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PART 1
INTRODUCTION
Want to add a record to VITA but don’t have a digital file for it? No problem. VITA accommodates data
capture without having to upload a digital file. The process for creating a record in VITA without a file is
basically the same as the workflow for when there is a digital file attached, the main difference is in how
you start the process of creating the record.
*Note: You can also use this option to create a record for a fragment of a larger part of your collection,
like a clipping from a publication—i.e. to create a record without a scan or digital file. For more
information, see the Multipage Text Documents or Newspapers, Clippings and Indexes manuals on the
VITA Toolkit Help site.

PART 2
STEP 1: GETTING STARTED
As with all actions in VITA, you will start from the dashboard. As we are creating a record without a file,
we are going to the Manage Add records area of the dashboard and clicking on without a file
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This takes us to our first screen where we can start creating our record

*Note that Image is chosen as the media type. This is the default setting, so you must make
sure to choose the correct media type for the record you are creating.
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STEP 2: CREATING THE RECORD

On the Add Records without file screen, enter the Title of the object, then choose the
appropriate Media type. In this instance it is a book we are creating a record for; therefore,
Text would be the appropriate Media Type for this object.
We have chosen Text as VITA needs to know what type of record is being created so that it can
trigger the right template, which in turn will contain the fields you will need in order to describe
the object. Remember, the default for Media Type is Image, so make sure you have checked
off the correct type for the object.

Don’t forget that you can also create records for things like clippings from a publication that is
already in your collection, but for which you have no digital file. To do this, you follow the same
process, i.e., click on Add record without file on the dashboard, enter the Title of the object,
then enter the Title of the Publication to which the clipping or fragment belongs.
If a record for the publication already exists, then simply typing in the first letter should result
in a drop-down list containing all the Newspaper publications in your collection – simply click
on the appropriate one
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Then, enter the clipping’s publication date, and choose Newspaper as the Media Type. Once
this is all entered click on Add Record.
If the newspaper publication is not part of your collection, you can easily add it in, or simply
add the publication’s title in the Publication Title field. The Newspapers, Clippings and Indexes
manual on the VITA Toolkit Help site has more information on how to add and manage
Newspapers.

*Note: In VITA, Publication always refers to Newspapers. It does not refer to books,
magazines, periodicals etc. You may indicate these as Item types once the initial record has
been created.
Once you have clicked on Add Record, you will land on VITA’s data management page where
you can continue to add metadata to the record.
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See the Adding and Managing Records manual on the VITA Toolkit Help site for more
information on how to use VITA’s data management screens.
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