Collateral Metadata Form for MARCO Requests
Content owners submitting collateral content publishing requests via the MARCO tool must provide all metadata specified below.
CONTENT OWNERS:  Use the following form to enter your metadata. Include this completed form with any marketing collateral content submitted for posting on Cisco.com via the MARCO tool. 

DEVELOPERS: Concept and docType metadata tags map to “Category” and “Info Type” in Documentum Web Publisher (WP). The description metadata tag maps to the “Meta Tag Description” field in Documentum Web Publisher.
	Enter metadata content after each label

	Title:  {
[Visio Stencil for Switches - Catalyst 4500-4700] 
Description:
 [Microsoft Visio equipment shapes used in Visio drawings for Switches - Catalyst 4500-4700 designs]
Access Level: [Guest, Customer, Partner] 
DocType
: [Microsoft Visio stencil .vss file] 
Concept:
 {Cisco Visio Icons and Stencils for network documentation and diagrams] 
Date: [Does the Date attribute need updating? YES] 




Metadata Details

· Title—Append the general document type to the document title 
· Description—Limit of 164 characters (maximum used by search engines); benefit statement if possible (typically repeats/summarizes document content). Should include primary keyword term for document.  Submit description to collateral editing for review prior to making MARCO request.
· Access Level—Guest, Customer, or Partner. Specify all that apply.

· DocType—DocType maps to the “Info Type” attribute in Documentum WP and in the MDF Vocabulary Browser. Info Type is required to ensure Documentum WP automation will apply metadata.  
· Concept—MDF concept maps to “Category” in Documentum WP. Category is required to ensure Documentum WP automation will apply metadata. The “concept” metadata tag is derived from the “Site Area Vocabularies” (such as Products and Networking Solutions) in the MDF Browser Vocabulary.
· Date—The Date attribute must be specifically changed in the publishing tool. If you choose “No,” the date is retained from the prior (typically original) publishing event. Choose “Yes” for any significant update.

Link to MDF Vocabulary Browser:  http://docweb-prod-2.cisco.com:8282/mdfbrowser/servlet/MDFYacsBrowser 

Important Notes

· This form assumes publishing of collateral to the U.S. site; all required metadata will be automatically applied via the publishing system when doctype and concept are specified in Documentum WP (including date, country, language, contentType, and all those listed above). If publishing to a Cisco global website or if you have questions regarding metadata options, please work with your site strategist to determine appropriate values. 
· For more information regarding collateral metadata implementation, refer to the following Ciscopedia “Metadata for Marketing Collateral” page at http://ciscopedia.cisco.com/display/cpda/Metadata+for+Marketing+Collateral.
· If no specific concept or doctype is associated with your publication, you must integrate metadata manually. Refer to the metadata Ciscopedia page (http://ciscopedia.cisco.com/display/cpda/Metadata+for+Marketing+Collateral) for resources describing alternatives for applying metadata to production files.
�Example: Cisco Nexus 7000 Series Switch Data Sheet.


�Best Practice Notes for Description:





 Make this a unique sentence that has the most important keywords in it 


 Include most important terms in document as close to the beginning of the sentence as possible


 Provide user with a reason they would want to click on this document


 State product/solution/service benefit, brief and energetic, can repeat or summarize document content. 


 Do not repeat html page title or meta title


 Do not stuff it with keywords (read out loud to see if it sounds funny)


 Do not exceed 164 characters 





�Examples: Products Data Sheet, Networking Solutions White Paper, Products Case Study, Product At-a-Glance, Networking Solution Solution Overview, Products Partner Resource


�Examples: Cisco 800 Series Routers, Cisco VXI: Desktop Virtualization, Private Cloud
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