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[bookmark: _Toc177719056]General information
This guide is updated regularly and can be adapted to cater to a specific project. If you have any questions, want to learn more about Omeka and available plugins, or want to discuss your digital project ideas, contact the uOttawa Library’s Digital Humanities Support Specialist Roxanne Lafleur, rlafleur@uottawa.ca.
Framed passages, such as this one, are intended mainly for project leaders. 
[bookmark: _Toc177719057]Omeka Classic
Omeka Classic offers database and exhibit building options in an all-in-one solution. It includes various themes (look and feel) to choose from and various options for home pages and menus. Please consult the Terms of Service for uOttawa Library hosted Omeka sites. Similarly, Omeka.net is the cloud-based version with some restrictions. The University of Ottawa Library can provide its users with accounts to the full Omeka.net suite for projects that don’t qualify for an Omeka Classic installation. A free basic version is also available on the Omeka.net site. Simple Page
Item 1
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Here are some Omeka Classic sites created at the University of Ottawa.


Course- or program-related projects:
· Digital History – Histoire numérique
· Digital Humanities / Sciences humaines numériques
· Linking Culture(s)
· R. Murray Schafer 360°
· Silent Film Music in Canada
· Windows and Mirrors: diversity in books for young readers

Research projects:
· Brecht in/au Canada (bilingual site: English/French)
· Christina Rossetti in Music
· Iberian Lives in Baroque Rome
· Museum of Classical Antiquities
· Recipro: The history of international and humanitarian aid
· Shakespeare in Canada

A project done with the free version of Omeka.net:	
· A Living Thing (with free Omeka.net)
[bookmark: _Toc110009215][bookmark: _Toc177719058]Omeka user role types
Super
· Can do anything and everything in Omeka. The only users, project leaders, with access to the top navigation tabs for Plugins, Appearance, Users, and Settings.
Admin
· Can do anything, but cannot access the tabs for managing Plugins, Appearance, Users, or site Settings.
Contributor
· Have control over their own content only and can only view the content created by others. They cannot make their own content public. They can create exhibits with items that are rendered public.
Researcher
· Can log in to the admin side of an Omeka site and only see the content and cannot interact with it in any way. They cannot add, edit, delete, or tag any items. 

[bookmark: _Toc177719059]Items
Items are created to catalogue primary or other resources no matter their format, to form an archive. 
[bookmark: _Toc103070671][bookmark: _Toc110009217][bookmark: _Toc177719060]Introduction
[bookmark: _Toc110009218][bookmark: _Toc177719061]Creating Items
Before providing information about the primary source, see the section on the cataloguing guidelines to learn about how to interpret the Dublin Core and Item Type Metadata elements used to provide information about the resource. The Tags option provides the opportunity to create links between items for discovery. The Item Relations (an additional plugin) option is used to link two or more items that are very closely related. The Map option (an additional plugin) is used to associate the item to a geographic location on a map. There are four ways to create items, one at a time through Items, more than one at a time using the CSV Import plugin, through a public-facing Contribution form in Omeka, or published thanks to an API (Application Programming Interface), such as available from JSTOR Forum (ask for more information). 
[bookmark: _Add_an_item][bookmark: _Toc110009219]Add one item at a time
· From the Omeka Admin, under Dashboard, choose Items.
· Click on the green button Add an Item.
· Add information in the Dublin Core elements (at least a title to locate the item quickly to complete/edit it), including the other tabs (A), by following the guidelines according to the type of resource catalogued for the project. You may work on more than one tab before saving the item information. Under the Files tab, it is possible to upload more than one file and modify the order at any time. Know more about files. 
· Click on the green Add Item button to create it. It can be modified at any time. 
· Active Use HTML (B), located under each element box, to format text (Text formatting) and insert additional source code, if necessary. 
· Click on Add Input (C) if more than one box is required to organize the information belonging to the same element.
· Once the item is completed, it may be made Public (D) online. Only those with Administrator or higher access level may render items Public. 
· A Collection (E) must first be created to assign items to it. See Collection for details.D
A
C
B
E

[bookmark: _Add_more_than][bookmark: _Toc110009220][bookmark: _Toc103070672]
Add more than one item at a time (using CSV Import)
Done using a spreadsheet converted to CSV (comma-separated value) format. Note: The column (field) names don’t necessarily need to be identical to Dublin Core or Item Type Metadata elements as they can be mapped. It is also possible to map more than one column (with different names) per element. In Microsoft Excel, the spreadsheet must then be saved in CSV UTF-8 (comma delimited) (*.csv) format.
· Under Dashboard, chose CSV Import (plugin)
· Upload the CSV file. Create separate CSV files for items by type if Item Type Metadata is supplied, and by collection, if needed.
· Check the box for Use an export from Omeka CSV Report only if you have performed a CSV Export (an additional plugin for which the application is located under the section Output Formats located at the item, collection, or complete list of items level). 
· Note: It is possible to render item public or featured during or after the import, either individually or by batch. 
· For delimiters, except for Tags (may be different and is assigned at the Omeka site level), keep the comma. 
· Tap the Next button to go to Step 2 and map columns to elements, tags, or files (view image below). Make sure to check the Files? box only if the file permalinks (URL not password-protected) are included under a column, allowing the CSV Import plugin to upload the files to the respective items. There is no way of connecting to a local source (computer, USB key, etc.). Files may be attached manually to individual items after the import has been completed. 
IMPORTANT: At this time, it is impossible to modify existing items using the CSV Import plugin, even if the items are exported with the CSV Export plugin. 
[image: Table

Description automatically generated with medium confidence]
[bookmark: _Contribution_form][bookmark: _Toc103443796][bookmark: _Toc108595910][bookmark: _Toc110009221]Add an item with a public-facing Contribution form
The Contribution plugin is used to create forms to your specification, usually by type, to create items that can be made public, immediately or after approval. A public page is created automatically, which can be linked to another page or in a menu. The page cannot be made private but can be hidden and the link shared. Best practice is to include clear instructions on why and how to fill the form(s) with conditions of use. For more information, consult the Omeka Classic User Manual or ask us about it. For an example of such a page and form, made available to anyone visiting the Omeka site, see: https://biblio.uottawa.ca/omeka2/her-stories-covid-19/howto-contribute 
Notes and tips
· Unless otherwise stated, leave elements blank if there is no pertinent information available. 
· If you wish to revert to a previous edit after having saved, it is possible to do so only if the History Logs plugin has been installed (does not include uploaded files). 
· Changes will be lost if the web browser window is closed before saving. 
· To avoid the risk of overwriting changes, it is recommended to make changes in Omeka Admin from the same web browser tab and review them using the public view in another tab (refreshing it each time it is saved).  
· Omeka automatically creates a number for the item. This number is found in the item header in Omeka Admin, and at the end of the item URL (web address). It can be used to find an exact item in advanced search and it is necessary to create Item Relations. 
[bookmark: _Dublin_Core][bookmark: _Toc110009222][bookmark: _Toc177719062]Dublin Core
A universal cataloguing schema that consists of 15 basic elements to describe[footnoteRef:2]: [2:  For your interest, here are useful resources for more information about this schema: 
Using Dublin Core. Dublin Core Metadata Initiative, https://www.dublincore.org/specifications/dublin-core/usageguide/elements/. 
Metadata Basics, Dublin Core Metadata Initiative, https://www.dublincore.org/resources/metadata-basics/
Creating Metadata, Dublin Core Metadata Initiative, https://www.dublincore.org/resources/userguide/] 

· the item: Title, Subject, Description, Source, Language, Relation, Coverage;
· the intellectual property: Creator, Contributor, Publisher, Rights;
· the instantiation: Date, Type, Format, Identifier. 
See Cataloguing guidelines section for more detailed information on how best to enter data.
[bookmark: _Formatage_du_texte][bookmark: _Text_formatting][bookmark: _Toc102403777][bookmark: _Toc103070673][bookmark: _Toc110009223]Text formatting	
[image: Graphical user interface, text, application, email

Description automatically generated]Text formatting is generally unnecessary in item fields, except when identifying references or to providing hyperlinks. Check the HTML box for basic formatting options. 
As a last resort, the source code option “< >” allows the option to add or correct HTML markup language (see the guide Using HTML to Customize Exhibits). Can be used to embed an online which cannot be uploaded under Files (ex.: video on YouTube, a visualization, etc.) in the Relation element. Here are the steps (or watch this video by Duke University on how to embed media in Omeka): 
1. From the video on Vimeo/YouTube, a Knight Lab StoryMapJS or TimelineJS, etc. click on the Share button. 
2. Copy the code from the Embed box. If no code exists, then embedding is not permitted. 
3. In the Omeka item, click on the Source code (< >) from the Relation element and paste the code in the box, modifying the width to 100% (this will optimize the frame for any size screen). It is best to provide the attribution, the part that starts and ends with <p> … </p> in the example below, to keep or add the attribution set by the conditions of use of the site, including a direct link to the work (this can be done outside of the Source code option). Example: 
<iframe src="https://player.vimeo.com/video/682625516?h=270e6e899a" width="100%" height="360" frameborder="0" allow="autoplay; fullscreen; picture-in-picture" allowfullscreen></iframe> <p><a href="https://vimeo.com/682625516">Alain Nepton</a> from <a href="https://vimeo.com/user153045686">CRC Uetshit Takuaimatishun</a> on <a href="https://vimeo.com">Vimeo</a>.</p>
If you wish to embed anything that is available openly online and for which permission was granted, follow the same steps above, but instead insert the URL in the iframe code as shown below, including the reference to the website either before or after: 
<p><iframe width="100%" height="315" src="https://add-url-here/" frameborder="0"></iframe></p>
[bookmark: _Rights][bookmark: _Files:_names_and][bookmark: _Files][bookmark: _Toc110009224][bookmark: _Toc177719063]Files
File name: Can contain letters, numbers, hyphens, and/or underscores and should be kept as short as possible. To avoid possible application issues, the best practice is to avoid the use of spaces, diacritics, and other symbols. 
File format: Though any file format is permitted, the best ones to use are the following: PDF for files with multiple pages; JPEG, PNG, GIF for images; MP3 for sound recording; MP4 for moving images. 
File size: The total space allowed per item, no matter the number of files, is 100 MB. It is best to upload files that are compressed or reduced in size to allow for faster display and avoid temporary error messages. If the file is too large but can be embedded (such as a YouTube video, etc.), do so in the Dublin Core Relation element (see section, Text formatting for more information).
From the item, under the File tab
Number of files: More than one file can be uploaded per item and the order modified at any time. 
Delete a file: Click the delete link in the file box and then the Save Changes button. If the deleted file is included in an exhibit or other, it will no longer appear there. 
Edit a file: The edit link in the file box is available to include metadata pertinent only to the file itself. Do not enter information unless instructed otherwise. To modify the actual file or its name, delete it and upload the correct version. If the deleted file was included in an exhibit or other, the link will need to be replaced with that of the new file. 
[bookmark: _Item_Types][bookmark: _Toc110009225][bookmark: _Toc177719064]Item Types
Omeka provides a list of types with preset elements, but new types and elements can be created and added. It is possible to apply an Item Type without filling its elements.
Item Type Metadata elements are used to provide information not found in the Dublin Core elements. See the Cataloguing Guidelines section for more information by type, if applicable.
Each type possesses a unique Omeka generated hyperlink, which can be added to any page or in the navigation menu.
· Go to the Item Types under the Dashboard on the Omeka Admin side.
· Under the Total Items column, access the number corresponding to the desired type. 
· To render the link “public,” remove the admin/ part in the URL. For example, the following link https://biblio.uottawa.ca/omeka2/confluence-premierspeuples-firstpeoples/admin/items/browse?type=4 becomes https://biblio.uottawa.ca/omeka2/confluence-premierspeuples-firstpeoples/items/browse?type=4.
[bookmark: _Tags][bookmark: _Toc110009226][bookmark: _Toc177719065]Tags
Tags can match the terms in the Dublin Core Subject element. The tag is automatically hyperlinked, a link that can then be used to browse its associated items, while the Subject terms can be searched. Please carefully consider the choice of words and phrases necessary to enable the visitors to discover the items. Take the time to consult the existing tags, available from the Browse Items option on the public side (hold the ctrl key for PC or command key for Mac while clicking on the letter F to perform a word search).
The list of tags is also available from the Dashboard on the Omeka Admin side, where it is possible to search, modify and delete them. Choose “items” from Record Types to activate the link to the list of items from the sum of each tag and consult them. 
[bookmark: _Subject_element_and][bookmark: _Toc110009227]Subject Element and Tags
Whether you choose or not to create tags from the terms included in the Dublin Core Subject or other elements, consider keeping the nouns in singular, unless the plural form is favoured, and in lowercase letters except for proper nouns. Separate them with the desired Tag delimiter. Note: If the default (comma) Tag delimiter is replaced by a semicolon ( ; ) it will enable you to use commas in your tags. Avoid duplications such as nouns in singular as well as in plural, word derivatives, and synonyms.
To the project leaders: If subjects and tags are necessary, consider providing clear guidelines and possibly vocabulary lists (a plugin is available to allow the cataloguer to choose a term from a list from an element). 
[bookmark: _Toc110009228]Create Tags
Create tags after cataloguing the resource.
1. From the Omeka Admin, display the item and select the Tags tab. Click on the View Public Page button to display the item in a separate tab in the web browser. 
2. From the public view, copy all words found in the Subject or other elements and paste them in the Tags box of the item from Omeka Admin. 
3. Click the Add Tags button. If they are separated by the Tags delimiter, more than one tag can be generated at a time, and each displayed in its own green box.
4. Click on the Save Changes button. 
5. To delete a tag, go to the Tags tab of the item and click on the X of its green label, rendering it red. Then click on Save Changes button.
How to modify or delete a tag.
Option A- At the item level, follow the above steps to add the correct tag and delete the wrong one by clicking on the X in its green label, turning it red. Click the Save Changes button. If you suspect that the wrong tag has been used in other items, follow option B.
Option B- From Tags under the Dashboard, find the tag, make the correction in its green label and press the Enter key to save it, automatically replacing the erroneous version assigned to the items that possess it. If the correct tag already exists, it will be impossible to change the erroneous one to match it. Instead, note the items that possess the erroneous tag (choose “items” from Record Types to active the link to the list of items from the sum), and follow the option described above. Then from Tags under the Dashboard, delete the erroneous tag for which the sum should be zero.
Note: When modifying a tag, its link changes. Make sure to modify the link that may be included on a page or menu. 
[bookmark: _Map][bookmark: _Item_Relations][bookmark: _Toc110009229][bookmark: _Toc177719066]Item Relations
Plan and specify in the guide when and how to use this option for the need of the project.
If the item is part of a group or series of items, it is possible to connect them together using the Item Relations plugin. When in doubt, discuss it with a project leader. Not to be confused with Collections and Tags.
From the first item, under the Item Relations tab, choose the appropriate phrase [could be a simple as creating the phrase “is related to” or for a bilingual option, “is related to / est relié à” from the “Custom” list] and insert the number of the second item (identified in the item header in Omeka Admin and at the end of the item URL). Save changes. Automatically, the second item will include the link to the first item. 
Note: If additional items need to be linked to the two, list the item numbers in the order of choice on a piece of paper. To start, add the second item, third item and so forth to the first item. Then, go to the second item and add the third item and so forth. After saving changes, check to make sure the links are correct. 
[bookmark: _Map_1][bookmark: _Toc110009230][bookmark: _Toc177719067]Map
[bookmark: _Collections]Only one location can be identified on the map per item. From the Map tab (generated by the additional Geolocation plugin) of an item at the Omeka Admin level, insert a postal address or geographic coordinates in numerical degrees* in the box at the top, or zoom in and click on the location in the map. 
This location should match the information found in an element, such as Dublin Core’s Coverage, so that the context is understood, and the name can also be searched. The location can be that which is captured in the resource (in the case of a photo of a landscape or a camp, etc.) or the topic being discussed or referenced. It is best to describe how the Map should be applied by type for the project in the Cataloguing Guidelines section. 
*To identify geographic coordinates in decimal degrees, search OpenStreetMap (avoid Google Maps). Copy and paste the coordinates found in the record, separated by a comma, or the URL (making sure to replace the slash with a comma after pasting it in the Map box).  
[bookmark: _Collections_1][bookmark: _Toc110009231][bookmark: _Toc177719068]Collections
Collections can be applied and made public for visitors to explore or remain private for administrative, temporary, or private needs (such as for items that are in progress, etc.). Note: An item can only be assigned to ONE collection at a time.
When adding a collection, under Dashboard, some Dublin Core elements are recommended to identify it. The Title is mandatory, but the other elements are not. Elements such as Description and perhaps Relation may be useful to provide context, contact information or a link to a website, such as to create a collection that captures the items provided by or belonging to a specific contributor.
[bookmark: _Rights_1][bookmark: _Toc110009232][bookmark: _Toc177719069]Rights
Copyright protects literary, artistic, dramatic, and musical works, films and cinematographic works, as well as sound recordings, performances, and communication signals.
Insert the appropriate copyright statement (ex.: licence, condition of use, permission) for all files uploaded or embedded and the full text added: 
· In the Rights element under Dublin Core for Omeka Items. 
· In a caption or text body for media/documents added or embedded in Omeka pages, exhibits, or other external applications, such as the presentations created using Knight Lab storytelling tools.
[bookmark: _Toc110009233]Examples of rights statements
· A licence attribution usually includes the Title (with the hyperlink to the source of the original material, if applicable), Creator Name (with hyperlink to their profile page, if applicable); Licence (with a hyperlink to the licence deed). It will also specify if any changes were made. For more information, see page 2 of How to Attribute Creative Commons-Licensed Content: Best Practices. Example:
· “Cat” by Tom Houslay, used under CC BY-NC 2.0 / desaturated from original.
· For Vimeo or YouTube downloaded or embedded files, provide the following phrase with link or hyperlinked to the provider Terms of Use, unless otherwise specified at the end of the description of the video page:
· The standard Vimeo licence, https://vimeo.com/terms 
· The standard YouTube licence, https://www.youtube.com/static?template=terms
· Permission statement, unless otherwise specified by the copyright holder. Example: 
· This item appears on this website by kind permission of the copyright holder, John Smith.
· Credit line as instructed by the copyright holder or provider/custodian of the file(s) or embedded material. Example:
· Copyright, ICRC, https://avarchives.icrc.org/
· With the approval of a project leader, when unable to trace the copyright holder, state:
· Every reasonable effort has been made to trace the copyright holders of the content on this site and to obtain permission to reproduce materials. If you are the owner of content that you believe has been improperly attributed or is being used without permission, see More information about copyright and conditions of use* to contact us.
*Include hyperlink to the page when created or other.
[bookmark: _Permissions][bookmark: _Toc89265968][bookmark: _Toc110009234]Permission request
When requesting permission, make sure to include:
· Who? Introduce yourself, provide your full name, your role (student, professor, research assistant, etc.), and your program of study or department and institution.
· What? Clearly identify the resource you wish to use. If found online, provide the permanent/stable URL of the resource.
· Why? State the reason for requesting the resource. Describe your project and specify the context.
· How? Explain where and how the resource will be hosted. Name and describe the purpose of the project and include the website URL, the project leader(s) and affiliation(s), if not already mentioned.
Agree with the project leader(s) to copy (cc) him/her/them in the message. 
Forward a copy of the permission approval to the project leader(s) for safekeeping. This copy can be in the form of an email (by exporting the whole conversation to PDF) or a signed document. 
[bookmark: _Toc89265969][bookmark: _Toc110009235]Public Domain
A work is in the public domain after the term of copyright has expired. It can then be reproduced or communicated without permission.
“In general terms, with the exception of artists’ performances, sound recordings and broadcast signals, the Canadian term of copyright lasts for the life of the creator and a period of 50-70 years from the end of the year in which the creator died. If the creator died in 1971 or earlier, the period is 50 years from the end of the year of their death. If the creator died in 1972 or later, the period is 70 years from the end of the year of their death.”[footnoteRef:3]  [3:  “Overview.” What is Copyright?, Copyright, Library, University of Ottawa, www.uottawa.ca/library/copyright/what-is-copyright/overview. Accessed 11 January 2023.] 

To learn more about the copyright terms of exceptions, e.g. performer’s performances and broadcast signals (incl. sound recordings), films and cinematographic works, go to section “1.8 How long does copyright last?,” Frequently asked questions by the University of Ottawa Copyright Office: https://www.uottawa.ca/library/copyright/additional-resources/frequently-asked-questions 
[bookmark: _CATALOGUING_GUIDELINES][bookmark: _Toc103070674][bookmark: _Toc110009236]The expiration of the term of copyright is not the same in all countries, and laws may change at any time. Note that the custodians or copyright holders in countries where the term of copyright expires later than in Canada may insist that you comply with their country’s copyright laws, given that these works are meant to be available online for the world to see. 


[bookmark: _Toc177719070]Cataloguing guidelines
[bookmark: _Histoire_orale][bookmark: _Histoire_orale_/][bookmark: _Image][bookmark: _Text]Each item type has its own cataloguing particularities. Determine how best to proceed: by type or in a generic manner. Below is an example of a generic approach to cataloguing items, which does not contain any Item Type Metadata elements. If such elements are required for the project, make sure to determine and add their specifications by type, which may also include details pertaining to the Files, Tags, Item Relations, Map tabs, and Collections, if applicable. Ask to see examples of such guides.
[bookmark: _Toc103078621][bookmark: _Toc177719071]Tips
· Most items will at least require the following elements: Title, Creator, Date, Description, Format, Source, Rights. 
· If the resource was published, then a publisher is required in Publisher element. If the resource contains words (audible or visible) then the language is required in Language. 
· Make sure the metadata is relevant and meaningful, and that it does not misinform the visitor (would a stranger understand?).
· When in doubt, consult a project leader. 
· To add an additional box to an element, click on the Add Input button.
	DC ELEMENTS
	DESCRIPTIONS
Taken from Omeka
	COMMENTS
For the project needs

	Contributor
	An entity responsible for making contributions to the resource
	OMIT. [If necessary, clearly define. Not to be confused with other elements.]

	Coverage
	The spatial or temporal topic of the resource, the spatial applicability of the resource, or the jurisdiction under which the resource is relevant 
	Add if the spatial or jurisdiction under which the resource applies is relevant, such as the place of publication or site of a building, in order from small to larger: Street Address, City, Province, Country. If applicable, add the name of the space/building at the beginning. [For locations: could work in tandem with the Map function].

	Creator
	An entity primarily responsible for making the resource
	Creators/authors of the resource. Can be a person, organization, etc. Syntax: Surname, Given Name (role). Click on the Add input button to add more than one. 

	Date
	A point or period of time associated with an event in the lifecycle of the resource
	Date when the resource was created, published or written, photographed, or made. A date can be the year or include a month and day. Syntax: YYYY-MM-DD (descriptor if necessary). Exceptions may apply for some types.

	Description
	An account of the resource
	If necessary, a paragraph describing what your item is about, or to explain the roles of the creators and other information not already captured in other elements. If taken from another source, the information should be referenced or cited using the recommended citation style. 

	Format
	The file format, physical medium, or dimensions of the resource
	Information specific to the physicality or form of the resource. If applicable, include the medium/technique and dimensions of the resource. This could be a file format for a born-digital document, the number of words or pages, the technique and size/dimensions of an image or object…

	Identifier
	An unambiguous reference to the resource within a given context
	Depends on the resource. Examples: ISBN/ISSN/DOI or acquisition numbers of the resources, if applicable. The project may require identifiers to correspond to the file names. 

	Language
	A language of the resource
	Language(s) of the resource, visible or audible.

	Publisher
	An entity responsible for making the resource available
	Publisher of the distributed item. 

	Relation
	A related resource
	Ideal for embedding a video, audio recording or other application that cannot be uploaded as a file. See : Text formatting to learn how. Could contain the web link or reference of the publication in which the resource is found, if not in the Source element (TBD).

	Rights
	Information about rights held in and over the resource
	This applies only for attached or embedded files and supplied full text. Must include the source of the file, the full name of the rights holder, a permission or rights statement. See Rights instructions.

	Source
	A related resource from which the described resource is derived
	Source where the resource and information were found. Using the recommended citation guide, cite the source where the information was found to fill all elements. If more than one source, add a box (click on the Add input button). If recommended, add the cataloguer [syntax example: Given Name Surname (cataloguer)]. Not to be confused with the Relation element, if applied. 

	Subject
	The topic of the resource

	[Could be omitted]. Add key terms (works or phrases) to identify the topic of the resource. See: Subject element and Tags for guidelines. Can be copied to create Tags.

	Title
	A name given to the resource
	Official or descriptive title of the item. This element is MANDATORY. When creating a title, make sure it is meaningful. 

	Type
	The nature or genre of the resource
	OMIT unless, for instance, to match a type from Item Type Metadata. Not to be confused with the Format element. 


[bookmark: _Toc103078622]

[bookmark: _Toc177719072]Exhibits
Means to contextualize the items and other information in a meaningful way. 
[bookmark: _Toc103078623][bookmark: _Toc177719073]Exhibit Builder
An exhibit composed of pages, like a website with its own menu within the Omeka site.
[bookmark: _Toc103078624][bookmark: _Toc177719074]Create an Exhibit
1. Go to Omeka Admin. From the Dashboard menu on the left, select Exhibits.
2. Click on the green Add an Exhibit button. 
a) Assign a title to your exhibit. 
b) The slug is what provides a URL for the exhibit. It should reflect the title but short, and can contain letters in lowercase, numbers and hyphens, NO spaces, diacritics or special characters or symbols. 
c) Under credits, you can add the name(s) of whom contributed to the creation of the exhibit and the date or year it was created, if pertinent. 
d) The description is the summary or abstract of your exhibit. 
e) Decide if tags are required for the exhibits for the project. These tags are not linked to those of items, and they are rarely necessary.
f) Under Theme, keep the Current Public Theme so it remains coherent with the site.
g) Check the Use Summary Page box so it appears in the Browse Exhibits list on the public side, if used in the menu of the site.
3. Click on the green Save Changes button. You can edit exhibits at any time.
4. From the Pages section, you can Add Page by selecting the green button, reorder the pages by clicking and dragging them, or delete a page by clicking the X in the box, rendering it red. IMPORTANT: The deletion is permanent once the exhibition is saved. 
[bookmark: _Create_a_Page][bookmark: _Toc103078625][bookmark: _Toc177719075]Create a Page
[image: A screenshot showing the "Select layout" options.]Click the green Add Page button from the Pages section at the bottom of the main exhibit page.
· The Page Title can be a long. Add a Menu Link Title ONLY if the Page Title is too long for the menu. 
· The slug is what provides a URL for the exhibit page. It should reflect the title but short, and can contain letters in lowercase, numbers and hyphens, NO spaces, diacritics or special characters or symbols. 
· Click the Save Changes button at any time. 
From the Content section, select layout blocks to build the page. These are stacked and can be reordered at any time. Once selected, click on the green Add new content block button at the bottom. Blocks have different features and are especially designed to integrate the items created in the project. There is even a Geolocation Map for displaying selected items that use the Map option.  
· Some blocks contain additional layout options, such as the file position, the file size, and captions position.
File with Text block 
Displays the added item file less than half the width of the page, one below the other if more than one. Additional text is displayed next to the file(s), continuing below if the text is longer than the height of the file(s). 
Gallery block 
The first Layout Option allows to showcase on the right or the left the first added item file, occupying half the width of the page. Otherwise, files are presented in rows, each at a quarter of the width of the page, up to four, side by side. If text is added, the number of items per row is cut by half (2 side by side, with the option of showcasing the first file), displaying the text next to them, and below if the text is longer than the height of the files when they are all presented on the same side.
File block 
The added item files are displayed one below the other when more than one is added at a quarter of the width of the page for square thumbnail file size, half of the width for thumbnail file size and full width for fullsize. The additional text will not wrap around the file(s).
[bookmark: _Text_block]Text block 
This block does not include add items, but it is ideal for adding blocks of text at the full width of the page, insert a header above another type of block or add source code to create a table or embed a video, a Neatline exhibit, etc. 
[image: Table

Description automatically generated]From the HTML options, choose Source code, “< >”. A window will pop up. To embed a video, timeline, etc. available online, use the embed code found in the Share option provided by the streaming (YouTube, Vimeo, etc.) or other application site. Make sure to include a caption, with the reference or the attribution specified by the provider, using the link provided usually also provided under Share. See more detailed instructions see the Text Formatting section. 
Want to integrate a Neatline exhibit? Since the height of the Neatline block cannot be controlled and is quite narrow, you might want to embed the Neatline exhibit by inserting the URL of its Fullscreen View in an iframe tag and provide a link to the Fullscreen view. The line of code below includes the link to the Fullscreen view (a phrase that can be modified to suit your needs) followed by the iframe tag. Copy/paste it and simply replace the URL (identical in yellow) with yours.
<p><a href="https://biblio.uottawa.ca/omeka1/windowsandmirrors/neatline/fullscreen/northsire-staff-picks-2022">View Fullscreen</a></p>
<p><iframe width="100%" height="400" src="https://biblio.uottawa.ca/omeka1/windowsandmirrors/neatline/fullscreen/northsire-staff-picks-2022" frameborder="0"></iframe></p>
Carousel block
This block is used to display more than one item containing image files. The Layout options, include adding a title, display more than one image per slide, opt to rotate slides at a specific pace, display title or captions, loop, fade between slides, etc.
Geolocation Map block 
To make items appear on this map, a location must be identified and pinned in the Map option at the item level. 
When provide a pin on the map, the pop-up includes the title and link to the item, a square thumbnail of the image file (if applicable), and if necessary, a caption of your choice.
[bookmark: _Toc103078626][bookmark: _Toc177719076]Exhibit examples
Here are links to examples of Omeka exhibits, all made by uOttawa students. 
· Patrice Lumumba University (RECIPRO: The History of International and Humanitarian Aid)
· Opening a New Door for the Canadian Performing Arts (Linking Culture(s))
· Christina Rossetti’s “In the Bleak Mid-winter” in Pop Culture: The Legacies of Holst and Darke’s Tunes (Christina Rossetti in Music)
· The Living Body of Art (A Living Thing: William Morris on Art and Labour, using Omeka.net free version)
· Children’s Literature Shelf: Perfect Books 2022 (Windows and Mirrors: diversity in books for young readers)
[bookmark: _Neatline][bookmark: _Toc103078627][bookmark: _Toc177719077]Neatline
Neatline uses a base map or image from which to identify and describe aspects. If a base image is desired, make sure that it is large enough and that it is attached to an item. 
A selection of plugins is available for a variety of applications (widgets). For more information, ask or visit the site https://neatline.org.
[bookmark: _Toc103078628][bookmark: _Toc177719078]Create a simple Neatline exhibit
Go to Omeka Admin. From the Dashboard menu on the left, select Neatline. 
[bookmark: _Click_on_the]Click on the green Create an Exhibit button
· Assign a meaningful title to the Neatline exhibit. 
· The slug is what provides a URL for the exhibit. It should reflect the title but short, and can contain letters in lowercase, numbers and hyphens, NO spaces, diacritics or special characters or symbols. 
· The narrative is only available in the Omeka Public View, not the Fullscreen View. If your Neatline exhibit will be embedded on a page where context will be provided, the narrative is unnecessary.  
· For a simple exhibit using a base image, there is no need for additional widgets. 
· To add the base image, go to Default Spatial Layer and select the option None (Image or WMS as Default) at the bottom of the list. In Image Layer add the stable URL of the image file, ideally included in an item (go to the item public view and select the image) or openly stored elsewhere online. IMPORTANT: The image URL must end with an image file extension, such as .jpg or .png.
· Click on the green Save Exhibit button. 
Edit the exhibit
[image: Graphical user interface, application, Teams

Description automatically generated]Go back the Dashboard and select Neatline to choose from the following options. 
· Exhibit Settings: Review or edit the information already provided. 
· Import Items: If the purpose of the Neatline exhibit is to pin mostly Omeka items (displaying the complete metadata and files), opt to bulk Import Items, automatically creating individual records, by either inserting the item numbers (identified in the item header in Omeka Admin and at the end of the URL) or the items from a Collection, Type, Tag. To deleting records, open them one at a time to do so. b
a
c

· From the Title: Click on the title to find editing tools to build the exhibit. Below are some common options. For more, ask or consult the Neatline User Guides for Omeka Classic.
a. Styles: To hang the full area or base image, especially to embed a Neatline exhibit on a page, enter “1” in Default Map Zoom, and “5” or “6” in Maximum Map Zoom to avoid zooming in too far. These values may be changed at any time. 
b. Records: Create a record (“pin” on the map or base image). 
· Text: Provide a title (recommended), a slug for linking to the record, and under Body, information to display in the pop-up, if desired (HTLM code may be used to embed images or videos, etc.). Click Save. 
· Item: To create a record of a full item, its metadata and files, chose an item from the drop-down menu or perform a search. Additional text can be added from the Text tab. Click Save.
· [image: Graphical user interface, application

Description automatically generated]Map: Use the Drawing Tools to position the record on the map or base image. Select Draw Point to draw a dot or another option to draw a line or shape. Example: Choose Draw Rectangular Polygon (for a rectangle that is not perfectly straight: 4 sides, 90 Snap Angle, check the irregular box) and click-and-drag in one motion to shape and position. To edit, select modify, rotate, resize, drag, or delete shape. Selecting Clear all Geometry will erase all shapes for the record. Click Save. 
· Style: Choose the Colors, Opacities and Dimensions of the pins or shapes created in Map (above) for the record. Make sure that they are coherent, noticeable, and easy to interact with (hover or click). Under Visibility, you may set the Max zoom by choosing Current Zoom, to prevent users from zooming in too far. Click Save.
Tips: Don’t forget to Save changes before closing the record (there will be no warning message to remind you to save). Note the settings as a back-up or to create similar records. 
c. Use the Go back to Omeka link at the top to the list of Neatline exhibits and their main menus. Choose Public View mode (within Omeka) or Fullscreen View to view results. Select Exhibit Settings to render the exhibit public (the option is located at the bottom of the page). 
Embed a Neatline exhibit on a page
Go to Fullscreen View of the Neatline exhibit, copy the URL, and follow the instructions as described in the Text block option under the Exhibit Builder’s Create a page section. The same process can be applied for a Simple Page. 
[bookmark: _Toc103078629][bookmark: _Toc177719079]Examples
Here are links to Neatline exhibits created by uOttawa students. 
· Old but Gold, click on the link or the image to view (Linking Culture(s))
· The Regent Orchestra (1917-1918) (Silent Film Music in Canada)
· Silent Film Music in Downtown Ottawa (1900-1928) (Silent Film Music in Canada)
· Parishes in Baroque Rome (Iberian Lives in Baroque Rome)
· Neatline exhibits embedded into exhibit pages of Children's Literature Shelf: Perfect Books 2022: book items in the display of books and an interactive table (Windows and Mirrors: diversity in books for young readers)


[bookmark: _Toc177719080]Simple Pages
To create a standalone page. Ideal for information such as about the Omeka project, to introduce a list of links to exhibits or tags, or to create a custom home page. Like the Exhibit Builder’s Text Block option, only HTML is available to format the content. 
[bookmark: _Toc177719081]Create a Page
1. Go to Omeka Admin. From the Dashboard menu, select Simple Pages.
2. Click on the green Add a Page button. 
· Assign a title to your page. 
· The slug is what provides a URL for the page. It should reflect the title but short, and can contain letters in lowercase, numbers and hyphens, NO spaces, diacritics or special characters or symbols. 
· Use the HTML editor for options, including the Source Code “< >” to embed images and other applications (see: Text formatting), create a table, etc., in the Text box.
3. Click on the green Save Changes button. You can edit pages at any time.
4. Before rendering the page public, contact a project leader. NOTE: Making a simple page public automatically generates a link for it in the site’s menu. Only users with Super level can hide or move the link from the Appearances tab under the Omeka Admin top menu. 
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