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GETTING STARTED 

LOGGING IN 

 

Go to https://data.vitatoolkit.ca 

Enter your username and password and click the Big Login Button 

*Note: Usernames and passwords are assigned by your site and agency administrators and are 

case sensitive 

 
 

If you are managing data in multiple agencies, you will be presented with a list of agencies. 

Select the agency whose collection content you are planning to work on. 

https://data.vitatoolkit.ca/
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If you work with a single agency, you will be delivered immediately to the main menu of that 

agency.  

SEARCHING AND UPDATING 

SEARCH AND UPDATE RECORDS  

VITA offers a number of ways to quickly find and update specific records in your collection.  

The link to the advanced search screen for finding specific records in your collection, public and 
non-public, can be found on the main menu. Simply click on a link for access to that screen: 

 

On the Results screen, you can add facets to change the results being returned – you can also 
remove facets by clicking the red x beside it, i.e. starting with a keyword, then adding a media 
type, then faceting by a specific group e.g. 
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This same functionality is available on the public results screen; the difference is that in the 
data Management side you will also see your non-public records. 

PROOFLIST  

 

The Prooflist links to a results set of everything in the agency’s collection, ordered last added first, 

public and non-public. To access any record in the Prooflist, simply click on it. 

TOP 100 RECORDS 

 

 
The Top 100 is a list of record titles, ID nos. and date added timestamp for the last 100 records 
added to the collection. Allows for fast navigation to recent additions and also to check for 
records not showing in results sets to make sure that they were added to the database. 

The default list is the most recent 100 records added. 
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You can filter the Top100 to the most recently added Non-Public Records or to only those that have 

been Contributed by end users. 

 

RECORD ID 

 

 

The Record ID is a quick way to navigate to a specific record using its ID number (as seen in 
Data Management record screens.) This is the record ID assigned by VITA during upload, not 
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the Local Identifier you add to the record as assigned by your agency (search Local Identifier 
through the Advanced Search screen in Data Management).  

The Record ID can be located in the Descriptive Data Screen, right beside the Title: 

 

Or in the record URL in the data management site 

 

Or public site: 

 

Once you have located the ID, simply type it into the Record ID field and click on go: 
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ADVANCED SEARCH SCREEN  

 

There are two ways to access the Advanced Search Screen: 

1. From the Main Menu. Open the “Search or Update Record” link 

 

2. From the Navigation bar. The link to access the Advanced Search Screen can be found at the 
top left of the screen. Click on “Search”: 
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There are many ways to scope a search of your entire collection using the facets on the 
Advanced Search screen. 

LIMITING KEYWORD SEARCHES 

Define the logic between keywords: “Boats AND Fishing” will search for both terms no matter 
how they appear in the content (i.e. separately or together); “Boats OR Fishing” will search for 
either of the keywords and bring back all content containing either keyword; “Fishing boats” 
PHRASE will return results only if they are exactly as the keywords are entered in the search. 

Search within specific data field: Title, Subject, Creator Name(s), Last name, Corporate name, 
or Local Identifier.  

Fuzzy searching: allows the search engine to return keywords that almost match your search 
terms—you can determine how closely or dissimilar the results need to be sing the fuzzy-
fuzziest radio buttons. E.g. Boat-Boats-Boast-Boris 

 

SEARCH BY DATE RANGE 

Search between two dates: this searches records where Sortable Dates have been assigned. Be 
sure to use the appropriate date format.  

Fuzzy Dates: allows the search engine to return records whose Earliest & Latest dates are 
within a +/- range as predetermined by you (how fuzzy?)  
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GEOGRAPHIC LOCATION 

Select from the drop-down menu of geographic locations that have been assigned to records 
in your collection.  

 

GROUPS  

Select records according to the group to which they are assigned by selecting the group name 
from the drop-down list. In data management, the groups list includes public AND non-public 
groups.  

 

LIMIT BY MEDIA AND ITEM TYPE  

Scope by media type: every possible media type assigned to your plan type will display here. 
Select as many Media Types as you would like returned – this will include Primary and 
Secondary Media Types 
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Scope by item type: choose an item type from the drop-down list to see only those records 
classified as certain item types. 

 

SEARCH BY FEATURE 

Select records that do or do not have: Mystery Questions or Comments associated or have 
Contributed status 
Select records that are Public or Non-Public  

 

SORT/RESULTS OPTIONS  

Sort results by:  

• Relevance 
• Title (0-9, A-Z) 

• Sort by date (oldest first) 

• Sort by date (newest first) 
• Oldest date (to newest) 

• Newest date (to oldest) 
• Date Added (newest first) 

• Date Modified (newest first) 

• Date made public (newest first) 
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DEFINING THE NUMBER OF RESULTS PER PAGE  

Choose from  10, 40, 100 or 200 results per page. 

 

Once you have selected your search criteria (s) – click on the “Go” button located at the bottom 
centre of the screen: 

 

To reset the search form, click “Clear”. 
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