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Guidelines for sharing metadata and 
data in ILGE TNA/NOA program



Introduction to data & metadata sharing
• FAIR Data Commitment: ILGE TNA/NOA program upholds a FAIR data policy to ensure data is findable, accessible, 

interoperable, and reusable


• Metadata Requirement: a metadata file (in XML format) is essential for report completion and access program 
reimbursement


• Using GFZ Metadata Editor: the XML metadata file must be generated via the GFZ Metadata Editor


• Version Control: metadata must be created even if data are unprocessed. Initial details such as sample type, location, 
type of analyses should be included. Updates can be made later


• Dataset Publication: complete datasets include metadata, data description files, and the data itself. For reporting 
purposes, submitting metadata is sufficient initially. However, users will be required to submit the data description files 
and the data itself at a later stage. In case of an embargo, a copy of the data must still be submitted, but the data will 
only be shared after the embargo period ends


• Linking to Publications: datasets can be linked to publications at a later stage

Please refer to the ILGE Data Policy for more information

https://ilge.ct.ingv.it/documents/ILGE_Data%20Policy.pdf


The GFZ metadata editor: overview 



mandatory fields

optional fields, but it is 
recommended to fill them in  

for completeness and easier 
discovery of the dataset.

save a file in .xml format to your 
local hard drive.


Note: The metadata editor uses 
cookies to save the most recent 

state when you return to the 
site.

clear all fields

upload a previously saved 
.xml file
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Resource Information 

DOI: it will be generated during the publication process → no need to fill in this field.

Title: self-explaining; it should clearly reference the publication of a dataset (and not a scientific article). 

• Supplement to “Synchronization of great subduction megathrust earthquakes: Insights from scale model analysis” 
• Experimental and model data of aggregate compaction by pressure solution 
• Paleomagnetic dataset of the marine Badenian reference section Ugljevik in Bosnia-Herzegovina (Middle Miocene, Pannonian basin, Central Paratethys).   

Resource Type: different options (e.g., software, image, model, collection), but most likely the correct choice is "dataset."

Year: year when the data was or will be made publicly available. In case of an embargo, use the date when the embargo ends. 

Language of dataset: Different options are available, but the scientific community primarily uses English.



Licences & Rights

Licence:  Specifies the conditions under which the dataset is made available online

1. CC Attribution (BY): Allows the data to be used, modified, and redistributed, provided that the author is credited

2. CC Attribution share alike (BY-SA): Similar to CC BY, but the data must be redistributed under the same license

3. CC 1.0 Universal (CC0): essentially a waiver of copyright rights. Once in effect, the data becomes public domain and can be 

used by anyone without restrictions or obligations
recommended 

(version 4.0)



Authors & Contributors  

Lastname & Firstname:  surname and given name of the author/contributor.
Author (or contributors) ID Type & Author (or contributors) Identifier (ID): ORCID, INSI, Researcher ID, Scopus 
Affiliation: affiliation of the author/contributor
Role: position of the author/contributor in the production of the dataset.

• Authors ≠ Contributors although the fields to be filled are the same

• Authors refer to individuals involved in the production of the data or the authors of the publication (listed in order of priority).

• Contributors allow for the recognition of additional people (or institutions) associated with the data who are not typically listed as authors.

• Authors appear in the reference list, while contributors do not, but they are still searchable.

individual with knowledge on how to access, troubleshoot, 
or otherwise manage issues related to the resource.

individual responsible for identifying, 
collecting, and compiling the data according 

to the guidelines set by the author or 
Principal Investigator (PI).

individual designated as the head of the 
project team for the development of the 

resource.

Person without a specifically defined role in the development of the 
resource, but whom the author wishes to recognize (e.g., intellectual 

mentor or individual with intellectual leadership in the field of the 
publication).

Person involved in the analysis of the data or results (e.g., intern, 
trainee, or someone who contributed to the research but was 

not significant enough to be listed as an author).

• it is possible to select multiple roles for the same person.



Contact person

Lastname & Firstname:  surname and given name of the contact person

Email: email address of the contact person

Affiliation: affiliation of the contact person

• Person with knowledge on how to access, troubleshoot, or otherwise manage issues related to the resource. 

• This can be interpreted as the "corresponding author" in publications. 

• It can also be an institution. 

• This field is not mandatory, but it is strongly recommended.

Position: role of the contact person within the institution (e.g., PhD student, researcher, Associate Professor, Full Professor, etc.)

Website:  link to the website 



Originating lab

Name: dropdown menu with the names of laboratories affiliated with EPOS MSL

• this field is not mandatory, but it is strongly recommended.



Descriptions

Type: dropdown menu with the type of information being entered
Description: fill with text

A brief description of the resource and the context in which it was created. The abstract 
should be understandable to a broader scientifi







Methodology used in the study 
(recommended but not mandatory)

• mandatory field



Keywords
• various vocabularies available for different communities affiliated with EPOS MSL



submenu

to add a keyword

search functionality 

within the vocabularies

• various vocabularies available for different communities affiliated with EPOS MSL

Keywords



• NASA vocabulary: If possible, add keywords to enhance the discoverability of the dataset

• Free-text keywords: Option to enter free-text keywords

Keywords



Temporal & Spatial coverage

• Latitude and Longitude values must be entered in decimal degrees with at least four decimal places (DD.dddd). 

• For samples: enter only the minimum latitude and longitude.

• For regions: include both minimum and maximum values.

• Northern latitudes and eastern longitudes are positive, while southern latitudes and western longitudes are negative. For global datasets, you can use the 

following values: -90/90 for latitude and -180/180 for longitude.

Latitude and Longitude: latitude and longitude of the region where the data were collected or where the data are focused

Description: enter additional information such as the names of the samples, the drilling site, core, etc.

Date/Time: enter additional information about when the data were collected



• Latitude and Longitude values must be entered in decimal degrees with at least four decimal places (DD.dddd). 

• For samples: enter only the minimum latitude and longitude.

• For regions: include both minimum and maximum values.

• Northern latitudes and eastern longitudes are positive, while southern latitudes and western longitudes are negative. For global datasets, you can use the 

following values: -90/90 for latitude and -180/180 for longitude.

Latitude and Longitude: latitude and longitude of the region where the data were collected or where the data are focused

Description: enter additional information such as the names of the samples, the drilling site, core, etc.

Date/Time: enter additional information about when the data were collected

draw a rectangular region

indicate a specifi


fi



Temporal & Spatial coverage



Dates

Created: the date when the dataset was finalized

Embargo: the date when the embargo ends

Valid:  the time period during which the dataset is accurate 



Related work 

Relation: dropdown menu with different options to indicate the relationship of the dataset to other works

Type: dropdown menu with different options to indicate the type of identifier, e.g., DOI

Identifier: Identifier string of the work with which the dataset is related 

the dataset is cited in a 
publication.

the dataset cites other works.

the dataset is supplementary material to a 
publication.



Funding reference

Funder: dropdown menu with different options to indicate the source of the funding that supported the development of the dataset

Funder ID & Funder ID Type: these fields are automatically populated once the funder is selected

Grant number & grant name: fields to indicate the number and name of the grant



Useful links

‣GFZ Data Services: https://bib.telegrafenberg.de/dataservices/


‣Metadata Editor: https://dataservices.gfz-potsdam.de/msl/


‣ Publication instructions: https://bib.telegrafenberg.de/fileadmin/dataservices.gfz-potsdam.de/
Downloads/publication-instructions.pdf


‣ Explanation for metadata fields: https://gfzpublic.gfz-potsdam.de/pubman/faces/
ViewItemOverviewPage.jsp?itemId=item_5009874
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