There are very short term lists linked to these fields. Using any other terms will result in an XML validation error.
1. Funding status: allowable content is limited to the following list.

Received

Needed

Unknown

2. Progress: allowable content is limited to the following list.

Planned

InProgress

Complete

Unknown

3. Begin date: this field must contain either a date, format yyyy-mm-dd, or the word “Unknown”.

2005-01-01

Unknown

4. End date: this field must contain either a date, format yyyy-mm-dd, or the word “Unknown” or “Present”.

2006-01-01

Unknown

Present

Other Fields: 
These fields are not based on thesauri or any other type of controlled vocabulary.  Some have specific formats. 

1. Location description:  A free text description of the location of the project, either as text, or a link to a resource
2. Purpose:  A free text summary of the intentions of the project
3. Supplemental information:  Additional information about this project, free text.
4. Metadata standard:   Always enter the word “CalEDLN”.  A term list was created for this field in EndNote, so you only have to type the letter “C” and the field is filled automatically.

5. Metadata date:  Always use the format “yyyy-mm-dd”.  Otherwise, your metadata record will be rejected by the XML validation software prior to publication.

6. Project area size:  Use a number followed by units of measure.

7. Contribution type: This field is free text but some possible content has been put into a term list in EndNote.
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