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Add/Edit Issue (multiple files) 
 
Add new Issue 
From main menu select “Add Issue” 
 
Step 1: Issue Information 
 
The information on the screen is gathered to establish the relationship between 
an issue and it's parent publication as well as the issue date of publication. 
 
On the Add Issue screen, any title assigned as media type Newspaper and 
created by any agency will appear in the drop down box.  
 
Note: You can only add issues to publication titles managed by your agency. 
  

 
 
If your agency has added publication titles, they can be assigned as a quick list 
by the site administrator to display on this screen. (See VITA Agency 
Management, Section 6).  
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Publication Title: Start typing the Newspaper Title for existing publications. 
Select title and an ID number will automatically display in the input box. *If the 
title does not exist, return to the main menu and Add Publication. 
Publication Date (of Issue): Add the plain date of the Issue you are uploading. 
This will be translated into a machine-readable date, for sorting and ordering 
purposes, and into a human-readable display date 
Display Date: Don't fill this in unless you have to, i.e. the issue is named “Spring 
1984” not a specific date 
Why? By using just the Publication date, your display will be enabled for 
multilingual transformation, whereas the Display date will remain as it is written. 
 

 
For issues where every page is a separate file (JPG + TXT or individual PDFs), 
choose Multiple Files option.  
 
If you are uploading a single PDF, see the “Add issue from single PDF” manual. 
 
Then click "Add" 
 
Step 2: File name and display size 
 
File name 
 
First, "Strip" the file name in preparation for page labeling by providing the 
common or "constant" parts of the file names for all the issue files you are 
uploading. Do not include preceding zeros from the file name as these will be 
stripped out automatically. 
 
E.g. the file names for my issue files all include "MarkdaleStd-1882-1884-R2_" 
and all the files are JPGs, so the extension is ".jpg" 
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On the Step 2 screen, include the constants in the Prefix and Suffix input boxes: 
 

 
 
Change file size 
 
Determine the display sizes for your newspaper pages 
 
If you have optimized the page images for your newspaper page display click 
"No"; the default is "Yes" and allows the tool to automatically resize your image 
files to display at the selected size. 
 
If you select "Yes", choose what display width will present best for the page 
content you are working with. Default is 1000px wide. 
 
All Page files in VITA display with a pan-zoom viewer, but for dense broadleaf or 
6-8 column papers, it is better if the resize is larger than smaller so the zoom 
function has some depth for the end user. 
 

 
 
Then click "Add" 
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Step 3: Multipart Upload 
 
The next screen is for batch uploads. 
 
Click “Add files” and browse for the page files. 
Use Command or Ctrl + click to select multiple files from your hard drive. 
 

	  
	  
Click the  "Start upload" button at the top of the screen to load all the files at 
once. Watch the status bars fill until all are 100% and the list collapses and a 
Complete button appears. 
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Step 4: Confirmation screen 
 
The following screen provides a real-time view of the page and snippet of any 
extracted text. 
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Once all the pages have been confirmed, scroll to the bottom of the screen and 
click “Continue…” 
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On the File/tech data screen, you can review the files you’ve associated. The 
labels are created from the inconsistent parts of the original file names but these 
can be customized. 
 

 
 
Batch Relabeling of Issue Pages 
 
Click the Relabel Pages link 
Add new label numbers for all pages 
 

 
 
Optional: add section name (e.g. Seasonal Insert, Sports, etc) 
Click Update Labels to commit changes 
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To return to File/Tech data screen, click List Files link in sidebar 
 

 
 
Add Full Text for Issue Pages 
 
If you have OCR generated files for your newspaper pages, save the page 
content as .txt using the same page file names as the image files 
e.g. MarkdaleStd-1882-1884-R2_010.jpg = MarkdaleStd-1882-1884-R2_010.txt 
 
Click on Associate OCR/Full text files with these pages 
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Browse and select the text files (.txt, .rtf or .pdf) 
 

 
 
Note: Some PDFs and other proprietary text file formats (RTF) will “bulk up” your 
text content with wrapper code; whenever possible, save text content as plain 
text (.txt) or clean out the bulky content before uploading for better full text 
discovery.  
 
 
 
 
 
 
E.g. This is the text extracted from a digitally-born PDF 
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Vs. 
 
This is text extracted from the same PDF by doing a simple “select all” from the 
PDF, then copying and pasting into a text editor like TextEdit or Notepad, saving 
as .txt and uploading as outlined above 
 

 
 
Important: 
1) Navigate to the Descriptive data tab and make the issue public 
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2) Then go to the file/tech data screen and click the “Update index” button to 
commit the new material to the index. 

 
 
 
 
 
 
 
 
 
 
To start indexing this issue or to add a new issue to the same publication title, 
use the links at the top of the screen: 
 

 
 
Edit Issue 
 
To adjust the record or files associated with an existing issue: 
 
Click Add/Edit Issue on the Main Menu  
Select the publication title  
Enter date of publication for the issue 
Click “Add” 
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Issues with files  
 
For Issues with existing pages, you will land on the File/Tech data screen where 
you can replace individual or batches of pages, relabel, add text files, etc. 
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Issues without files 
 
To add issue page images to a predicted issue date that has no files, go to the 
Main menu and choose Add/Edit issue 
 

 
 
Select the publication title from the quick list or start typing the title into the 
publication title field and select the right title from the drop down menu that 
appears. Then add the issue date in the Publication date field in natural 
language. Choose whether you’re adding multiple files or a single PDF that 
needs splitting… 
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And proceed as for Add Issue… (if working with single PDF files, see Add Issue 
from Single PDF manual) 
Strip file name 
Change file size “Yes” 
 

 
 
…and proceed with the uploader process: browse, select, “upload”, complete, 
etc. (See Add Issue, above). 
 


