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Omeka Step-by-Step Guide

This is a step-by-step guide for creating exhibitions with the Omeka software program. We have

already set-up the course site for you to use for your group exhibitions. Each group will have

their own set of exhibition pages and will upload their exhibit items into the same course site.

We have created a generic course login for this site so that you do not have to create individual

accounts. Please refer to your syllabus for login information.

Initially you will need to log into the Omeka platform. If you are using a server-hosted site, you

will have a more specific site to log in. Please use the course login information found on your

syllabus. It is also recommended that you bookmark the log in site for use during your project.

To log in:

1. Go to www.omeka.net

2. Click on My Account in the top righthand side of the screen

3. Enter course login information

4. Click on Manage Site

You will see the following items in the left-hand navigation bar: Dashboard, Items,

Collections, Item Types, Tags, and Exhibits

Once you have logged in you can start uploading items for your exhibit. Since Omeka is also a

content management system, you will need to create your digital collection of exhibit items

first before creating your exhibit.

To Add an Item:

1. Click on Items in navigation bar

2. Click on Green button Add an Item at the top or bottom of page

3. You will be asked to enter in the following Metadata fields for the item you are adding
4. Look at metadata sheet for Omeka to see what fields you need to use for a particular

item and fill in these fields on the Add an Item page

5. Click on Item Type Metadata in the tabs underneath Add an Item

6. Select Item Type from dropdown menu

7. Click on Files

8. Upload file from computer or flash drive

9. Determine whether you want item to be public or featured

a. You may keep items private until you finish building your exhibit. If you do this,
you must go back to each item to make public.

10. Click on big ADD ITEM button on the righthand side

11. Determine which collection you would like item in and choose from drop down menu
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You must add all items you will need to use for your exhibit prior to creating your exhibit!

To Create an Exhibit

1. Click on Exhibits in navigation bar

2. Click on green button Add an Exhibit at the top or bottom of page

3. Enter in Exhibit Metadata: Title, Slug, Credits (i.e. who made exhibit), Description
(summary or abstract of your exhibit), Tags, Theme, etc.

4. Click on the green button Save Changes

To Compile your Exhibit

1. Click on the Exhibits tab in the navigation bar

2. Click on Edit – in blue underneath your exhibit title

3. Click on Add Page (green button at the bottom of page)

4. You will need to give your page a title

5. You will need to determine the layout of the page – you can choose from four different

layouts

6. Click on big green button Save Changes after you make your choices

7. Click on Save and Add Another Page
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