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INTRODUCTION
The purpose of this document is to provide step by step instructions for quickly viewing and working with
department metadata and glossary terms within the InfoSphere Information Governance Catalogue, or
IGC. Examples in this document are from the Student data metadata effort but can be applied to any
other metadata project.
The IGC is an authoritative dictionary of glossary and information assets that are used throughout an
organization, as defined by a business domain or area. It is a tool enabling creation, management, and
sharing of enterprise vocabulary, business terms and related data attributes within a centralized catalog.
The IGC supports the understanding of data asset business definitions, and allows users to shop for data
by searching for information that is meaningful to their department or area. Users can establish
collections of assets and run lineage reports to examine data flow between assets.
Tip: Before reading this document, it is highly recommended to review Appendix A for a glossary of basic
terminology used throughout this document and associated with the IGC.
GETTING STARTED
LOGGING IN TO THE IGC

1. Make sure that VPN is connected for remote or Wi-Fi use or if not directly on the UCSD network
2. Navigate to the IGC link using IE: https://igc.ucsd.edu/ibm/iis/igc/
3. When the IGC login screen appears, the Network/AD User ID and Password is required to login:
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4. Once successfully logged in, the IGC Welcome Page appears:

If issues are encountered while logging in, or questions arise after reviewing this document, please
contact: ITS-IGC@ucsd.edu
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NAVIGATION & SEARCHING FOR METADATA
Glossary Terms and other assets can be found quickly and easily by using the Search feature from the
blue menu bar found on each page, or by directly entering text into the Search bar from the Welcome
Page:

BASIC SEARCH
1. Enter a glossary term name, phrase or key words and click Search to retrieve search results:

2. When the search results return, click on a term name to view or edit the glossary term:
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ADVANCED SEARCH

For more advanced search options, such as to limit the results returned so that they only come from a
specific category or subcategory path, search for keywords in the short or long description, or filter out
deprecated terms:
1.

Select the Options link from the Search bar to display various search criteria before performing a
search

2.

Select any combination of advanced criteria, and enter desired term or key words before hitting
the Search button:
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LOCATING CATEGORY & SUBCATEGORY HIERARCHIES
Another method for finding glossary terms is by locating them within their respective category and
subcategory folders. These are meaningfully named folders representing a department or effort.
Before use, category folders need to be created in the IGC along with any applicable subcategory folders
reflecting how glossary terms are to best be categorized by the department and owners. They are the
containers for glossary terms. Each business area will need to determine what categories and
subcategories are most relevant. To locate a glossary term within the hierarchy:
1. Click the down arrow on the Glossary dropdown, found at the top blue menu bar:

2. Select Category Hierarchy from the Glossary menu:
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3. A list of existing top level Categories will appear, such as the one shown for Student:
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4. Expanding the Student category by clicking the + will display additional student data
subcategories and the glossary terms contained within those folders:
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THE ANATOMY OF AN IGC GLOSSARY TERM
Once a particular glossary term has been identified and opened for review, editing, or created for the
first time, take note of the various types of valuable information that are possible to collect within a
term. Glossary term properties include Short Description, Long Description, Code Values (listing of all
code, flag and indicator values where applicable), Examples of the data, Usage (descriptions regarding
the business and technical capacity for which the term is used) and Abbreviations.

Other glossary term properties such as Labels, Stewards, Governed by Rules, as well as those found in
the Associated Terms section are also important to include however these must first be identified and
added to the catalogue before being able to associate them with terms.
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Glossary term property descriptions:
Name
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Contains the proper full business, functional title of a glossary term.

Status

Provides an acceptance status of the term if:
Candidate - The term was suggested by a user and created by an administrator or an author.
Candidate is the default status for new terms.
Accepted - The term was approved by an administrator.
Standard - The term is in standard usage.
Deprecated - The term should not be used.
Note: Since the IGC Workflow is active and provides more in-depth audit capabilities, this
property may have low value except in the case of Deprecated. The IGC does not keep an audit
of deleted terms, therefore using the Status to mark a term as Deprecated is preferred.
Deprecated terms can also act as placeholders to route metadata consumers to refer to other
terms they may have been replaced by.

Parent Category –needs to be pre-defined and entered into the IGC prior to use

The parent category of the term - the folder under which a term resides. Is likely a subcategory
folder

Labels – needs to be pre-defined and entered into the IGC prior to use
These are Search tags

Steward – needs to be pre-defined and entered into IGC prior to use

Shows the high level user or groups of users who are responsible for the definition, purpose,
and use of assets in the metadata repository.

Short Description

Shows the short description of the term. A description describes the term. Short descriptions
are limited to 255 characters.

Long Description (see more on Long Descriptions at the bottom of Page 13)

Shows the long description of the term. A long description can contain additional information
that might be of interest to users who are browsing the category or to administrators and
authors who are setting its relationships to other objects. There is no limit on number of
characters for this field.

Usage

Shows how a term is typically used in a business environment.

Example

Shows an example of usage for the term.

Abbreviation

Shows the abbreviation of the term.

Alternate Abbreviation

Shows a second abbreviation of the term.

Synonyms

Shows a list of synonyms of this term.

Preferred Synonym

Provides the preferred synonym for this term.
Extended- Shows more extensive properties of the term.

Replaced By Term

Provides the glossary term that replaces this term.

Is Modifier
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Describes whether the primary purpose of the term is to provide descriptive information about
an asset. Is most relevant when associated with an information asset.

Type

Shows the classification of a term based on its use in an organization.

CREATING NEW CATEGORIES, SUBCATEGORIES AND GLOSSARY TERMS
If a user is assigned with an IGC role that allows editing, they will be able create new terms and make
changes to existing glossary terms and category/subcategories. Otherwise they will only be able to view
glossary terms and assets that have been published to the catalog.
TIP: See the workflow section for further information on Editor, Approver and Publisher roles in the IGC.
CREATING NEW GLOSSARY ASSETS
While terms and subcategory folders may have already be created and loaded into the IGC by an
administrator or other user, there may be cases where additions are still needed.
TIP: Before creating new glossary terms it is recommended to first search for the term in the catalog in
case it may have previously been added to the IGC by another user and using different nomenclature.
1. To create a new glossary term, select Create>>Term from the Glossary menu:
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2. Enter the name of the new glossary term, the parent category/subcategory folder and a short
description before saving or further editing it

For Editors: The minimal information needed to create a glossary term are Name and a Parent
Category (folder). Once a term is created, a Parent Category (or subcategory) can be changed by
removing the existing one and typing in the name of any existing folder.

TIP: Changing the Parent Category of a glossary term will automatically move it under the new Parent
Category folder. Some imported terms may be disorganized under incorrect subcategory folders, or
may need to be re categorized and can be moved in this way.
3. A new term can be opened to allow further metadata additions once it has initially been created. This
can be done by choosing the Save and Edit Details from the Save button sub menu

4. Once a new glossary term is created and open for editing, the long description needs to be added:

Long Descriptions
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Although the term editor does not force a user to add a Long Description, this kind of description is a
vital piece of an IGC glossary term and to the data governance process. An explicit descriptive that
offers a full explanation of a term goes a long way in supporting IT and other business areas. Please
review the UC San Diego Metadata Naming Definition Guidelines for detailed examples of weak vs
strong definitions. This document can be found on collab, the link to which can be found on the last
page of this document, in Appendix A.
If not already studied, see The Anatomy of an IGC Glossary Term section of this document which
provides more specifics regarding various glossary term metadata properties to include when
creating or editing glossary terms.
5. If a data steward feels a glossary term has passed the candidate stage and is ready for finalization,
the IGC has a workflow which can engage specified users to participate in the process of
creation/editing, reviewing, approving and publishing glossary terms. See the Workflow section of
this document for more information.
6. When editing is complete, the Save button will save all work and exit out of edit mode.

VIEWING AND EDITING EXISTING CATEGORIES, SUBCATEGORIES AND GLOSSARY TERMS
Note: The same process for viewing, creating and editing glossary terms applies to category and
subcategory folders.
1. Once a particular glossary asset has been created and located by a search; category, subcategory,
term descriptions, and other metadata can be viewed or modified by selecting either the Edit
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or the Pencil button while viewing a glossary term using the hover-over feature.

2. When in edit mode, various types of metadata about a category, subcategory or glossary term
(e.g.: descriptions, parent and referencing categories, examples, code values) become available for
user entry and updates.
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WORKFLOW
Since data is often governed by stewards and/or other committees, the IGC provides the ability to assign
certain subject matter experts (SMEs) and other designated authors to create and edit metadata
content. Others may be designated to approve and ultimately publish metadata content so that a larger
audience can benefit from viewing the approved business descriptions and other associated metadata
and assets.
The IGC has a component that facilitates the development of a catalog of glossary terms through a
workflow process before it is a published catalog. Identifying key resources involved in each step of the
process and what role they play is a necessary step by all data owners, stewards, and SMEs before
working on building a catalog of business glossary descriptions.
IGC Workflow roles include Editor; Reviewer; Approver; and Publisher with the following functions:

The above Workflow roles also represent sequential steps in the process respectively, as first a glossary
term must be created or edited, reviewed, approved and then finally published before it can be
available in the Catalog.
Any user who has been granted workflow permissions may be assigned one or more role from the above
functions depending on what the steward determines is the best and feasible way to approch
maintaining their metadata. It is up to each team to establish their workflow process and identify those
who should be activley involved in each step and what role they will play.
When an Editor or other person with an assigned role in the IGC workflow logs in to the IGC, an option
of either Catalog or Glossary Development will be available for selection, as shown below:
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To create, edit, approve, or publish glossary terms in the IGC, the Glossary Development option must be
selected. Otherwise the Catalog selection permits only the viewing of published metadata.
Those with read only access to the IGC will only see the main published Catalog, and will only be able to
view glossary terms once they have been created, approved and published.
TIP: Always save any changes after creating or editing a glossary term and before moving it to another
step in the workflow.
EDITING
An Editor, assigned by a data steward or other data owner to create and edit IGC glossary terms will be
able to create, edit, discard and route terms to an assigned person with Reviewer and/or Approver
privileges. See the Creating New Categories, Subcategories and Glossary Terms section in the document
for guidance on how to create and edit IGC glossary assets.
1. Once a glossary asset has been created or edited, and considered ready to be approved, it must be
saved before being routed for approval:
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2

To route a term to be approved for publishing, select the Send for Approval button:

3. The ability to add a comment for the Approver is provided. Add a comment if desired and click OK.

4. After clicking the Send for Approval button, the term appears as follows without the Send for

Approval button option. The Editor may only return the glossary term to draft

18

8/25/2016

APPROVING
1. Once routed for approval, a glossary term displays the buttons shown below. Those with an
Approver only role can approve, return a glossary term back to draft, or add a comment. They
cannot edit a glossary term however.

2. If a workflow user has been granted both Editor and Approver roles, they will view both types of

buttons and be able to perform their functions in the IGC:
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3. If an Approver does not feel a glossary term set for approval is ready for publishing, they can
return the term to draft and include a comment to the Editor regarding what changes are
needed:

4. The editor will then be able to see the comments from the Approver, and that the term was
reverted back to editing mode. The Editor can then make updates to the glossary term and
resend the glossary term for approval by again using the Send for Approval button after saving
changes:
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PUBLISHING
Approving allows glossary terms to move to the final step in the workflow and be published to the
catalog so that users can view them in the IGC Catalog. An Editor or Approver may also be assigned to
perform final publishing or there may be another person assigned expressly to perform this task.
A Publisher is granted the ability to Publish glossary assets, but unless they also are given editing or
approving rights they will not be able to edit, approve or return a glossary asset back to draft for further
editing. They will only be able to view, publish (once approved) or add a comment to a glossary term

For auditing purposes all workflow activity is saved at the bottom of each term, including all comments.
REVIEWER
All workflow users can view glossary terms while in development, however If one is only a Reviewer
they will be limited to only be able to view and comment on a glossary term while it is in the status of
draft or pending approval mode
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While a Reviewer will not be able to perform approvals, edits, or publishing, they can add comments
and contribute content to glossary terms by using the Add Comment button, or by contacting the
stewards using the email envelope icon found at the upper right hand corner of all glossary term pages.
Clicking this icon will initiate an email through Outlook, automatically addressed to the data stewards
listed on the glossary term page:
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BATCH EDIT, APPROVE AND PUBLISH FEATURE
The IGC provides the ability to edit, approve and publish groups of glossary assets. To perform these,
locate the Develop sub-menu from the main Glossary drop down menu:

Choose Draft Assets to route a group of terms for approval or edit them by either checking terms
individually to the left of the term name, or by using the Select drop down to select all of the assets:
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Editing in batch provides various properties that can be applied to each selected term

Choose Assets Pending Approval to approve a group of selected assets:
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Or Choose Approved Assets to publish a selected group of approved assets:
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APPENDIX A – DOCUMENT GLOSSARY
Below are definitions of common IGC elements:
Assets:

The IGC considers all metadata elements as assets. It classifies two primary types of
metadata as being either a glossary or descriptive asset, or an information asset,
being what is more commonly understood as a structural metadata asset. Glossary
assets include business names, term descriptions, categories, information
governance policies, and information governance rules. Information assets are
physical elements such as database schemas, tables, columns, BI reports and their
queries, etc. Structural metadata or Information Asset metadata can be added to
the IGC and linked to relevant glossary assets, providing data lineage and big picture
views of how assets are connected.

Category:

Categories are high level, user defined and created business subject areas that can
contain applicable glossary assets. These are created so that the assets can be
organized into meaningful groupings. Before creating categories in the IGC, subject
matter experts may need define all applicable category and subcategories (see
Subcategory definition) relative to their business area. Categories are represented
by folders in the IGC e.g.: all Student metadata falls under a high level category
called Student:

Glossary:

As stated under Assets, the IGC glossary is a collection of Categories, business
names (glossary terms) and descriptions, governance polices and rules.

Label:

Labels are simple descriptors for glossary assets that have something in common
and are meaningful to an enterprise and those administering the IGC. They user
defined. Labels can be used to search and filter by a group of labeled terms or other
assets. Labels can be useful for versioning and tagging assets for a particular
purpose or significance. They are also very helpful for administrative use in that one
can tag glossary assets as new, already reviewed, part of a particular effort or
version, etc.

Owner:

A data owner is a senior level person or committee ultimately responsible for the
overall generation and consumption of data.

Steward:

A data steward is someone involved in the ongoing, daily maintenance of specific
data systems, and who maintains integrity towards the data under their area.
Stewards hold accountability and exert administration of business rules upon data.
They are ultimately responsible for establishing quality expectations and ensuring
that these are met. In the IGC, stewards are users or groups of users who have
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authorship roles and are responsible for the definition, purpose, and use of assets in
the catalog.
Subcategory:

As with categories, subcategories provide the ability to further group specific
metadata within a category. Subcategories are also represented as folders in the
IGC, found under a category or other subcategory. E.g.: Student data subcategories
such as Academic History and Academic Advising fall under the high level Student
category:

TIP: It is advisable to limit subcategories to a maximum of 2 levels beyond a main
category. This will minimize maintenance of such subcategories and their contained
assets.
Term/
Glossary Term/
Glossary Assets: Terms, or glossary terms are used interchangeably in this document and are
synonymous with what is considered descriptive metadata. Glossary terms are
often placed under a relevant glossary subject area category and subcategory
structure e.g.: a term such as Department Honors may fall under an Academic
Honors subcategory, which falls under a high level Category called Student.
Glossary terms are definitions of business nomenclature, such as grade point
average, an academic quarter or department. A glossary term may also reference or
be a counterpart to a data attribute such as a code or date column.

Note: A glossary term description is a vital part of data governance, and is ideally meant to provide
the clearest business understanding for a consumer. Terms are best created without acronyms,
vague inferences or assumptions that the reader and consumer of the information already knows the
full process and meaning of a term and its subject area.
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For further guidance on naming conventions and approaching creation of glossary term
descriptions/definitions, see page 14 for more information on long descriptions for glossary terms, as
well as the UC San Diego Metadata Naming Definition Guidelines found on the bottom of the
following data governance collab page:
https://collab.ucsd.edu/pages/viewpage.action?title=Data+Governance&spaceKey=EASG
TIP: If not already provisioned for access to the data governance collab page, please make a request
through the IT Helpdesk.
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