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INTRODUCTION 

Every organization that uses VITA to create a digital collection needs a designated site 
administrator. The site administrator is responsible for:  
¶ 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 contact for any end-user 
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 

 
MANAGING MULTIPLE AGENCIES 

For users who have permission to access multiple agency accounts, the next screen offers 
up all those agencies in a linked list. Click on a link to enter the main menu for that agency. Use 
ÔÈÅ Ȱ3×ÉÔÃÈȱ ÌÉÎË ÉÎ ÔÈÅ header to change agency accounts. 

https://data.vitatoolkit.ca/
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MAIN MENU 

This is your dashboard. 
On the top right is a snapshot about your agency contents, storage and helpful links. 
4ÈÅ ÂÏÔÔÏÍ ÒÉÇÈÔ ÉÓ ȰÁÃÔÉÏÎ ÉÔÅÍÓȱ ×ÉÔÈ ÌÉÎËÓ ÔÏ ÒÅÖÉÅ× ÔÅÓÔÉÍÏÎÉÁÌÓȟ ÃÏÍÍÅÎÔÓ ÁÎÄ 
contributions. 
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 bottom section. 
 

 
 
Remember: Main menu options will change according to user status and subscriber plan. 
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ACCESSING SITE MANAGEMENT SCREENS 

Click on Site Management link on the Main Menu 
Select the appropriate site from your Currently Listed Sites. Sites are listed on the left; their 
contributing agencies are listed on the right. 

 
MANAGING YOUR SITE 

The site management screens are where you can customize ÔÈÅ ȰÌÏÏË ÁÎÄ ÆÅÅÌȱ ÏÆ ÙÏÕÒ hosted 
VITA site. Some site-level modules are also found here. The initial site setup is done by ODW 
staff in consultation with your agency. The following screens are where the site administrator 
can further customize and update your local site, modify and manage certain modules, and 
select public features.  
Remember: Site administrators are designated by your organization but can only be enabled 
to perform site management by OurDigitalWorld staff. 
The site management menu falls into two categories: Site Setup and Pages. Use the Site 
Setup screens (General Values & Branding) to customize your site identity and online branding; 
Customize the different public-facing Pages to modify onscreen language and labels as well as 

customizing specific modules. 
Remember: #ÌÉÃË ÔÈÅ Ȱ2ÅÉÎÉÔÉÁÌÉÚÅ ÐÕÂÌÉÃ ÓÉÔÅȱ 
button at the bottom of the sidebar to commit 
any changes and make them part of your public 
site. 
 

SITE SET UP: GENERAL VALUES 

NAME OF SITE ɀ This name is established during site set up. It appears in the Data 
Management views in the various navigation menus. 
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SITE EMAIL ADDRESS ɀ the email address that receives alerts for any site-level interactions, 
like Testimonials or User Contributions. 4ÈÉÓ ÃÁÎ ÂÅ ÔÈÅ ÓÉÔÅ ÁÄÍÉÎÉÓÔÒÁÔÏÒȭÓ ÅÍÁÉÌ ÏÒ Á 
monitored generic email at your organization.  
2ÅÍÅÍÂÅÒȡ )ÔȭÓ ÉÍÐÏÒÔÁÎÔ ÔÏ ËÅÅÐ ÔÈÉÓ ÅÍÁÉÌ ÃÕÒÒÅÎÔ ÓÏ ÐÕÂÌÉÃ ÉÎÔÅÒÁÃÔÉÏÎ ×ÉÌÌ ÂÅ ÍÅÔ ×ÉÔÈ Á 
response.  

 
AGENCY PRIMARILY RESPONSIBLE FOR THIS SITE ɀ EÖÅÒÙ ÓÉÔÅ ÈÁÓ ÁÎ ȰÏ×ÎÅÒȱ ÁÇÅÎÃÙ 
even when multiple agencieÓ ÃÏÎÔÒÉÂÕÔÅ ÔÏ Á ÓÉÎÇÌÅ ÓÉÔÅȢ 4ÈÅ ȰÏ×ÎÅÒȱ ÁÇÅÎÃÙ ÉÓ ÌÉÓÔÅÄ ÈÅÒÅȢ 
 
SITE DATABASE TITLE ɀ This is the name that appears in the Title 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 use. Use your site name, or a short version if necessary, but try to 
make it clear what window your users have open or have bookmarked. 
 

 

 
SITE PATH ɀ This is the URL for your public site (e.g. "https://vitacollections.ca/your-
orgname") and is assigned during the Site Set Up.  
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DESCRIPTION ɂ Provide a short, 2-3 line description about the content of your site and 
collections that include strong keywords that will help users discover your site from other 
locations on the web. 

 
LANGUAGE OF SITE ɂ Select one primary language used in the siteɂthis will affect the 
rendering of embedded tools like Google Maps (e.g. if you select French, the Google map 
labelling will appear in French). If the site requires a language other than English or French,  
type the desired language into the input box, select the appropriate language choice and click 
Update.  

 
LINKED SITE ɀ an optional link in the navigation bar. Useful for agencies with parallel English 
and non-English sites (remember to add reciprocal links in both sites) or for agencies who have 
standalone sites but contribute also to a regional aggregate site (in which case the standalone 
site will link to the regional, but not the other way around). This link is set as a default by 
OurDigitalWorld staff during site set up, but the label can be edited by the site administrator at 
any time. 
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AGENCIES TO BE INCLUDED ɀ The agency collections included in the site. Usually one 
agency per site, but can be multiple agencies (i.e. for aggregate or regional sites). 

 

 

GOOGLE MAPS FEATURE 
Turn on or off the Google Map display for your site contents. This affects results sets, details, 
and browse by location screens.  
Remember: )Æ ÙÏÕ ÔÕÒÎ ȰÏÆÆȱ 'ÏÏÇÌÅ ÍÁÐÓ ÏÎ ÔÈÉÓ ÓÃÒÅÅÎȟ ÙÏÕ ÃÁÎ ÓÔill add location data to your 
records for use by other applications like Google Earth, Mapquest etc. where lat/long metadata 
can be exported and reused. 
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SOCIAL BOOKMARKS FEATURE 
4ÕÒÎ ÏÎ ÏÒ ÏÆÆ ÔÈÅ ÓÏÃÉÁÌ ÂÏÏËÍÁÒËÓ ÏÒ ȰÓÈÁÒÅ-ÂÁÒȱȢ 9ÏÕ ÃÁÎ ÁÌÓÏ customize the label that will 
appear on your social toolbar. 

 

 
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 quality for your online collection site. 

COLOUR PALETTE 
Choose a palette : A pre-determined colour palette can be chosen from the quick-pick list of 
default VITA Stylesheets.  
  



 12 

Click the radio button beside your desired colour palette, update the branding screen and 
reinitialize the public site to apply the palette to your site.  

 
 
Choose a Layout style: Select your desired layout style here. The on-screen notes give you 
more information about each of the options. 

 
Upload an alternative theme: If your plan allows it, you can upload your own stylesheet to 
style your site.  
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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 or plan to upload. 
As well, you should verify your CSS file using a tool like the W3C CSS validation service. 
 
#ÌÉÃË ÔÈÅ Ȱ3ÔÏÐ ÕÓÉÎÇ ÏÎÅ ÏÆ ÔÈÅÓÅ ÔÈÅÍÅÓȱ ÉÎ ÔÈÅ ÂÌÏÃË ÁÂÏÖÅ, then: 
Either load the stylesheet onto our servers -- Ȱ&ÒÏÍ 6)4!ȱ -- or tell us the FULL URL of your 
CSS on your server ɀ Ȱ&ÒÏÍ ÙÏÕÒ ÓÅÒÖÅÒȱ ɀ including https://. 
 
Remember: custom CSS are not updated automatically during any changes to VITAɂyou 
must monitor and re-load modified CSS if changes are made to the public site screens. 
 
Update the Branding screen. 
 
Reinitialize public site to apply your new 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: 

¶ Banner should measure*   
o maximum 100px high  
o minimum 800 px wide*  and up to 1600px wide 

¶ Save as JPEG or GIF format 

¶ +ÅÅÐ ÁÎÙ ȰÍÕÓÔ ÓÅÅȱ ÃÏÎÔÅÎÔ ɉÉȢÅȢ ÃÏÌÌÅÃÔÉÏÎ ÔÉÔÌÅ ÁÎÄ ÏÒÇ ÌÏÇÏÓɊ ÉÎ ÔÈÅ ÃÅÎÔÅÒ ήΦΦ ÐÉØÅÌÓ 
of the graphic banner. 

¶ *NOTE: )Æ ÕÓÉÎÇ ÔÈÅ Ȱ#ÏÎÓÔÒÁÉÎÅÄȱ ÌÁÙÏÕÔȟ ÍÁËÅ ÂÁÎÎÅÒ ÇÒÁÐÈÉÃ ήΦΦÐØ ×ÉÄÅ Ø ΧΦΦÐØ 
high, any wider and the proportionate scaling will make the banner too skinny to render 
well. 

 
Upload new banner: 

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

 
Banner background colour 
If your banner image is less than 1600px wideɂi.e. does not fill the screenɂthe edges of the 
banner space will be set on the background of your site (usually white, unless a custom 
stylesheet alters the background 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.asp) 
Update the screen.  
Your banner image will preview on this screen. 
Reinitialize public site to apply your new banner. 

http://jigsaw.w3.org/css-validator/#validate_by_upload
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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 
ÐÁÓÔÅ ÔÈÅ ÆÏÌÌÏ×ÉÎÇ ÉÎÔÏ ÙÏÕÒ ÈÅÁÄÅÒ ÆÉÅÌÄ ÁÎÄ ÃÕÓÔÏÍÉÚÅ ÔÈÅ ÌÉÎË ȰÈÒÅÆЂȱ ÁÎÄ ÅÎsure the image 
ÉÓ ÙÏÕÒ ÂÁÎÎÅÒ ȰÉÍÇ ÓÒÃЂȱ. 
 
Default header content: 
<a href="[yoursiteURL]"><img src="[yourbannerURL]" style="width: 100%;" 
alt="Your Site Name"></a> 
e.g. <a href="https://images.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: 

 
An example of a custom, interactive header would include things like formatting, overlaid 
ÉÍÁÇÅÒÙȟ ÏÒ ȰÂÕÔÔÏÎÓȱ ÔÈÁÔ ÍÉÍÉÃ ÙÏÕÒ ÏÒÇÁÎÉÚÁÔÉÏÎÁÌ ÈÅÁÄÅÒ ÏÒ ÐÒÏÖÉÄÅ Á ÃÕÓÔÏÍ ÓÅÔ ÏÆ 
interactive features for your digital collections site. 
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The VITA Toolkit Help site has an interactive header. We loaded the Help site banner to VITA 
and then call that banner image URL in 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 you would 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 public site. 
 
  


