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INTRODUCTION

Use the Exhibits module to create stories around your collection items to enhance and provide
context for your VITA site and its contents.

GETTING STARTED

After logging in to VITA at https://data.vitatoolkit.ca/, select Add or Update Exhibit from the
Main Menu

Manage Records
Add Record:
e and upload file
e without a file
e as a Birth, Marriage or Death (BMD) entry
Search or Update Record
« Prooflist [last added first, from the indexes]
* Top 100 Records [aka: the last 100 records add
* Record id: go
Add/Edit Publication
Add/Edit Issue
Add Batch/Edit Templates
Manage Comments
List All Comments
Manage Groups

Agency Management
Site Management
Monthly Statistical Snapshot

ADD OR UPDATE EXHIBIT

On this screen you can add a new Exhibit by entering a new title or manage an existing Exhibit
also listed on this screen. Click on a title to edit existing Exhibit content.

To add the new exhibit title, click the Add button. The title can be edited later.

Main Menu

A Wartime Wedding
Brides of Yester-Year
Photo Essay Session Too
Sepia Days

Split Rail Collection Essay
Thursday's Child

Tracing Agnes Macphail
Tuesday's child

Windsor: Then & Now

Enter title of new exhibit:
Add new exhibit

Main Menu




To manage an existing exhibit, click the exhibit title. You will be taken to the Full record screen.
Use the links on the left sidebar to navigate to the exhibit settings, Pages and more.

Exhibit Menu

Full Record
Labels & Links

Style
Add/Manage Content

Add/Edit Panels

FULL RECORD

The Full exhibit record is a searchable record that informs user search and discovery, but the
record itself never displays publicly.

A few notes about how to use the Full record:

Add a full record to describe the Exhibit as a unique item i.e. why the collection of items were
selected, or the theme that binds them, etc.

The full record uses the standard VITA templates where you can add or modify:

* athumbnail file (for results and Exhibits galleries)

* Exhibit description (for full-text search and results displays)
* geographic location(s) (used for faceted searching)

* inclusion in Groups (for navigation, display, and discovery)
* administrative data (for internal purposes)

* settings like public/non-public and deleting the Exhibit

See the Adding & Managing Records manual for more details on completing the Full record for
your Exhibit and read on for some unique aspects to these metadata screens.



ADD THUMBNAIL IMAGE

Upload the thumbnail of an image you want to represent the Exhibit on the Exhibits page, in
results, and for featured exhibits (see Site Management manual).

Full Record Title | Test group exhibit
Labels & Links Category | Thumbnail

Style

Add/Manage Content Select File |

Add/Edit Panels

»page one + (] %]
Add file... Start upload| Cancel uploa

Upload thumbnail

DESCRIBE EXHIBIT

When you add a new Exhibit, the metadata templates inherit certain settings, including Media
Type “Exhibit” in order to help users identify these unique storyboards in your results sets, etc.

MEDIA TYPES

(t* Audio (9)

@ Collection (1)

® Exhibit (6)
Genealogical Resource (9364)

@ Group (20)

@ Image (137)

El Newspaper (9924)

& Object (4)

@ Place (2)

M Publication (10)

& Ship (16952)

B Text (9591)

+f# Video (8)

Use the other fields to provide information that informs the public search for the exhibit
contents, e.g. Creator name could be the Exhibit creator; Subjects could be the theme of the
exhibit; sortable date can be the date of creation of the Exhibit, but Date of event depicted and
early/late might be the range of dates represented by the exhibit contents.



Remember: only the Thumbnail and description will actually display in any given screen on the
public site; the rest of the full record inform searching and discovery of the Exhibit record.

Tracing Agnes Macphail

(ﬂl Tracing the life and times of Agnes Macphail, first woman Member of Parliament in Canada, through her early years in Grey
County, political career and her later years as MPP in Toronto.

EXHIBIT GEOGRAPHY

Add one or more geographic locations that inform the geo-search options on your results
screens.

Map it Satellite

Algong
Manitoulin Provind
Island Park
Selected places

° Toronto
Flesherton Edit Missis?szté_
Ontario, Canada > 4P g R
. area /GO gle =
(44.2612, -80.5497) )_ utta
{ M

Markdale Edit
Ontario, Canada

| area
(44.3168, -80.64971)

Ottawa  Edit
Ontario, Canada

. capital of a political entity
(45.42094, -75.69029)

@ Priceville Edit
Ontario, Canada

. populated locality
(44.2001, -80.63301)

ADMINISTRATIVE METADATA

This is a brief template where you can identify the Exhibit language, and assign a Creative
Commons license, copyright status and copyright holder information.

Note: The Exhibit as an object is subject to Creative Commons Licensing as it is a new
reworking of original items and includes newly created information/



ADD EXHIBIT TO A GROUP
Like any record, you can add your exhibit to a Group.

Here's a tip: Consider creating an Exhibits "Group” so you can scope your slideshow to that
group.

DELETE

If an Exhibit needs to be purged from the database, you can delete it here. By choosing to
delete this record, you remove all traces of the Exhibit from the database, including all Pages,
Page content, and descriptive text. Consider making the exhibit non-public instead. This does
not delete the individual records associated with the exhibit.

LABELS & LINKS

Use the Labels & links fields to customize the exhibit navigation links, the links and language on
image and Page displays, and the header labels for your exhibit side menus.

Main Menu >> Exhibit List View Public Exhibit
Labels and text: New exhibit

Navigation Bar

Home URL: ||search.asp
If pointing to a page outside of this site use the full address including the “http://".

Home Label: |[Main Menu

Previous panel: |[previous Panel

Next panel: |[NextPanel

Display Options

Link to database caption ||Details

label:
Gallery help message: |Select any image to explore in further detail.

This text will only appear on pages with the "auto-fill gallery" layout assigned.

Panels: |[Panels
Links: ||Links

Menu Labels

Update ExhiB}?\

NAVIGATION BAR

HOME URL

Leave this field blank for the Home Page to default to the search screen of your VITA site. To
point your reader to another location, provide another URL, e.g. the URL for your
organizational website or the Exhibits page in VITA

HOME LABEL



This is the word that appears in the navigation toolbar at the top of your Exhibit Pages or pages.
“Home" is the most universal term for this, but you can call it whatever you want.

PREVIOUS PAGE

Provide a label for the navigation button that links to the previous Page or page.

NEXT PAGE

Provide a label for the navigation button that links to the following Page.

My PG Exhibit

Exhibits Menu = Previous Panel = Next Panel

Display options

LINK TO ORIGINAL RECORD

This is the label that appears in the captions with your images
that links to the details screen for the record. The universal choice
for this label is “Details” since it is not image-specific, but you can
customize the caption label for every Exhibit according to your
needs.

GALLERY HELP

Any text entered here appears under the Page Header for Exhibit
Pages that are created using the “auto-fill gallery” style where
only thumbnails are displayed on the screen.

Ezra Fawcett 1883-1954

10



MENU LABELS

PAGES

Provide a header label to appear as the title of your Exhibit’s sidebar menu for Page-to-Page
navigation.

LINKS

Provide a label to appear in the Exhibit’s sidebar menu as a header for any links that you may
include in the Exhibit Pages

Menu Labels
Panels: “Panels — page one

Links: “Links lpage e J

PREVIEW EXHIBIT

To view your changes at any time, click on the Preview Exhibit link in the navigation bar. If the
Exhibit is not made public, the “public” view will have a statement in the header alerting you to
the fact that it is not public.

11



STYLE

Choose or upload the style and design for each Exhibit on this screen, including overall colour
palette, layout templates (for exhibit as a whole, not the page content layout), a unique
banner, header, favicon and footer for the Exhibit.

COLOUR PALETTE

Choose one from eleven different colour palettes to apply to the text, background and sidebar
colours in the exhibit. Remember that some palettes are best used with their corresponding
Layout templates because of the background image those impose (e.g. Black photo album,
blue marbled album and old parchment paper), but you can apply them in any combination.

The default is Dove Grey.

Colour palette:
[ [ [ [ [ [ [ B | ol |
[ | | | [ | | [ | | [ | | [ | |
| [ [ | [ [ [ | [
] N ] ] | [ |
Dove Grey Brown & Dark Blues Purple & Violet & Green &
Tan Grey Grey Sand
[ [ | [ [ L
| | 1| - [ | | .
| [ [ [ | [
[ [ . [ | ]
Moss & Red & Moss & Black Blue
Slate Cream & Cream & album mabled
Blue Rust paper paper

12



TEMPLATES

Choose a template that styles the layout of your exhibit body. Keep in mind there are best

matches of colour palettes with some of the Templates.

Template:

£

y
-!.X‘~ f2 %

= Digital Collections® ¥ @ Default layout for colour choices

Digital Collections® Black photo album (intended specific matching colour)

Old parchment paper

e G T

o e e s e s S e

Once you have selected the colour palette and template, your selections will be displayed on

the screen:

Current settings: | Colour Palette: Green & Sand
Template: Default layout for colour choices

13



ALTERNATE THEMES (CUSTOM CSS)

You are welcome to customize a stylesheet to apply to your exhibit. Either supply the URL for
the file on your server or upload the .css file to VITA servers. Please validate your CSS using the
W3C CSS validation service before uploading it to the VITA server.

Remember: You are responsible for updating custom CSS to match any future upgrades to
VITA.

A Themes (C: g Sty )
|We are not responsible for maintaining any alternative CSS files in future updates to VITA.

From Vita: |Upload CSS file:
Please ensure that this is a valid CSS file before uploading. You can test a CSS stylesheet by uploading it to the W3C CSS validation service.

From your server:
Supply a fully qualified URL (including the “http://") to a repl. it C di ylesheet of your own design that you host and maintain
somewhere else on the WWW. The above styles can be used as a starting point. To revert to one of the Vita styles you must both empty this
field, and select one of the styles above, or upload your own.

To revert to one of the VITA styles you must both empty the custom CSS field, update the
screen, then select one each of the palettes and templates above and update again. Or, upload
another CSS of your own.

ADDITIONAL STYLING ELEMENTS

Use this screen to custom brand your Exhibit with a unique banner or header code, favicon and
footer.

Additional styling elements (Either upload Banner or use Header)
Banner:

Stop using this banner
Upload new Banner:
Only upload an image file here. We strongly recommend a JPEG (1600 pixels wide 100 pixels high).

Banner alignment: ) left @ center  right
This change can only be seen in the public Exhibit.

Header:

Vi
If this is left blank an empty table of the class "PageHeader” is left at the top of the <body>. This presents
scales effectively.
The Alternate Header allows for more complex html to be supplied at the head of every page in the exhit
required.
Having uploaded the banner, you can call it in your alternate header using the following address:
http://images.ourontario.ca/Partners/Test60/graphics/Test60d_e_49.jpg

Favicon: |Current:y§

Stop using this favicon
Upload new favicon:

A favicon (short for ‘favorites icon'), also known as a website icon, a page icon or an urlicon, is an icon a:
webpage, or in this instance this specific exhibit. A web designer can create such an icon, and many recent
them. Browsers that support favicons may display them in the browser's URL bar, next to the site's name in
page's title in a tabbed document interface.(Wikipedia)

A good place that will help you generate a favicon is Dynamic Drive.

Footer:

14



BANNER

The banner is a graphic that appears at the top of every screen on your public exhibit pages. If
no banner is uploaded, your site banner or header code will be inherited.

How to build your custom banner:

* Banner should measure
o maximum 100px high
o minimum 800 px wide and up to 1600px wide
* Save as JPEG or GIF format
* Keep any "must see” content (i.e. collection title and org logos) in the center 800 pixels
of the graphic banner.

Upload new banner:

* Browse for your local .jpg or .gif file and select it
* Choose alignment (default is centre)

Replace or remove banner: Once a banner is uploaded, it will display on this screen. To remove
or change the banner, select the “Stop using this banner” radio button and browse for a
replacement file, if desired, then click the "Update Style” button.

Banner Alignment: Select your preferred banner alignment according to the placement of your
“must see” content. Default alignment is “center”. Click on the “View Public Exhibit” link to
view the alignment.

HEADER

The header field offers you the option to add custom code to the banner space of your screen.
This means you can simply apply some default code for linking your header back to the home
screen and allowing auto-resizing OR write code to embed an interactive banner.

To apply default code to your banner so that it is not just a static image, you can copy and paste
the following into your header field and customize the link “href="and ensure the image is your
banner “img src=".

Default header content:

<a href="[yourexhibitURL]"><img src="[yourbannerURL]" style="width: 100%;" alt="Your
Site Name"></a>

e.g. <a href="http://images.ourontario.ca/newmarketgallery/"><img
src="http://images.ourontario.ca/Partners/NewPL/graphics/NewPL_s_134.jpg"
style="width: 100%;" alt="Newmarket Public Library - Digital Art Gallery"></a>

15



The banner URL is automatically provided at the bottom of the screen notes for your header
field:

Header: | <a href="http://images.ourontario.ca/WestNipissing/"><img
src="http://images.ourontario.ca/Partners/MSRH/graphics/MSRH
_s_205.jpg" width="100%" \glt="West Nipissing Ouest-Our
History"></a>

This is lightweight and scales effectively.

instances where it is required.
Having uploaded the banner, you can call it in ySur alternate header using the following address:
http://images.ourontario.ca/Partners/MSRH/graphics/MSRH_s_205.jpg

If this is left blank an empty table of the §lass "PageHeader" is left at the top bf the <body>. This presents the banner.

The Alternate Header allows for more complex html to be supplied at the head of every page in the site, in the

An example of a custom, interactive header would include things like formatting, overlaid
imagery, or a custom set of interactive features for your digital collections site or exhibit.

If the input box is left empty, the "PageHeader” element will be left empty in the <body> of
each Page and will not affect the look of your Exhibit.

FAVICON

A favicon, also known as a website icon, a favourite icon, or an urlicon, is a small image file
associated with a website. Most browsers support favicons and display them in the browser's
URL bar, next to the Site Name in lists of bookmarks, and next to the page's title in the screen
tab.

Favicon: (Curre

StoR g this favicon
Upload new favicon:

A favicon (short for 'favorites icon'), also known as a
webpage, or in this instance this specific essay. A web d
Browsers that support favicons may display them in the
tabbed document interface.(Wikipedia)

‘ £ Starch: Maritime Histor \ E \y

[€IEaW © www.maritimehistoryofthegreatlakes.ca/beta/search

MARITIME HISTORY
5 OF THE GREAT LAKES

Options:

Stories

Search the collection




Start with a small, distinctive image — something that echoes your other exhibit branding—and
generate a favicon for your site at Dynamic Drive http://www.tools.dynamicdrive.com/favicon/.

Create the favicon using Dynamic Drive, save it (rename it but maintain the .ico file extension)
and upload it from your local hard drive. The image will preview on this screen.

Replace or remove favicon: Once a favicon is uploaded, it will display on the Page as “Current”.
To remove or change the favicon, select the “Stop using this favicon” radio button and browse
for a replacement file, if desired, then click the “Update Style” button.

FOOTER

This is a message that displays on every page of your Exhibit. You can customize the message
to include a link to your organizational home page, include sponsor acknowledgements, etc.
You can use some simple HTML to format the message or include small images as well.

I M Yuuu piaus uigl wil iy yuu yolitialo a 1ayivuig 10 Wwyliainne winive.

Footer: | The <a href="http://images.ourontario.ca/Macphail/">Agnes
Macphail Digital Collection</a> is part of the <a
href="http://www.greyhighlandspubliclibrary.com/AgnesMacphail
/">Agnes Macphail Website</a>.<br/>

<a href="http://images.ourontario.ca/Macphail
/SearchWidgets.asp">Link to the Agnes Macphail Digital
Collection</a>

Supply an HTML message to be placed at the bottom of every screen.

Remember: Copyright statements should not appear in the footer as each collection object is
subject to different copyright; VITA itself is copyrighted to OurDigitalWorld.

17



ADD [ MANAGE CONTENT

Use this screen to select and manage the images for your Exhibit.

Main Menu -~ Photo Essay List View Public Essay

dentify images:

Advanced Search

(Search )

If pages appear multiple times, you may need to go 10 he rage
Management screen and order the pages. By default added pages all get the same

sort value.
Note: the records shown below are exclusively Vita records associated with the

essay and are not external URLs that you may have added. The text blocks are also
not shown.

Images assigned to page: Family Farms

Main Menu > Exhibit/Essay List View Public Exhibit
Identify Records:

(search) Advanced S

If pages appear multiple times, you may need to go to the Page/Panel Management screen &
the same sort value

Unassigned images

[ |Agnes Macphail Road

’ 1 |Agnes McPhail's high school timetable

Cairn

Cairn Plaque

Class picture from Proton S.S.4

Select or find new images using:

* keyword search
* Advanced Search for a faceted, selective search

Review your existing image content:

* Unassigned Images are displayed on the left
* Assigned images are displayed on the right arranged by Page/page assignment

18



IDENTIFY & ASSIGN IMAGES

Use the simple or advanced search to generate a results list of images contributed by your

agency that you want to include in your Exhibit.

Main Menu- Photo Essay List -~ Essay Images -~ Essay Search View Public Essay

We found 141 matching items.
Keywords: agnes Sort: Relevance

1, 2 3 Next —

I
:

elcome to Agnes Macphail Country
on-Public

es Macphail Cairn
-Public

es Macphail Country Ceylon
-Public

Agnes Macphail
Family Farm Shed

Anes Macphail Family Farm Shed
E This is a shed at the Macphail family farm in Grey County.
on-Public

Daily News (Kingston, ON ), June 28, 1879

p.2 Marine News - Port Colborne, 7 p.m. - 27th Passed since last report - Up - schr.
Denmark, Kingston, Bay City, light. Down - Schr. Agnes Hope, Black River, Toronto,
coal; Erie Belle, Milwaukee, Kingston, corn.; G.B. Sloan and G.W. Case, Chicago,
Oswego, corn. ...

Local Identifier: KN.26375

Buffalo Whia (Buffalo NY) 8 Anril 1835 _naae 2

‘search within these results:

Media Types

(3 Ausio (0)
Callection (0)

3 Image (4)
Object (0)

[ Text (137)

[7) Video (0)
Contributors

Maritime History of the Great Lakes
(141)

Farms (1) Sheds (1)

Item Types
Clippings (137) phctogenic drawings (1)
Mysteries (1) Public (137) Non Public (4)

\gnes Macphail Country (3)

Nadian Marine News (5)

rN\t and Michigan newspapers (2) /

Select or gather groups of images from the results screen by using
individual objects (left); narrow your results by group, contributor,

Use the buttons at the bottom of the Page to select and unselect o

the checkboxes beside
media type, etc. (right).

bjects from your Exhibit list.

(" Add checked Images to an Essay and view list ) (selectall Images (on this page) Y 4

Unselect all Images (on this page) 3

Remember: Avoid selecting non-public records for your exhibit unless their publication will
correspond with publishing the Exhibit. Update your selection before moving to the next Page

of results!

19



REVIEW EXISTING IMAGES

Main Menu Photo Essay List View Public Essay
Identify images:

(“search ) Advanced Search

If pages appear multiple times, you may need to go o the Page/Panel Management screen and order
the pages. By default added pages all get the same sort value.

Note: the records shown below are exclusively Vita records associated with the essay and are not
axternal URLs thal you may have added. The lext blocks are also not shown.

Images assigned to page: Traditional photographs

Unassigned images

CSL ASSINIBOINE in the
Port Weller Dry Docks

O

H.R.H. the Duke and
Duchess of York going on
board CORONA.

Moonlight on the
Harbour, Port Hope,
Canada

Unassigned images: Any images that are not assigned to specific Pages are listed on the left
hand side of the Select / Gallery screen.

Deselecting Unassigned Images: To deselect any unassigned images from your Exhibit, check
the checkbox beside the item and click the button at the bottom of the Page. These images will
then be dropped from your Exhibit image list entirely.

| Drop checked, unassigned images |

Assigned Images: Images already assigned to Pages in the Exhibit are listed according to Page
name on the right side of the Select / Gallery screen.

Adding the same Image twice: If an image is already assigned to another Page, simply click
the checkbox next to it and assign it to the Page you are working on.

Note: Only images from VITA will display here. External images will not display here (see
below).

Next steps:
* Click on the Page name to navigate to the Page/Page Management screen

OR

20



* Click onindividual images to navigate to the Edit Picture Block screen and manage
the content and format of the image and associated text.

PAGE | PANEL MANAGEMENT

Note: Individual screens with content are alternately referred to as “Pages” or “Panels”.

Exhibit Menu
Full Record

Labels & Links

Style

Add/Manage Content

(AddlEdit Panels >

Page / Panel management: My PG Exhibit

Edit Panels: $ Exhibit: two columns [Edit Panel]

% Gallery: One Image Wide [Edit Panel]
% Panel 3 [Edit Panel]

$ 3 Up Gallery [Edit Panel]

% Panel 5 [Edit Panel]

$ Bob [Edit Panel]

To order the links click and drag the page title or sort icon up or down the list.

Supplemental Panels:
* Supplemental page [Edit page]
* Not So Supplementary [Edit page]

Supplemental panels do not appear in the main sequence of pages for an exhit
narrative and are called using the "link" functionality as needed by the assoc

Add Panel: |Enter title:
Add New Panel

On this screen you can:

* Sort & Edit existing Pages

o Click and drag the elevator icons to reorder existing Exhibit Pages.
* Review & Edit Supplementary Pages
o Click the Edit Page link

* Add new Pages or Pages

21



o Enter new page/Page title and click *Add”
o See Page content management for more information on creating and
formatting your Page/page content

ADD/EDIT PAGE CONTENT

Edit Page screen includes:
" Choose [ Edit page layout and labels

= Edit existing images on page or add new images to page
. Review and add page links
PAGE STYLE

Once a page title is added, you will arrive on the edit Page screen. Here you can:

" Edit Page title
. Assign Supplemental Page status to Exhibit Page
. Select or change Page layout

Edit Page:

Page Title | ramily Farms

If no Page Title is entered, this page will not be an entry point in the public side menu. It will remain part of the sequence of the essay however.

Supplemental Page | @ Ny O veg

Supplemental pages do not appear in the main sequence of pages for an essay. They exist to provide information beyond the scope of the main narrative and are
called using the “link" functionality as needed by the associated page.

Page Style | View page layout options

1 BT
e et
u; -

F e

® Gallery: auto-fill gallery while the images flow to fill the screen width
Text as image caption. Only thumbnails allowed

To change the style select the alternate value and press the Update the Page button. the appropriate values will appear below this point on the page.

[ Update the Page )

PAGE TITLE

Add or edit the title that will appear at the top of the Exhibit Page as well as in the sidebar for
Exhibit navigation.
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SUPPLEMENTAL PAGES

Supplemental Pages are Pages that provide extra images or information about a primary Page’s
contents but that are not part of the narrative of the Exhibit text.

* Assigning Supplemental status to a Page removes it from the regular Exhibit
Page list.

* Instead, the supplemental Page must be added as a link to the Page it
supplements, and that link will appear in the side bar whenever that Page
displays. (See Links)

Main Menu -~ Photo Es ist -~ Essay pages

Agnes Macphail Family Farms
IRy Click on an image

Edit Page: Family Farms : =
Page Title | Legacy School S
fno Page Tie 153 -

Legacy

Supplemental Page | ) No ™ ves
Supplemental pages

main nareative and 2
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PAGE LAYOUT

Assign a Panel layout when your new Page is created. Each gallery layout style has a thumbnail
display on the Edit Page screen and a radio button. Select the layout style that makes the most
sense for the page content you are creating.

Page Style

-8
g
Zvd

P

'

e
P o
Bl T f

B T
e
L [
L ]
[on

ol SR
s e o T
o s T
E I Sk Lo
TV gy o i
o Ed

b b ]
A
Ba-

& Exhibit: two column

Text beside associated image

. Essay: two column

Text flows in one: images flow in other

i Gallery: one image wide

Text as image caption. Use full size but consider uploading special non-public image at 800 (or 770) pixels wide

— Gallery: two images wide

Text as image caption. Use regular (400) size

= Gallery: three images wide

Text as image caption. Thumbnails preferred

: Gallery: four images wide

Text as image capten. Only thumbnails strongly recommended

Text as image cap

’j Gallery: auto-fill gallery while the images flow to fill the screen width
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Click on the update button to commit your changes. Remember that the final display is affected

by image sizes and placement of any text blocks.

Block of HTML: If desired, you can write a block of HTML that includes the text and images of
your choice in a custom layout. Use this option to embed applications like Google maps or
videos. The HTML will appear within the existing Exhibit layout.

Panel Style | View panel layout options

© Block of HTML
If all else is not to your taste, then build your own page content with HTML. Expect it to be dis}

style elements will have to be inline or using your exhibit specific css. We strongly recommen
that this generates. And we would recommend that you not include javascript or other scripte
To change the style select the alternate value and press the Update the Panel button. the appropria
page.

Panel Content

The content of this text box is only used if the value of Panel Style is set to “Block of HTML" or "Exhi
inside the text box. It will appear inside a table cell in the public page.
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MANAGING ASSIGNED IMAGES
Images can be assigned to Pages on the Add/Manage Content screen.

In the Page management screen, you can sort the image display order or link to each image and
add text or edit the image size, etc.

Edit Image(s):

[Edit]

[Edit]

To order the links click and drag the thumbnail or sort icon up or down the list.

* Sort Images: Click and drag the elevator icon
images on the Page

or image thumbnail to resort the

o Note: Re-sorting images and text blocks on this screen may affect some Page
layouts

* AddImage: Click on the "Add Image/Text Block” link to return to the Add Picture
Block screen

Add Image/Text Block
Remember to update values on this panel before going to Add Image/Text Block

o Note: Remember to “"Update” the Page Edit screen before linking away or your
Page Edit changes will be lost
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* Edit images: click on the “Edit” link to manage the format and content of each picture
block associated with the Page

ASSIGN NEW IMAGE

Main Menu -~ Photo Essay List -~ Essay pages -~ Essay Page [Digital Photographs]

Add a simple text row (no
images)

Can include full range of HTML that will fit inside a table cell.
VAdd !exti

Or Add Image URL from

external site | |nclude full URL including "http.//* of image
( Add URL )

Or select from currently identified images

(_Add Image(s)

UNASSIGNED IMAGES IMAGES ASSIGNED TO PAGE: TRADITIONAL PHOTOGRAPHS

CSL ASSINIBOINE in
the Port Weller Dry
Docks

e | H.R.H. the Duke and

o s N

= = .‘T 3 Duchess of York going
Ej »

on board CORONA.

(]

Moonlight on the
Harbour, Port Hope,
Canada

On the Add picture block screen, you can:

¢ Add text block: Write a block of text formatted with HTML to fill a table cell on the
Page. Do not include images here.

* Add an external image: Enter the URL of an image on another Web Page that you
want to include on the Page being edited

* Select from currently identified images: Select from unassigned or assigned images
and click "“Add images” to assign them to this Page

o Note: Previously assigned images from other Pages will transfer to this Page
with any associated formatting or text
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ADD TEXT BLOCK

Add a simple text row (no
images)

are working on.</p>

Can include full range of HTML that will fit inside a table cell.

Add Text )

*  Write and style your text content

* (Click on Add Text

* Onthe Page Edit screen, click “Edit” beside your text block

k3 [Edit]

[Edit]

\ e [Edi‘\

N

You'll be taken to the Text Block Preview screen

Preview:
text test
Edit block:
Text

Text columns

More complex HTML can be used here. If you want you can even embed objects like the C
browsers and associated plugins.
text test

Y

© 1 column (full width) ) 2 columns
If you have two columns and plan to reduce this to a single column, you need to cut-and-pz
is text in the second column box, it will be displayed.
Add another image/text block

Remember to update these values before going to Add another image/text block

Add a block of Links to this page
Remember to update these values before going to Add a Block of Links

| Update Block |

e Edit or add text
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* Use radio buttons to select the column layout for your text

* Ifyou select 2 Columns and click update, this opens a second input box (the second
column) that you can then move text into

* Click on “"Update Block” to save any changes

To Delete a text block, click on the “Delete Block” button in the bottom left corner of this

screen.

*3 Up Gallery

*Panel 5

*Bob

»Supplemental page

*Not So Supplementary

Delete Block

Main Menu> Exhibit List >> Exhibit P:

To sort the text block and other blocks on a Page, return to the Page Edit screen and use the

elevator buttons.

Review your text block and layout choice by clicking on View Public Page

The Campbell family farm is a stone house.
Henrietta Campbell grew up here, and Agnes
Macphail had fond memories of her grandmother
Campbell {nee Black) whom she touted as one of
the true Pioneers of Grey County.

ADDING EXTERNAL IMAGES

I
Add a simple block of HTML here:
it will appear inside a table cell in the essay page you are working on

i faem House  Details

Behind the Campbell farmhouse stands the dairy
barn. The barn and farm are still used for dairy
cattle, now by the Goheen family.

To add external images from other VITA collections or websites, capture the image location
and details URLs from the Public Display of those objects and proceed as follows for all external

images:

Add new external image: On the Add Picture Block screen, enter the URL (including http://) of
an image location from an external source.
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To do this:

Right click on the desired image and Copy Image Location, or click View Image and copy the
URL that appears in the address bar. Forimages, the URL should end in an image format
extension, like .tif, .jpg, .gif, .png, etc.

E.g. This image’s location is:

http://www.greyhighlandspubliclibrary.com/AgnesMacphail/Local Tour/DM6_compressed.jpg

CEYLC

| A DHDQD PART OF GREY (

AGNES
mmmi P HA

b —

View Imége

Copy Image Location

el E— “ountr
Agnes Macphail's home in  Save Image As... ind Gr
After her parents died, Agnes to  Send Image... Macpl

Set As Desktop Background...

NITR)

ads's Parlo

house at County Rd. 4 and

Block Images from greyhighlandspu...
View Image Info

B T —— |

Enter the image URL:

Or Add Image URL from
external site

http:/ /www.greyhighlandspubliclibrary.com/AgnesMacphail /Local Tour/DM6 ¢
Include full URL including "http://* of image

( Add URLK

N
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Sort: The new image will appear on the Page Edit screen, and can be sorted along with the

other Page contents. See below for more on editing External Images.

Edit Image/Text Block:

N

Text Block

‘ lEdill

[Edi]
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EDITING EXTERNAL IMAGES

As with other blocks, click the Edit button beside the external image to go to the Edit Picture
Block screen.

[Detalls)

Edit block:

Force Smaller Size Height in pifels 300  Width in pixels

For images managed in youU g'We nhighly recommend that you use an image editing t

possibly as a "detail” with "Put in public display?" set to "no".
If you must change the size for the exhibit, enter the number of pixels for both height a

only one dimension is entered. Unfortunately this means you have to do the math yourse

dimensions that the image will be forced to display within. Note that you are at the mercy

Cmre Caption [Maru in @
Only use simple HTML here (like <em>, <i> and <b>)

ernal URL for Details link | 221apsig-AOvwaw37vIu71YEadyT8ZONPBIF&ust 15/841205098@

Text | More complex HTML can be used here.

views for an animal on YouTube.

As of 22 September 2016, the nine-year-old Scottish fold cat
had been watched a staggering total of 325, ,506 times.

Y

Text columns | @ 1 column (full width) ) 2 columns
If you have two columns and plan to reduce this to a single column, yo! ed to cut-and-p
be displayed.

Add one and only image
Remember to update these values before going to Add one and only image

Add a block of Links to this page
Remember to update these values before going to Add a Block of Links

Update Block

N

External images from other VITA collections will automatically populate the size and caption
details about the image.

Forimages NOT in VITA, follow these steps:

FORCE SMALLER SIZE

* Use this screen to assign or adjust the size of your external image. Remember that a
Regular size image from VITA is 300px wide maximum

* It's best to use one dimension in these fields (Height or width); that way the image
resizes proportionately
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PICTURE CAPTION

Add a title or brief text caption here to display with the image

EXTERNAL URL FOR DETAILS

* Use this input box to link to an external site from the “Details” link in the image caption
o For VITA objects, use the URL from the Details screen that describes the object
o Fornon-VITA objects, use the URL for a screen where more information about
the object or its contents will provide details for the viewer
* Leave thisinput box blank so no "Details” link appears in the caption under the image
* Inauto-flow gallery layouts, this Details link will be activated when the user clicks on
the image itself

You updated the block record at 6 Jan 2020 10:49:50
Preview:
\ .

Maru in abox [Detalls)
Maru - better by his video moniker “Mugumogu” — has
achieved a Gyfiness World Records title for having the Most
views for anginimal on YouTube. As of 22 September 2016, the
nine-year-gfd Scottsh fold cat had been watched a staggering
total of 35,704,506 times.

Edit block:

> C @ / 017/3/vid

[0 i
$rMostvisted M & 4l [T )| @ @ | h B  Wrike | vaVITA-WP 4% ODW-WP | via VITA Showcase [ VITA Subs

RECORDS SPOTLIGHT PRODUCTS BUSINESS SOLUTIONS NEWS ABOUT US

Video: Meet Maru ‘Mugumogu’ - the cardboard
record-breaking cat

By Rachel Swatman ‘ Published 24 March 2017
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IMAGE PLACEMENT

Select or change selection from left or right to determine the image placement on the Page

Note: This will change depending on the chosen layout for the Page.

TEXT

Include or edit any text you want to associate with the image
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EDITING ASSIGNED IMAGES FROM VITA

Click on the Edit link beside individual images on the Page Edit screen to create and manage

the content of the picture block. For items assigned from your Agency’s VITA collection, some

factors will be pre-determined like Caption and Size. You can change these, choose the
orientation of the image block and add more context (depending on Page layout).

Preview:

Cawpbell Farm Barn  Details

Edit block:
Image Size

Force Smaller Size

Picture Caption

Image Placement

Text

Behind the Campbell farmhouse stands the dairy

This image is ilable in the following sizes
100 x 150 (Thumbnail)
® 213 x 320 (Regular)

~
213 x 320 (Full Image)
This Is the basic size of the fles associated with the image in the database, the size can be
Height in pixels Width in pixels
For images managed In your site we highly recommend that you use an image editing to
“don't include this size in the links on the main metadata detalls display”).
If you must change the size for the essaylexhibit, enter the number of pixels for both hel
this means you have to do the math yourself. If the user's browser can resze Images (ma
browser's ability to reasonably accurately render these.

Canpbell Farm Barn

Only use simple HTML here (like <em>, <i> and <b>)

@ Image on left, text on right

P

 Image on right, text on left

More complex HTML can be used here. If you want you can even embed objects like the Q
Behind the Campbell farmhouse stands the dairy barn. The barn

fanily.

Add another image/text block
Remember to update these values before going to Add another imageltext block

Add a block of Links to this page
Remember to update these values before going to Add a Block of Links

Update Picture

IMAGE SIZE

Image sizes are determined by the file sizes held in the VITA database. I.e. if there is no full-size

image loaded into VITA, the Full Image size displayed here will be the largest available in the

database. External images will not generate size options.
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1. Thumbnail: If the Page you are editing will contain a large number of pictures, you
might consider resizing the images to thumbnail size, e.g. auto-flow gallery layout.

2. Regular: This is ideal for a small number of pictures per Page.

3. Fulllmage: If the Page features one image only, use a Full Image size for displaying
that image.

The default image size that will display on the Exhibit Page is the Regular size available.

FORCE SMALLER SIZE

If the available sizes of a picture are still too large, the picture can be forced to reduce in size.
This is less likely forimages that are loaded into the Images Database as they are already
resized for browser delivery. See Image size for External Images (Section 9.3.1)

To force a new size, assign a height or width dimension (in pixels) that will determine the new
size. To maintain the original proportions of the image, assign only one dimension rather than
both, and the other diemnsion will be automatically generated.

PICTURE CAPTION

Any title assigned to the image in VITA will be brought forward
as a caption. Edit the text you want to display as a caption for
this picture. Only basic HTML formatting can be used here
(like <i> and <b>).

/\

Pict@wqqt& 1683%eggs )
Caption

Only use simple HTML here (like <em>, <i> and

Ezra Fawcett 1883-1954

IMAGE PLACEMENT

Select whether your image justifies left or right on the Page.

Note: This will change according to Page layout.

TEXT

Enter text here to accompany the image on your Exhibit Page. More complex HTML can be
used to format this text or to embed other media, but please be aware of the limitations of your
user's browsers before adding complex code to the Exhibit Pages.
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PREVIEW PICTURE BLOCK

Once a picture block contains formatting, captions, caption links and text and the picture block
has been updated, those elements will display in the Preview Page.

DELETING IMAGES
From a Page

To delete an image from a Page, click on the Delete Picture button on the Edit Picture Block
screen.

From an Exhibit:

To delete an image from an Exhibit, return to the Select / Gallery screen and select any
unwanted image using the checkboxes. Click on the button at the bottom of that screen.

- — 1

Drop checked, unassigned images

ADDING & MANAGING LINKS

From the Page Edit screen, you can:

* Review any existing links
* Manage and add links

Page Links

e Legacy

e Agnes Macphail Local Tour Website

Manage the Links on this page
Remember to update values on this page before going to Manage the Links on this page

37



UPDATE / ADD LINKS TO A PAGE

Main Menu Photo Essay List Essay pages Essay Page [Family Farms] View Public Page

Update Links

W | Legacy [Essay Page]

| Agnes Macphail Local Tour'| [external web site]

To order the links click and drag the sort icon up or down the list.
_The display on the public pages does not have much room for labels without line wrapping. Keep your labels short (< 50 characters)
( Unassign the checked links and/or change labels )

Add Links
... to other pages of your essays ... to your groups
( rAdc,"Ude:e Links to Essay Pagesr ( VAdc;'l.pdale Links to Lroupsr

Night And Day — Burning of the Northern Indiana

A ) [J canadian Marine News
— Introduction

L) CORSICAN in the Lachine Rapids
) Detroit and Michigan newspapers
[ Early Buffalo newspapers

) Running the Rapids
) Port Hope
L Turbinia

ADD LINKS TO:

*  Other Pages of this Exhibit (including supplementary Pages*)

* Pages of other Exhibits created by your agency

*  Groups created by your agency and those marked “shared” by other agencies
* External Web Pages

*Supplemental Pages are well marked in the Exhibit Page lists

Agnes Macphail Country (Non-Public still)

~h ]

Ul Legacy (Supplemental page)

Any links you add to a Page will display on the left sidebar menu .

*Supplementary Page links will only display when their associated Page is being viewed.

UPDATE LINKS

* Editlink labels (recommended <50 characters)

N

* Sort links by clicking and dragging the elevatoricon
* Use checkboxes to select links to be removed from the list
* Use the button to commit any changes and to deselect checked items
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REVIEW LINKS

Click on an existing link

* Links to other Pages in the same Exhibit, including supplementary Pages, will open the Edit
Page screen for that Page

* Links to external websites will open the destination website

DELETING PAGES

To delete an Exhibit Page, use the Page/Page management screen, click [Edit Page] beside
each page name on the page/Page and delete that page (Button on bottom of screen).

Delete the Panel/Page

DISPLAYING YOUR EXHIBITS

Exhibit contents are full-text searchable so users will discover them through keyword searching,
geographic faceting and more (see Full record above). However, you should also showcase your
special collections:

ADD A SIDEBAR LINK
Add an Exhibits link to your Search page sidebar:

Main Menu> Site Management> Search Page> Sidebar (left or right)



Add the link to your VITA site URL with the extension /exhibits. Add a friendly, exciting label,
click update and reinitialize your site!

Left sidebar: |[<div class="SiteNav'>

<div class="h4">Search collection</div> Search collection

Advanced Search

<a href="http://train.ourontario.ca

/AdvancedSearch">Advanced Search</a> Mobile view
<a href="http://train.ourontario.ca/mSearch">Mobile view</a>

<a href="http://train.ourontario.ca/SearchHints">Search Search Hints
Hints</a></div>

<div class="SiteNav">

<div class="h4">Browse by</div> Browse by

<a href="http://train.ourontario.ca Location
/Browsebylocation">Location</a>
<a href="http://train.ourontario.ca Subject

/Browsebysubject">Subject</a>
< v . ) ™ - ut Us</a>
<a href="http://train.ourontario.ca/Exhibits">Our

L
< exhibits</a>
<a href="http://train.ourontario.ca/results?g=&fm=true&

sort=dateNewest+desc"><img src="/glib/icon_mystery.gif"
alt="mysteries"” class="thumbnailImg" /> Mysteries</a>

About Us
_——
Our exhibits)

ysteries

a Comments

<a href="http://train.ourontario.ca/results?g=&fc=tru

</div>
<div class="SiteNav">

<div class="h4">Subscribe & Share< NAtom
<a href="http://train.ourontarig#ca/rss.xml"><img src="/glib

/icon_rss.gif" alt="RSS" clge€="thumbnaillmg absmiddle" " y Embed a Site Widget
Supply an HTML message to laced at the left of the search page.

Our Exhibits

YourOrg >> Search (Advanced) >>Our Exhibits

A Wartime Wedding
This is a test photo essay, using two archival photographs | have of my great-aunt's wedding in 1941. She was a figure skater who went to
the 1936 Olympics in Berlin.

Brides of Yester-Year
An online exhibit featuring 10 vintage wedding dresses from 1875 to 1917

Thursday's Child

Tracing Agnes Macphail
Tracing the life and times of Agnes Macphail, first woman Member of Parliament in Canada, through her early years in Grey County, political
career and her later years as MPP in Toronto.

“ Windsor: Then & Now
An exploration of the historically designated architecture in the Windsor region.
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FEATURE YOUR EXHIBITS
Add your exhibits to the Search page center panel:

Main Menu> Site management> Search page > Featured exhibits

Change List of Featured Exhibits:
The Exhibits checked off here will be featured on the Exhibits link

Featured Exhibits:

@ A Wartime Wedding [Edit]
()Brides of Yester-Year [Edit]

(1 Photo Essay Session Too [Edit]
(1 Sepia Days [Edit]

() Split Rail Collection Essay [Edif]
@ Thursday's Child [Edit]

("1 Tuesday's child Non-public [Edit]
@ Windsor: Then & Now [Edit]

I'm looking for...

Find Clear

Featured Collections

e Canadian QuakerHistory Journal
o Hark The Herald
e The Magician's Haf\dbook

o Agnes Macphail's pypers

e BC Royal and SpecialCommissions: 1872-1980
e Bun Yarwood Photogdaph Collection

o Everett Collection
o West Vancouver Collection

Featured Exhibits

A Wartime Wedding

41



SLIDESHOW OF EXHIBITS
Use the Slideshow on your home screen to spotlight your exhibits.
First, add your exhibit records to a group (see Full record >Groups above).

Then, go to Main Menu > Site Management > Search page > Slideshow > Update slideshow
selection

Slideshow
Slideshow: [Testimonials

Update slideshow selection
Slideshow appearing in right panel of thé\gpening page of the Sites. Can be
Mysteries, What's New or a designated grotp of your choosing.

| Update VITA Training |

Change the slideshow header label and select your exhibits group from the list.
Click Update.

Current slide show

bel [Olur exhibits
Must be 30 characters or less
Select set Do not display a slide show

Mysteries
What's New
Agnes Macphail's papers (Training data set)
~ BC Royal and Special Commissions: 1872-1980 (Training data set)
Bun Yarwood Photograph Collection (Training data set)
editing group (Training data set)
Essex County (Training data set)
Everett Collection (Training data set)
John Brown's photos about waterways (Training data set)
Las Vegas (Training data set)
_ LegLib Library photos (Training data set)
McMicking Family (Training data set)
Oakville Indices (Training data set)
OGS Book Catalogue (Training data set)
OGS Cemetery Locator (Training data set)
) OGS Family Chart 100 (Training data set)
Olde Sandwich Towne (Training data set)

@® Our Exhibits (Training data set)
Photo Essay For Thursday (Training data set)
_ Postcards from Scotland (Training data set)

Scrapbooks from Terrace Bay and Schreiber (Training data set)
Split Rail Country Local Businesses (Batch: 12 Feb 2014) (Training data set)
) Template record (Batch: 16 Apr 2014) (Training data set)
Testimonials (Training data set)
_) Testing Group Workflow (Training data set)
Things Sepia (Training data set)
_ Training Dataset Newspapers (Training data set)
West Vancouver Collection (Training data set) /
Windsor & Area Historical Buildings (Training data set)

Update VITA Training |

On the Search screen, click the Reinitialize Public Site button to commit the change.

»Search Widgets

»Contribute

>My Favourites
... when finished

"REINITIALIZE PUBLIC SITE
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