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INTRODUCTION

Every organization that uses VITA to create a digital collection s@edesignated site
administrator. The site administrator is responsible for:

l
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customizing site, adding or changing graphics and adding or changing featured items
maintaining and updating site and public interface information

checking and approving comments, links, and other action items

acting as the main contact for OurDigitalWorld staff in re: site and/or toolkit news
acting as the main contact or delegating a main contfmetany enduser

communications re: site content

‘

VITA FOR SITE ADMINISTRATORS

LOGGING IN
Go to https://data.vitatoolkit.ca

Enter your username and password and click the Big Login Button

@ Secure | https://data.vitatoolkit.ca Qy ﬁ’-
5]
A y
\/ digit,
Vv : gital
= Oolkit

This is supported by the VITA Toolkit, a service of QurDigitalWorld

Need Heip?

Username jposgate Password >

LoGIN

vi S5 i
Too ]“ 5 -¥¢ Vi3 =
Toolkit Help ¥ Help About us About VITA >

VITA Development Formats
Training (v5.3) | Losmm
Test Build (v5.3) | Loamn
Test Build (v6.0P) | Loein
Prototype (v5.3)  Loaw
Prototype (v6 0P) | Loein
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MANAGING MULTIPLE AGENCIES

For userswho have permission to accesmultiple agency accounts, the next screen offers
up all those agencies in a linked list. Click dimlato enter the main men for that agencyUse

Z A o~ N =


https://data.vitatoolkit.ca/

Jess Posgate NN SWITCH

AN

Please select the name of the agency whose records you plan to update.

o Federated Women's Institutes of Ontario

e Lincoln Public Library \
e Newmarket Public Library

Ontario Library Association

¢ OurOntario.ca

... or log out

MAIN MENU

This is your dashboard.
On thetop right is a snapshot about your agency contents, storage lagigful links.

4EA AT OOl i OEGCEO EO OAAOEIT EOAI 06 xEOE

contributions.
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On the left are links for adding and managing collection content. Only site administers will see

the full suite of options for Manage Application in the battcsection.

B N V. OU.Z
Jess Posgate (Test 4.0.1 Database stuff) EEEEE
Manage Records

Add Record: 2 ¥
« and upload file Action items
« without a file
« as a Birth, Marriage or Death (BMD) entry « Review comments (3)

59“0;0' fli'_pd;te Rg;:;dr ‘ he indexes] « Review User Contributions (42)
« Prooflist [last a irst, from the indexes] » Site Testimonials
+ Top 100 Records [aka: the last 100 records added, from the database] 3 3
« Record id: e oTest 4.1 English: Unreviewed (19); Approved (5)

Add/Edit Publication/Volume

Add/Edit Newspaper Issue

Add Batch/Edit Templates
Manage Comments

List All Comments
Manage Subjects

Subject Checklist (right click/save as csv)
Manage Groups

Add or Update Record Group
Manage Exhibits

Add or Update Exhibit
Manage Application

Agency Management

Site Management

Monthly Statistical Snapshot

Logout

Remember. Main menu options will change accordinguser status angubscriber plan
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ACCESSINGITEMANAGEMENTSCREENS

Clickon Site Managemenilink on the Main Menu
Selectthe appropriate site from your Currently Listed Sit&3ites are listed on the left; their
contributing agencies are listed on the right.

Currently listed Sites

Site name | Agencies currently included

1812 History 1812 History

Brock University Archives

Grimsby Museum

Jordan Histerical Museum

Niagara Falls History Museum

Niagara Historical Society Museum

Port Colborne Historical and Marine Museum
St. Catharines Museum

Agnes Macphail Digital Collection |Grey Highlands Public Library
Grey Roots Museum & Archives
South Grey Museum

Grey Highlands Newspaper Index |Grey Highlands Public Library
Grey Higfflands Public Library Digital Collections |Grey Highlands Public Library
Negwmarket Public Library Digital Art Gallery |Newmarket Public Library

Test Vita Site |Oakville Public Library
Test Vita site 2
Windsor Veterans' Project

MANAGINGYOURSITE

The site management screens amhereyou can customiz& EA O1 T T E  AhostedEAAT 6 1

VITA site Some sitelevel modules are also found hefghe initial site setup is done by ODW

staff in consultation with your agencyhe followingscreers ae wherethe site administrator

canfurther customizeand updateyour local site modify ard manage certain modules, and

selectpublicfeatures.

Remember:Site administrators arelesignaed byyour organization but can only be enabled

to perform site management b@urDigitalWorldstaff.

The site management menu falls into two categori&ste Setup and Pages Usethe Site

Setup screens (General Valug8randing) to customize your site identity and online branding;

Customize the different publidacing Pages to modify onscreen language and labels as well as
customizing specific modules.

s wEE W Ny .

Remembe:#1 EAE OEA O2AET EOEAI EL
.. when finished button at the bottom of the sidebar to commit
m ‘ any changes and make them part of your public

site.

SITESETUP: GENERALVALUES

NAME OF SITE This name is establishatlring site set uplt appears in the Data
Management views in the various navigation menus.



Name of Site: |Grev Highlands Public Library Digital Collections
The name that appears in the Data management views in the various navigation menus. This name needs
to be unique within the Data Management services to avoid confusion. r

SITE EMAIL ADDRES3he email addresshat receives alerts for any siievel interactions,

like Testimonials or User Contributors.EEO AAT AA OEA OEOA AAI ET EOC
monitored generic email at your organization.

2A1T AT AAOd ) 080 Ei bi OOAT O OF EAAD OEEO Al AEI A
response.

Site emall address: | info@vitatoolkit.ca
Used for notification of site specific email mesd

AGENCY PRIMARILY RESPONSIBLE FOR THISSEDEOU OEOA EAO Al Ol »

A N £ A~ A

even when multiple agenc@ AT T OOEAOOA O A OETI CI A OEOA8 4EA

SITEDATABASETITLEZ This is thename that appears in th&itle bar of the browser and

gets saved when someone bookmarks the site. This is also the name that Google and other
search engines will index and usése your site name, or a short version if necessary, but try to
make it clear what window your users have omemave bookmarked

Site Database Title:

|Grey Highlands Public Library Digital Collections
The name that agpears in the Title bar of the browser and gets saved when someone bookmarks the Sites.
This is also ihﬁme that Google and other search engines will index and use. +

ﬂ e / Search: Grey

( 4 T .- [:E ) ;:} .;:?:;. z

GMail Googl

("] http: //images.ourontario.ca/ghpl/s

Neartime Trac ConstantContact SurveyMon

ST EREYHlGHLA
%F PUBLIC LIBR,

SITE PATH This is theJRL foryourpublic site (e.g. "httg://vitacollectionscakour-
orgname") and is assigned during the Site Set Up

Site Path: ‘http:Ilvitacollections.callIIinoisNewsl

View Public Site




DESCRIPTIOR Provide a short, 23 linedescription about the content of your site and
collections that include strong keywords that will help users discover yourrsite dther
locations on the web.

Description: | Bringing together newspapers and index records from 1847-
present.

A simple statement of two or three sentences (with no double quotes, html or ampersands) that indicates the nature of
the site and its collections. This should be rich in searchable key words related to the Sites. Be aware that some indexers
ignore text after the first fifty words. Be concise.

LANGUAGE OF SITE Selectone primary language used in the sttehis will affect the
rendering of embedded tools like Google Maps (e.g. if you select French, the Google map
labelling will appear in Frenchlf the site requires a language other than English or French,
typethe desirad languagento the input box, select the appropriate language choice and click
Update.

Language: | @ English
Francais
Add language:

Select only one language from the list. To select a new def
select from look-up list.

LINKED SITE an optional link in the navigation bar. Useful for agencies with parallel English
and norEnglish sitegremember to addeciprocallinks in both siteyor for agencies who have
standalone sites but contribute also to a regioagigregatesite (in which case the standalone
site will link to the regional, but not the other way aroundihis link is set as a default by
OurDigitalWorld staff during site setp, but the label can be edited by the site administrator at
any time.

Linked Site: |West Nipissing - Our History

in English Label for Navigation Bar links to this site

Woest Nipissing = Our History => Rechercher (Recherche avancée) >> Résultaty

Linked Site: |Nipissing Ouest - Notre Histoire

en Frangais Label for Navigation Bar links to this site



{RTTHI W ™ AT TR
Nipissing Ouest - Notre Histoire >> Search (Advanced) >> Results

AGENCIES TO BE INCLUDEDhe agency collections included in the site. Usually one
agency per site, but can be multiple agencies (oe.aggregate or regional sites)

Agencies to be included: |Ontario Library Association
Searches in this site are restricted t
staff at Our Digital World.

Agencies to be included: |Algonquin Area Public Library

Cook Memorial Public Library District
Downers Grove Public Library
Highland Park Public Library
McHenry Public Library District
Wilmette Public Library

Searches in this site are restricted to the agencie
staff at Our Digital World. }

GOOGLE MAPFEATURE

Turn on or off the Google Map display for your site contents. This affects results sets, details,

and browse by location screens.

Remember:)) £ UT &6 060601 OI £&56 ' 1 1 Clilkadd lokdhidd ddtalto yQuE EO OA
records for use by other applications like Google Earth, Mapguest etc. where lat/long metadata

can be exported and reused.

1C



SOCIAL BOOKMARKBEATURE )
4001 11T 1TO0 I £& OEA -DAAEAI] 9 IcbstokirelihoEiedat@il OOE A OA
appear on your social toolbar.

Social bookmarks

Use Social bookmarks | The social bookmarking tool we use supports a reasonable number of languages. If you set your site to
feature |Something other than English or French, please check the language database at AddThis to see if yours is
supported. If not, you will want to turn this feature off.
® Yes O No
Setting this to "no” suppresses the display of the Social bookmark widget in the public screens for this specific
Sites. We encourage you to allow your users access to these links.
Share Alt text for Social Bookmark button.

© sHARe BV
B3 oigg
Ed Facebook
[€] Google Bookmark
B readit
F stumbleUpon
More... (199)

EJ AddThis

BRANDING

The following section is where you can graphically customize your site, either to tie in with
existing organizational branding or to add a unique qualityyfour onlinecollection site.

COLOUR PALETTE
Choose apalette: A predetermined coloumpalette can be chosen from the quigkick list of
default VITA Stylesheets.

11



Click the radio button beside your desired col@alette, update the branding screen and

reinitializethe public site to apply thealette to your site.
Site Design
|Choose one colour palette and one template to get the basic design for your site.

Colour palette:

Green &
Sand

Violet &
Grey

Bold Blues
- specific
layout use

Choose a Layout styleSelect your desired layout style here. The-sgreen notes give you

more information about each of the options.

Layout style: |Note: The examples below all use the Dove Grey colour palette. Your colour palette selection will be combined with the
layout style you select.
vila © WIDE - this is the standard delivered, wide-screen view

vla CENTERED - a centered layout using the middle portion of the
s esesc screen, leaving clean edges

vla BOXED - centered as above, with boxed framing on individual
sesasc elements, and with soft background colour

i BOLD - a bolder variation of Centered, optimized to work with
the matching Bold Blues colour

=

S

Upload an alternative theme: If your plan allows it, you caiploadyour own stylesheet to

style your site.



Remember. Please ensure your stylesheet has been tested against all public facing pages in
VITA (see Test Public Pages) and against all variations of material you have ¢o plsload.
As well, you should verify your CSS file using a tooltlike/V3C CSS validation service

#1 EAE OEA 030i P OOEIC 11A the®# OEAOA OEAI AOo EI
Either load the stylesheet onto our serverD & O | -6 tell isdthe FULL URL of your
CSSonyourservgfO& OT I UT Qidzludng s/ O 6

Remember. custom CSS are not updated automatically during any changes to?/40A
must monitor and reload modified CSS if changes are made to the public site screens.

Update the Branding screen.

Reinitialize public site to apply yonew stylesheet.

BANNER

The banner is a graphic that appears at the top of every screen on your public site. It is also
inherited as the default banner image for any exhibits you build.
How to build your custom banner
9 Banner should measute
o0 maximum 100px high
o0 minimum 800 px wid®& and up to 1600px wide
1 Save as JPEG or GIF format
T +AAD AT U Oi 6060 OAAS AiTOAT O jE8BA8 Ai 11 AAQE
of the graphic banner.
T *NOTE:) £ OOET ¢ OEA O#11 OOOAET AAd 1 AUT OOh | AE/
high, any wider and the proportionate scaling will make the banner too skinny to render
well.

Upload new bannet
1 Browse for your local .jpg or .gif file and select it
1 Choose alignmant (default is left)

Banner background colour

If your banner image is less than 1600px widle. does not fill the screenthe edges of the
banner space will be set on the background of your site (usually white, unless a custom
stylesheet alters the backgund colour). You can assign a custom background colour to match
your banner by using hexidecimal colour code (use a tool like the W3C colour picker:
https://www.w3schools.com/colors/colors_picker.gsp

Update the screen.

Your banner image will preview dhis screen.

Reinitialize public site to apply your new banner.

1


http://jigsaw.w3.org/css-validator/#validate_by_upload

Graphics and Text
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 Sites

Banner background colour: :fif

This colour is only required if you want your banner to feather off into a generic background colour. We recommend that you specify this in the form
"#FFFFFF". Note: When background colour is blank then the spaces beside the banner will be the colour of the background of the page as a whole

HEADER

The header field offers you the option to add custom code to the banner space of your screen.

This means you casimply apply some default code for linking your header back to theéo

screen and allowing auteesizingORwrite 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
DAOOA OEA A 11T xETC ETOI UT 00 EAAsAdtieimBEAl A Al
EO Ul 00 AALTAO OEi ¢ OOATBG

Default header content:

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

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

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>

If this is left blank an empty table of the slass "PageHeader" is left at the top of the <body>. This presents the banner.
This is lightweight and scales effectively.
The Alternate Header allows for more complex html to be supplied at the head of every page in the site, in the
instances where it is required.
Having uploaded the banner, you can call it in yOur alternate header using the following address:
http://images.ourontario.ca/Partners/MSRH/graphics/MSRH_s_205.jpg

An example of a custn, interactive header would include things like formatting, overlaid
Ei ACAoOuh T O OAOOOI T 06 OEAO I EIEA UI OO0 1T OCATEU
interactive features for your digital collections site.

14



The VITA Toolkit Help site has an interaetiheader. We loaded the Help site banner to VITA
and then call that banneamage URLn the header field code as well as linked images for
contact and to link to the VITA Toolkit website. The code (not all shown here) looks like this

Talk to us if yowould like to customize your header and are not sure how to proceed.
Remember:Any content added to the header input box will overwrite the static uploaded

banner graphic. You must point to the banner image URL in order to have a graphic display on
the pulic site.



