Document Properties Information Procedure

Required for Proper Search Engine Indexing and Historical Info. 
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All documents to be placed on the NJDOT Public Internet and Employee Intranet must have the document "properties" section completed to identify the document title, subject, author, manager, company and key words. 

Why is this information necessary?
IT Web Development is requiring all documents to have the document properties section completed before information is placed on the web servers for searching purposes. The information you provide in the document "properties" is used by the search engines to locate the information by subject, title or key words. It is also particularly helpful when trying to locate subject files on your PC hard drive. 

All documents created by the Department should include this information for historical purposes and to trace the Division or Bureau and the author responsible for the document. It is especially important to provide this information when creating important documents such as the Department's policies and procedures and publications. 

Identification of documents without this information
Documents on the public and Employee Intranet web servers that lack the required document properties must be corrected for proper search engine indexing. All offices are highly encouraged to review and complete all properties information for files already on the web servers. 
How to add document property information: 
· Microsoft Procedures and Examples (doc, dot, rtf, html, xls, ppt ...etc) 

· ScanSoft PDF Converter Procedures & Examples (for pdf files) *
- Follow the same procedure as the Microsoft link above with the exception of locating the Document Properties box.

1. Open the document in ScanSoft PDF Converter.
2. Select "Document" then "Properties" and then "Summary" in the menu bar.
3. Labeling the Title, Author, Subject and Keywords is the same as the Document Properties within the Microsoft example. (Manager and Company are not included in the PDF Document Properties) 

Helpful Tips: 

To display your correct name in the "Author" section in MS Word
(instead of your Novell ID): 

1. Open MS Word 

2. Choose "Tools" then "Options" 

3. Click on the "User Information" tab 

4. Type your first and last name in the name field and include your correct initials, and provide your address is so desired. 

5. Click "OK" to accept the settings and close the dialog box. 

To automatically set MS Word to open "Document Properties" before saving a "NEW" document (will ONLY pop-up the first time a new document is created): 
1. Open MS Word 

2. Select "Tools" then "Options" 

3. Click on "Save" tab. 

4. Check the option that reads: "Prompt for document properties" 

5. Click "OK" to accept the settings and close the dialog box
Here's an example of what should be contained in the "Document Properties" for a typical Quarterly progress Report:

Motorcycle Crash Analysis 
Title: > should be our unit ....> "NJDOT Bureau of Research" 

Author: > should be the PI..... > Edward S. safety, Ph.D.

Subject: > should be  .....>  NJDOT Motorcycle Crash Analysis Progress Report - 01/01/09 - 03/31//09  

Keywords: ...> should be .....> NJDOT Motorcycle Crash Analysis Progress Report, 01/01/09 - 03/31//09, RFP NUMBER: 2008-17, TASK ORDER NUMBER: 12

