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Instructions 
This document guides extramural authors through the process of uploading a dataset to 
the EPA’s dataset metadata repository, the Environmental Dataset Gateway (EDG). 
This is intended to help extramural authors fulfill their public access requirement. 
 
The information gathered by the EDG is the metadata (a description of the data) for the 
underlying data that supports the scientific, peer reviewed publication. EDG does NOT 
collect the data itself. 
 
 

Table of Contents 
Instructions .................................................................................................................. 1 

Using the EPA Open Data Metadata Editor ................................................................. 2 

Mandatory and Optional Fields ................................................................................ 2 

Editor Instructions and Assistance ........................................................................... 3 

Saving Your Form .................................................................................................... 4 

Loading a Saved Form ............................................................................................. 6 

Submitting Your Form .............................................................................................. 8 

Edits After Submission ............................................................................................. 9 

Appendix A: Sample of a Completed Form ................................................................ 10 

 

  



Adding Metadata to EDG for EPA Public Access    

Page 2 
 

Using the EPA Open Data Metadata Editor 
Extramural authors use the EPA Open Data Metadata Editor to submit their metadata to 
the EDG. They can access the editor at: https://edg.epa.gov/epa-open-data-metadata-
editor/. 

Mandatory and Optional Fields 
Each empty field in the editor is designated as either mandatory or optional. 

 
Once you begin filling in a field and navigate away, the field will verify if your entry is 
valid or invalid. 

 
 

https://edg.epa.gov/epa-open-data-metadata-editor/
https://edg.epa.gov/epa-open-data-metadata-editor/
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Editor Instructions and Assistance 
The EPA Open Data Metadata Editor provides up-to-date instructions for each field in 
the form. You can assess these instructions by selecting the heading of each form field, 
as shown below. 

 

 
In addition to the form instructions, the table below contains a few other details that may 
be helpful about some of the form fields. 

Field Name Details 
Distribution Section This field lets you document each URL where the metadata, 

or parts of the metadata, are stored. If you have one URL 
that stores two different formats of the metadata (for 
example CSV and Excel), you need to create separate 
entries for each format. 

Keywords Fields There are four keyword fields in the form. Each form must 
have at least: 

• One keyword for the Place Keywords field 
• One keyword for the ISO Keywords field 
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• One keyword for the EPA Keywords field 
• Three keywords for the General Keywords field 

 
Place, ISO, and EPA Keyword fields must be entered by 
using the drop-down menus. However, the General 
Keywords must be typed in. 

Temporal Extent This refers to the time period when the data was collected or 
gathered. There isn’t an automatic calendar for this field. 
You can type in the dates. 

Update Frequency This field has two parts to it. First, there is a text field where 
you type a number. Second, there is a drop-down list where 
you select the appropriate period of time. For example: 2 
years. 

 

If you find you need additional assistance, please contact the EPA EDG team. 

 

Saving Your Form 
If you cannot complete the form in one visit, you can save the work you have done and 
return later. 

To save your form: 

1. In the top left of the window, select the EPA icon. 

 

mailto:edg@epa.gov
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2. In the drop-down menu, select Save. 

 
3. In the popup window, enter a file name. 
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4. Then, select the Download icon. 

 
5. The file will be downloaded to your device. 

Loading a Saved Form 
If you are returning to the EPA Open Data Metadata Editor and have a saved copy of 
your partially completed form, you have the option of loading the saved copy. 

To load a saved copy of your form: 

1. In the top left of the window, select the EPA icon. 
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2. In the drop-down menu, select Load. 

 
3. In the popup window, select Browse. 

 
4. In the new window, navigate to where your saved form is stored and select it. 
5. Then, select Open. 
6. Review the file if desired. 
7. To load the file into the EPA Open Data Metadata Editor, select the Edit icon. 
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The content from your saved file will be used to prepopulated the EPA Open Data 
Metadata Editor, and you can continue filling in the remaining fields. 

Submitting Your Form 
You can submit your form by selecting the Submit icon in the bottom right of the 
screen. 

 
If the form is not ready to be submitted, the Submit icon will be red instead of green. If 
you hover over the icon, a popup displays, saying “Document not valid yet. Please click 
for more info.” If you select the red Submit icon, you will receive a popup notification 
telling you why the form is invalid. 

If all the required fields are valid and you select the green Submit icon, you will receive 
the following Confirmation message: 
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If you select the Submit button, you will receive the following success message once 
your form is submitted: 

 
After you submit your form, a copy of the metadata record is sent to the EPA contact 
entered in the form. The contact must reply with a confirmation that they have reviewed 
the record and are the appropriate EPA point of contact.  

If the EDG team does not receive the email confirmation, they will attempt one follow-up 
email with the contact. If no confirmation is received within 2 weeks, the EDG team will 
ask for an alternate contact. A new contact must be provided, or the record will not be 
accepted. 

Once the metadata record is accepted, it is stored in the database. 

Edits After Submission 
If you realize you need to make an edit to your submitted metadata, reach out to the 
EPA EDG team with details on what file needs to be edited and what the edits should 
be. 

 

 

 

  

mailto:edg@epa.gov
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Appendix A: Sample of a Completed Form 
Below is a sample of a completed form in the EPA Open Data Metadata Editor. 
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