Omeka Help Document 3:

Adding an Item to Your Omeka Site
Once you’re set up with an Omeka account and have identified the primary source item you would
like to add to your personal or class Omeka site, please follow these instructions.
1) Before adding Items, it is necessary to limit the metadata fields on your site. (Metadata is data
about data; for each Item on your site, you will complete metadata fields such as Title, Source, and
Description, among others.) Navigate to the administration page, click on “Plugins,” and scroll
down to the “Hide Elements” plugin. Click “Install.”

2) Tick all four boxes for each element that you do NOT want visible on the page. It is
recommended that you keep at least Title, Description, Creator, Source, Date, and Language.
Depending on your content, it may make sense to keep other fields as well. (For more information
about Dublin Core and what to include in these metadata fields, see the Dublin Core Metadata
Element Set at http://dublincore.org/documents/dces/.) Click “Save Changes.”
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3) You are now ready to add Items! Under “Dashboard,” click on “Items.”

4) Click the green button to “Add an Item.”

5) Complete all of the Dublin Core metadata fields that you can: Title, Description, Creator, Source,
Date, Language, etc.
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6) Click on the “Files” tab on the “Add an Item” menu. Choose the file from wherever you have it
saved on your computer, and upload it. Tick the “Public” box if you want the item to be publically
viewable on the site. (Otherwise it will remain private and only you will be able to see it.) Tick the
“Featured” box if you want the item to be appear as a featured item on the landing page. Select the
Collection where the Item should appear, then click the green “Add Item” button to finalize your
contribution.

Congratulations! You added an item to the Omeka site!
Prepared by Charlotte Nunes (nunesc@southwestern.edu), Postdoctoral Fellow in Digital Scholarship,
Department of Research and Digital Scholarship, Southwestern University.
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