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Using the VCGI Generic metadata template with your data. Using the template "VTGeoDataPortal_ORGNAME_Metadata_template.txt" will help to semi-automate the creation of metadata for your data layers by pre-populating those fields necessary when disseminating the data on the VT Open GeoData Portal. The ArcCatalog 10+ metadata editor can export to the .xml, .txt and .html formats BUT it is buggy AND it can only import the XML format.  However XML is really hard to edit, so we will continue to use TXT as the master format for all metadata, and therefore you should edit the TXT version and generate the .xml, and .html from the TXT using MP.exe (metadata parser): https://www.fgdc.gov/dataandservices/getmeta .
1. Make a copy of the VTGeoDataPortal_ORGNAME_Metadata_template.txt (or other .txt template, if appropriate) metadata template 
2. Rename to match your layer naming convention (eg: BoundaryOther_BNDHASH.txt). 
3. Begin editing.

4. Use Metadata Parser to create XML version of the metadata.
5. Import XML info feature data set and its feature classes using ArcCatalog.

