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Best Practice for Adding Metadata to Documents 
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Overview 
The purpose of this section is to help Web Content Authors and Editors 

understand how to put metadata into documents for the Web. We ask  division 
and offices to fill in this information because you  know your offices and divisions  
better than us. 

Metadata on documents serves the same purpose as placing metadata into a 
Microsoft Content Management System (MCMS) page. Placing metadata in 
documents, enhances the ability of search to find the documents.. When you 
search on a specific word, phrase, etc. the search engine  also looks through all 
the documents available on our sites.  

If you have suggestions, questions or comments about this information, contact 
the OKDHS Web Content Management Unit at (405) 521-3027 or by e-mail at 
WebContent@OKDHS.org. 

Microsoft Word 

File Menu 
Once you have opened a new document or an existing document, you will need 
to go to the File menu at the top left corner of your Word toolbar.  

Next, you will need to select Properties from the menu. This will bring up the 
document summary screen. 
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Adding the Metadata 
In the document summary screen you, will need to fill in the information for the 
Title, Subject, Author, Company and Keywords. The following information will be 
the same process for both the OKDHS Internet and Intranet (InfoNet).  

• Title: The title of your document will be what shows on the cover page or 
in the footer.  

• Subject: Should be a single sentence describing what the document is. 
The document subject description you place into the document will be 
seen when search pulls the document.  

o When creating a description meta tag, the phrase “the Oklahoma 
Department of Human Services (OKDHS)” must be retained in the 
description.

• Author: This will be the division or office that created the document (i.e. 
Oklahoma Child Support Services (OCSS)).  

• Company: Will always be “Oklahoma Department of Human Services 
(OKDHS)” 

• Keywords: Are words or phrases a person uses to search the Web site 
o When creating keywords,, the words “Oklahoma, human services, 

okdhs, dhs, state government,” must be included in the keywords.  
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Once all the steps above have been completed select, “OK.” 
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Microsoft Excel 

File Menu 
Once you have opened a new or existing document, you will need to go to the 
File menu at the top left corner of your Excel toolbar.  

Next, you will need to select Properties from the menu. This will bring up the 
document summary screen. 
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Adding the Metadata 
In the document summary tab,  you will need to fill in the information for the Title, 
Subject, Author, Company and Keywords. The following information will be the 
same process for both the OKDHS Internet and Intranet (InfoNet). 

• Title: The title of your document will be what is shows on the cover page 
or in the footer.  

• Subject: Should be a single sentence describing what the document is. 
The document description you place into the document will be seen when 
search pulls the document.  

o When creating a description meta tag, the phrase “the Oklahoma 
Department of Human Services (OKDHS)” must be retained in the 
description.

• Author: This will be the division or office that created the document (i.e. 
Oklahoma Child Support Services (OCSS)).  

• Company: Will always be “Oklahoma Department of Human Services 
(OKDHS)” 

• Keywords: Are words or phrases a person uses to search the Web site.  
o When creating keywords,, the words “Oklahoma, human services, 

okdhs, dhs, state government,” must be included in the keywords. 
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Once all the steps above have been completed select, “OK” 
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Adobe PDF 

File Menu 
Once you have opened the document, you will need to go to the File menu at the 
top left corner of your PDF document. 

Next, you will need to select Properties from the menu. This will bring up the 
document properties screen. 
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Adding the Metadata 
In the document description tab screen, you will need to fill in the information for 
the Title, Subject, Author, Company and Keywords. The following information will 
be the same process for both the OKDHS Internet and Intranet (InfoNet). 

• Title: The title of your document will be what is shows on the cover page 
or in the footer.  

• Subject: Should be a single sentence describing what the document is. 
The document description you place into the document will be seen when 
search pulls the document.  

o When creating a description meta tag, the phrase “the Oklahoma 
Department of Human Services (OKDHS)” must be retained in the 
description.

• Author: This will be the division or office that created the document (i.e. 
Oklahoma Child Support Services (OCSS)).  

• Company: Will always be “Oklahoma Department of Human Services 
(OKDHS)” 

• Keywords: Are words or phrases a person uses to search the Web site.  
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o When creating keywords, the words “Oklahoma, human services, 
okdhs, dhs, state government,” must be included in the keywords. 

Additional Metadata 
You will see the information you placed into the document properties once you 
select the additional metadata button. You will need to complete two additional 
lines for the PDF. 

• Description Writer: This should be your first initial period and last name 
(K.Favaloro) of the writer.

• Copyright Status:  These settings are different for the Internet and 
InfoNet for OKDHS.

o Internet: You will need to go to the Copyright Status dropdown and 
select  “Public Domain” then, in the Copyright Info URL, you will 
need to place the following link into this line: 
http://www.okdhs.org/notices/copyright.htm

o InfoNet: You will need to go to the Copyright Status dropdown and 
select  “Unknown” then in the Copyright Info URL, you will need to 

11

http://www.okdhs.org/notices/copyright.htm


place the following link into this line: 
http:infonet/policies/docs/copyright.html 

Once all the steps above have been completed select, “OK” 

Completed Documents 
Please e-mail your documents to WebContent@OKDHS.org. 
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