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Using the Northern Ireland Community Archive

WHAT IS AN ARCHIVE?

Community archives are collections of stories, photographs, documents, audio
recordings and film that have been captured by a community as a record of their
cultural heritage and identity. There are a large number and wide range of groups
involved in community archive activities. Community archives may be based in
community centres, historical societies, schools, libraries, museums and public
archives.

ABOUT THE ARCHIVE

The Northern Ireland Community Archive is a collection of tourist trails, museum
collections, photographs, exhibitions, oral testimonies and other information from
local museums and community groups.

HOW TO NAVIGATE THE ARCHIVE

You can travel around this site in several ways. The menu bar across the top of the
screen will take you into each of the different pages: Home, What’'s On. Explore the
Archive, Project Posts, Learning & Resources, Heritage Trail, Accessibility, Contact
Us.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us

NI Community Heritage Archive
Causeway Coast and Glens Museum Services L & 10

If you cannot see the menu bar along the top of the page, there will be a three bar
[Menu] icon in the top right. If you click on that, it will produce a drop-down menu
showing all the page options.

NI Community Heritage Archive
Causeway Coast and Glens Museum Services .Y

7
The NI Community Heritage Archive is administered by Causeway Coast and Glens Museum i (
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Search tools:

There is a site-wide search function located on the homepage. It is not an elegant

search tool, but it will find everything on the site that includes the keyword entered
into the search.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us
NI Community Heritage Archive
Causeway Coast and Glens Museum Services

The NI Community Heritage Archive is administered by Causeway Coast and Glens Museum
Services. It's a place to explore historic collections, photographs, exhibitions, oral testimonies and
other information from local museums and community groups across Northern Ireland.

You can explore the projects, collections or resources by clicking on the menu tabs above, or
browse the archive by clicking on any of the themes below.

A more focused search function is available at the upper right-hand corner of the
three main pages of the website: Explore the Archive, Project Posts, and Learning &
Resources. The search bar within each area can be used to search for key words
within those specific sections of the site.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us

e~ " Explore the Archive
- N Samd

Sort by Per page P23 23155

Collection

All Collections

v acenntaTian |
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THE HOME PAGE

The Home Page is the landing page of the site and the best place to start browsing.
As well as the menu bar along the top, the home page gives you different ways to
explore content by different theme, as well as find out more about the site.

Home What's On Explors the Archive Project Posts Learning & Resources Heritage Trai's Accessikiity ContactUs
NI Community Heritage Archive
Causeway Coast and Glens Museum Services

The NI Community Heritage Archive is adminizterad by Cauzeway Coast and Glens Mussum
Services. It's 3 place o explore historic collections, photographs, exhibitions, oral testimonies and
other information from local museums and community groups across Northern Ireland.

You can explore the projects, collections or resources by clicking on the menu tabs sbove, or
browse the archive by clicking on any of the themes below.

= & 1 e e

Ways to use this How to add to Causeway Coast Meet the team Discover
website this website and Glens Northern Ireland
Museum Services
Bebeta . iawes Causeway «*™, TOURISM Exropean Union
) i g @cm&clm NORTHERN s
Borough Council IRELAND
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Themed Thumbnails

The themed thumbnails on the homepage of the NI Community Archive are the best
was to browse the site. They collect diverse projects into broad chronological themes
(early times, plantation to partition, and 1921-Today), and other areas which are
used most on the site (family history, teaching resources, museum activities for pre-
schoolers).

Family History Research Teaching and Resources

Clicking on any of the themes will take you to menu pages from which to browse the
relevant collections and projects.
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Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us
Early times 10,000 BC - 1603

The projects in this theme explore the archaeology and history from Ireland’s first people to the end of the Tudor period

UNCHARTED Uncharted Histories of the Causeway
‘I. }HIS'[‘ORlES Coast

This project by Causeway Coast and Glens Heritage Trust gathers lesser-known histories along the
OF THE CAUSEWAY Causeway Coast together into an interactive digital resources.

COAST

Click here to find out mare

Chatting through the Causeway's
Prehistoric Past

Breaking Ireland’s prehistoric past into bite-sized chunks, this project allows users to listento a
twelve-part series recorded with Coleraine and District Talking News.

Click here to find out more

Royal Connections Heritage Trail

From mythological princesses, to medieval sites, the tyrants of folklore, and modern monarchs, the
Causeway Coast and Glens abounds with royal connections. Working with groups across the borough,
Museum Services has created 3 heritage trail that links together the many locations with a royal tale
to tell.

Click here to find out more

By clicking [Click here to find out more], you will be taken to the introductory page of
each project. Going forward, all introductory pages will include hyperlinked buttons to
navigate through the project.

Click on the buttons below to explore different elements of the A World of Stories project:

® Click here see the project aims, approach and evaluation

I8 Click here to listen to abridged oral histaries from the project

W Click here to view some of the objects displayed in the exhibition
B Click here to view a digital capy of the exhibition booklet

B Cick here to watch a talk by Naomi Green on the history of minority and migrant communities in Northern Ireland

B Click here wo read Global Voices, Local Choices participants' reflections on a prayer mat

B Qick here to view the Global Vaices, Local Choices exhibition panels

& (Click here to find out more about Global Voices, Local Choices

& Qick here to find out more about Conflict Textiles

Museum Services, 1 Townhead Street, Ballymoney, Co. Antrim BT53 6BE
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The What’s On page:

The What’s On page links to the Causeway Coast and Glens Museum Services
monthly newsletter outlining heritage events within the borough over the coming
month.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us
NI Community Heritage Archive
Causeway Coast and Glens Museum Services |
Y st 2

Museum Services

Events at a Glance

Monday &th April
pm
Reminiscence Session @ Coleraine Town Hall

Friday 12th April
10.30am - 11.30am
Reminizcence Session (@ Ballycaztle Library

Tuezday 16th April
pm
Digital Film Archive Screening @@ Coleraine Town Hall

Tuesday 23rd April
2 30pm - 3.30pm
Reminiscence Session @ Cushendall Library

Thursday 25th April
2pm
Reminiscence Session @ Coleraine Town Hall

See below for Green Lane Museum 2024 Events and all exhibitions
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The Projects, Archive and Resources pages:

All entries on these pages can be sorted alphabetically, or by date, using the drop-
down filter menu near the top left-hand side of the page. There is also a drop-down
filter to select how many posts you'd like to view at a time.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us

" Explore the Archive

B : -

Search the NI Archive

Sort by Per page 1230023155

Collection

':1:« 1 All Collections
,"{ANNUAL REPORT

AV OHDDIV ACOANTATIAM

On the right-hand side of the page there is a Search button which will search for
entries only within the current area (e.g. within Projects). There are further drop-
down filters to allow you to sort entries by project name, collection name, or owner.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us
Y=t P I ts
goe— - rojects
P ¥ 24
Search our Projects
Sort by Per page AN 23 N3

Project

Interview with Danny O'Kane

Elizabeth Ferguson of Roe Valley Ancestral Researchers interviewed Mr Danny All Projects
O'Kane, who played a key role in establishing the Roe Valley Country Park and
Green Lane Museum. [...]
Owner
Roe Valley Ancestral Researchers at Green Lane Museum CCGBC
Museum ServicesRoe Valley Ancestral Researchers Read more All Owners

The Projects page documents current and past projects, providing background,
progress and summary information.
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The Archive page is an accessible digital collection of images, videos and sound
recordings from museum and community collections. On the Archive page, there is
also the option to filter content by media type (documents, photos, videos, audio
recordings).

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us.
S~ —_ " Explore the Archive
-y . > -

Search the NI Archive

@S2 3 S35

Date (Newest) Per page

Collection

All Collections

Owner
All owners
ggﬁﬁk@oghey, Ballintoy Church in
y Wwi Advanced Search
- All File Types
a Uncharted Histories of the Causewa | Und
g Coast & W Coast
e Bovps

BALLYCASTE
prthern Irefand C

The Learning & Resources page provides digital versions of outputs — books,
booklets, heritage trails, exhibition panels and other learning resources — that may
be downloaded. Clicking on [View PDF] will open the resource as a pdf document.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us
- ‘ » "D
G 2 Resources =
-y b — f :

Search our Resources

Sort by Per page i IS R S AR 25
Search our Resources Q

Project
CANADA
ATALE OF A BOY WHO LIVED DURING
THE HOLOCAUST
Owner
All Owners
The Devils of Mapping Canada: ATale of a
Ballycastle: Boyd's Monuments Boy who Lived -
‘Indian’ Sculpture exhibition panels During the Holocaust
Group Any Type
ect: Binevenagh Landscape ect: Holocaust Memorial DayWwilI
t: King of Ballycastle Partnership Scheme ner: CCGBC Museum Services
vner: CCGBC Museum Services Owr Causeway Coast and Glens E View PDF
E View PDF Heritage Trust E View PDF
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Heritage Trails

Heritage Trails represent heritage-themed tours or trips that can be taken around
different areas of Northern Ireland. They are currently mostly within the Causeway
Coast and Glens borough, but there is no reason that they can’t be further afield.

Clicking [Click here to follow this trail] will take you to the landing page for each trail.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us

Here you'll find a variety of different ways to discover the hidden (and not so hidden) heritage across the Causeway Coast and Glens area and beyond. Each of the heritage trails
below connects our dramatic landscape to historical events or themes; whether you're interested in exploring the borough’s royal connections, Plantation past or its salmon fisheries,
or if you'd prefer to walk in the footsteps of the fairy-folk, we have a heritage trail for you!

Accessible Heritage Guide

The Accessible Heritage project was a partnership between Museum Services, RNIB, and Glenshane
Care Association. Covering 20 sites across the causeway area, the Accessible Heritage Guide is aimed
at increasing accessibility to the heritage of the Causeway Coast and Glens and allowing people with
additional needs and young families to make informed decisions about their visits.

Click here to follow this trail

Causeway Salmon

Big, tasty, easy to catch (in the right place, at the right time). The salmon fishery was a key industry, a
way of life and a public attraction for many centuries. Now it is gone. The Causeway Salmon trail
explores history of the fishing across the north coast.

Click here to follow this trail

Accessibility

The Accessibility page outlines the steps taken to make the site as accessible as
possible. This is always changing, and always improving.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us

Accessibility

ACCESSIBLE MUSEUMS

Causewsy Coast and Glens Borough Council Museum Services are always trying to improve accessibility to our museum venues. The museum service is JAM Card friendly and our
staff have also received training in the following areas:

* visual impairment awareness

Page 10
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The Contact Us page

Postal, phone and email details for the site administrators, Causeway Coast and
Glens Museum Services, are available through the Contact Us page. You can also
send us a message directly from the page using the contact form.

Home What's On Explore the Archive Project Posts Learning & Resources Heritage Trails Accessibility Contact Us
WHERE ARE WE?
Macf Q o
(@ o0
*I Dunaghy Killyramer Kilt
Ballymoney
o
| \ 4
a 7
Balnamore Joey D )
oepunton € : +

ROl
Google ¢ Kejpeedzhoncuts Mapdets $2024Geog Terms Repsrismamemr

SEND US A MESSAG

Your Name (required)

HOW TO CONTRIBUTE TO THE ARCHIVE

The Northern Ireland Community Archive is administered by Causeway Coast and
Glens Museum Services. The content is primarily generated by Museum Services
and our communities across the borough. However, other organisations create and
post content too. If you have material you'd like us to share through the archive, or to
become a contributor, and we'd love to hear from you! For more information or to get
involved contact as at museums@causewaycoastandglens.gov.uk or on (028) 2766
0230.

Page 11

Museum Services, 1 Townhead Street, Ballymoney, Co. Antrim BT53 6BE
museums@causewaycoastandglens.gov.uk | 028 2766 0230



mailto:museums@causewaycoastandglens.gov.uk
mailto:museums@causewaycoastandglens.gov.uk

L_ogging in as a Contributor

www.niarchive.org/wp-admin

THE WORDPRESS PORTAL

To access the Wordpress dashboard go to www.niarchive.org/wp-admin and enter
your group’s login details. Remember that the password for your NI Archive account
IS case sensitive.

Usemame or Email Address

Password

Remember Me

~— Back to NI Archive

Please note that each account must be linked to a unique email address. Anybody
with access to the group’s login will be able to see this email address. Do not
distribute the login details unless you are happy for the recipient to see the email
address.
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THE WORDPRESS DASHBOARD

The Dashboard is the location on the website which will allow you to contribute to the
Northern Ireland Community Archive. All of the Dashboard tools are accessed
through the static menu bar to the left of the page.

AaGL Quick D
» . Tee
L ity
ent
—
# Tools
o

The three main tools are [Archives], [Projects], and [Resources]. If you click on any
of these, you will be taken to a list of existing posts in that area with an option to [Add
New] in two different locations. Both buttons do the same thing.

® & MAchive B

& Dashboard Archives | Add New

A Posts All (5911) | Published (5,911}

B Archives Bulk Actions ¥ | Apply Alldat®s ¥ Show All Collection ¥ Show All Cwner v | Filter

Archives Title Tags Collection

e ‘Rhymers and Mummers' = Sam Henry - New Reflections
B Projects
B Resources "Aperture Moment' by Carlo McNicholl — Sam Henry — New Reflections
¥ comments

‘A Writer of Letters’ by Julie Agnew — Sam Henry — New Reflections
4 Contact
& Profile “Jumelles de Guerre’ by Martin Harrigan — Sam Henry — New Reflections
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Adding Project posts

The Projects page documents current and past projects, providing background,
progress and summary information.

From the Dashboard, click on [Projects] and then click on [Add New]. The page will
change to look like the example below.

Deshosrd Add a New Post

Revolution Slider Options

Every Project post requires the following elements:

Post title

Body content O

Allocate an Owner/s O
O
O

O

Allocate a Project/s
Set a Featured Image

ADD A TITLE

Click in the top field and enter a post title. It is helpful, but not essential, if the title
mentions the project name. The title will directly impact on the URL.

For example:

Sam Henry Recordings | https://niarchive.org/projectitems/sam-henry-recordings/

The Accessible Heritage | https://niarchive.org/projectitems/accessible-heritage-
journey journey/
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ADD BODY CONTENT
Click in the open field to begin adding the text content for the page.

L] + Hew

& Dashboard Add a New Post

\\\\\\\\

Revolution Slider Options

Once the text has been added, it will need to be formatted. Select all the text and
click on the [Paragraph] dropdown box located just above the content field.

\\\\\\\\

Revolution Slider Options

All text except headings and sub-headings should be formatted as paragraphs. For
headings we recommend using Heading 4 made bold, and plain text Heading 4 for
subheadings.

Some additional formatting options such as making texts bold, or italic are available
to the right of the [Paragraph] dropdown box.

To underline content, highlight the required text, hold down [Ctrl] and type [u].
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Adding a Link

To create a link, highlight the text that you wish to have linked, and click on the
[Chain link] icon.

IJU
&
i1
[
o
=)
]
i
i
L .3
[ 2}
UL
i)
lili
%
Il
e
0
L]

Click here to learn how to insert a lin}

This will bring up a new text box. Insert the URL that you wish to link to and click the
[Return] icon. The link will now be embedded.

Click here to learn how to insert a link

['-.*.- wWw.insert- -,--::J— ink-here.org

To assist accessibility for people using screen reading software, please ensure that
you use descriptive links. This means that the link text will makes sense without any
context. A link text should explain clearly what information the reader will get by
clicking on it. In the examples below, the first link conforms to good practice, the
second link is less accessible.

Click here to find view the exhibition panels. v

To view the exhibition panels, click here. x

Note that it is important to include links at the bottom of your post to direct
viewers back to the introductory post for you project which can serve as a
‘contents page’ linking multiple posts together.
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Adding Media

To add image, sound or video files to the body content of a post, click in the location
within the text where you would like them to appear. Next, click on the [Add Media]

button.

Add a New Post

Add title

Permalink: https://niarchive.org/projectitems/9316/ | Edit

‘E: Add Media

=

Paragaph ¥ B I =

1

UL
il
lili
%
kil
B
Q

This will bring up the Media Library. If you only wish to include a single image, select
the image from the library, or upload a new file by clicking on the [Upload Files]
button. Uploading files will allow you to drop new files into the library.

Add Media

Upload Files  Media Library

Kay-Malcolm-
180521 0.38.00- ouse-in- -
Black-Lady.mp3 Cushendun.wav House.way it
% m Accessible-Heritage- Accessible-Heritage-
web-ready.pdf Introduction.wav

Programme-Sept-
Mar-20-WR.pdf

180521.0.33.07-
seeing-a.

eing-a-
Banshee.mp3

Country-Park.mp3 West-Lightmp3
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To add a number of media files, click on one of the options to [Create Gallery],
[Create Audio Playlist] or [Create Video Playlist].

Add Media
d Media Upload Files = Media Library
2 Ga”Ew All media items ¥ Al dates v

Create Audio Playlist

Create Video Playlist . N
Kay-Malcolm- E Fiona-Milne- E

tured Image
180521 0.20.30- Brian-Adams- 180625 0.11.07- Brian-Adams-
Grey-lady-of- 180521 0.33.07- daughters-haunted- 180521 0.24.40-

It is best practice to include Alt Text to allow screen reader software read the image,
aiding accessibility. This should be a very simple description of what is in the image.
You may also like to add a caption.

Actions Add med]a x
Add media Upload files Media Library P —
Create gallery Filter media Search

ATTACHMENT DETAILS
Create audio playlist All media items v l | All dates v ‘

!——ﬂ

Co.-Antrim-Cushendall-10-Ossians-Gi

Create video piaylist = A | ' - T Z

Featured image

Insert from URL Lubitavish-Court-Tomb-scaled. jpg

1 mber 2023

8
Ori mage: Co.-Antrim-Cushandall-10;
Os

ssians-Grave-Lubitavish-Court-Tomb.jpg

AltText | Photograph of

Lubitavish Court 7

Leam how to describe the

purp: of the imag H
& image is purely

Title

OLYMPUS DIGITAL CAME

Caption | Libitavish Court Tomb -

Ossian's Grave.

Select the required files, and then click the blue button to the bottom right of the
library. The name of the blue button will vary depending on what type of media file
you are inserting, but the effect will be the same.

.ENSHANE CA USEWAY COAST AND GLE! %

\CCESSIBLE HERITAGE GUIY
ASSOCIATION

1Y &Y.

AGE ENABLE EMPOY

CopyLink  https:/niarchive.org/wp-cont

Create a new gallery

Museum Services, 1 Townhead Street, Ballymoney, Co. Antrim BT53 6BE
museums@causewaycoastandglens.gov.uk | 028 2766 0230
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ALLOCATE OWNER/S

Every post needs to be allocated to an ‘owner’. The owner is the museum or group
who have produced the content, for example, CCGBC Museum Services, or
Ballycastle Museum, or Ballintoy Archaeological and Historical Society. Allocating
owners correctly is essential for keeping the site navigable.

To allocate an owner, scroll through the list and tick the box next to the relevant
group. Some posts, such as partnership projects, may have more than one owner.
Groups should only tick the box next to the relevant owners.

Add a New Post

Publish

ALLOCATE PROJECT/S

Every post needs to be allocated to a ‘project’. The project name is specific and most
‘owners’ will have multiple ‘projects’ that they have worked on. If there is no project
listed for the post you are creating, send an email to Museum Services and we will

create one for you. Allocating projects correctly is essential for keeping the site
navigable.

Museum Services, 1 Townhead Street, Ballymoney, Co. Antrim BT53 6BE
museums@causewaycoastandglens.gov.uk | 028 2766 0230
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SET A FEATURED IMAGE

Every project should have a ‘featured image’. This image will appear at the top of
any post, and will be used to create a thumbnail when browsing the Projects page.

Click on [Set Featured Image] at the bottom right of the page. This will bring up the
Media Gallery (see pp.13-14) where you can select an existing image or add a new
one as described above.

SUBMIT FOR REVIEW

After all five elements of a Project post have been completed, click [Submit for
Review] on the right hand side of the screen. Museum Services will be notified that
there is a pending post. They will review it and either publish the post or contact the
group for clarification.

Post title

Body content
Allocate an Owner/s
Allocate a Project/s
Set a Featured Image

RERRX

Museum Services, 1 Townhead Street, Ballymoney, Co. Antrim BT53 6BE
museums@causewaycoastandglens.gov.uk | 028 2766 0230
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Adding to the Archive

The Archive page is an accessible digital collection of images, videos and sound
recordings from museum and community collections.

From the Dashboard, click on [Archives] and then click on [Add New]. The page will
change to look like the example below.

& Dushboard Add a New Post

As well as lots of optional details that may be added, every Archive entry requires
the following elements:

Post title

Object description

Upload file (only if audio or video archive)
Allocate an Owner/s

Allocate a Collection

Set a Featured Image (only if image archive)
See File type attribute

OOoOoron

ADD A TITLE
Click in the top field and enter a post title. The title will directly impact on the URL.
For example:

‘A Road Less Travelled’ | https://niarchive.org/archiveitems/a-road-less-travelled-
Arpillera arpillera/

Capture the Moment https://niarchive.org/archiveitems/capture-the-moment-
2017 no.005 2017-no005/
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ADD AN OBJECT DESCRIPTION

Use the Information Description field to enter in as much information as possible
about the object. Note that any information entered into this field will be publically
visible — observe caution when adding anything that could be considered sensitive
information.

Add a New Post

UPLOAD FILE

For audio and video archives, click the [Upload File] button to open up the Media
Gallery (see pp.13-14) where you can select an existing media file or add a new one
as described above.

Only use this if you are entering an audio or video archive entry. Do not click [Upload
File] if you are entering an image archive entry.

Wiarchive B0+ New

Add a New Post
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ALLOCATE OWNER/S

Every Archive entry needs to be allocated to an ‘owner’. The owner is the museum
or group who physically own the object/archive, or who have obtained written
permission for its inclusion on the Northern Ireland Community Archive. Allocating
owners correctly is essential for keeping the site navigable.

To allocate an owner, scroll through the list and tick the box next to the relevant
group. Some posts, such as partnership projects, may have more than one owner.
Groups should only tick the box next to the relevant owners.

O %t O
= 3 n

ALLOCATE A COLLECTION

Every archive entry should be allocated to a ‘collection’. The collection name is
specific and an ‘owners’ may have multiple ‘collections’. If there is no collection listed
for the entry you are creating, send an email to Museum Services and we will create
one for you. Allocating collections correctly is essential for keeping the site
navigable.
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SET A FEATURED IMAGE

An archive entry that is an image of an object rather than an audio or video file
needs to have a ‘featured image’. This image will appear at the top of the archive
entry, and will be used to create a thumbnail when browsing the Archive page.

Click on [Set Featured Image] at the bottom right of the page. This will bring up the
Media Gallery (see pp.13-14) where you can select an existing image or add a new
one as described above.

Description

SET FILE TYPE ATTRIBUTE

In order for an Archive entry to display correctly, you must scroll to the bottom of the
page and click on the [File Type*] dropdown menu. Select whether the archive entry
is an audio, image or video file.

If you forget this step, the archive entry will not format correctly and the image or
video/audio file will not appear to the public.

m Q
m m [
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ADDITIONAL DETAILS

Additional details can be entered in any of the fields within the Archive entry form.
These are not essential.

The website is set up to include maps in any Archive entry where an address is
included.

SUBMIT FOR REVIEW

After all elements of an Archive entry have been completed, click [Submit for
Review] on the right hand side of the screen. Museum Services will be notified that
there is a pending post. They will review it and either publish the post or contact the
group for clarification.

Post title

Object description

Upload file (only if audio or video archive)
Allocate an Owner/s

Allocate a Collection

Set a Featured Image (only if image archive)
See File type attribute

RETRX

Q|

@ Dashboard Add a New Post

ppppppp
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Adding Resources

The Resources page provides digital versions of outputs — books, booklets, heritage
trails, exhibition panels and other learning resources — that may be downloaded.

From the Dashboard, click on [Resources] and then click on [Add New]. The page
will change to look like the example below.

i Nache B0 + New

Add a New Post

uuuuuuu

uuuuu

Each Resource requires the following elements:

Post title

Upload resource
Allocate a resource Type
Allocate an Owner/s
Allocate a Collection

Set a Featured Image

OOO0Oooao

ADD A TITLE

Click in the top field and enter a post title. The title will have no impact on the
Resource URL, but will be visible for people browsing the resources area.

For example:
Lore of the Land https://niarchive.org/wp-content/uploads/2019/07/Lore-
of-the-Land-web-ready.pdf
Traills on Rails https://niarchive.org/wp-content/uploads/2019/06/Traills-
exhibition panels on-Rails-Roll-Up-Stand.pdf

Page 26

Museum Services, 1 Townhead Street, Ballymoney, Co. Antrim BT53 6BE
museums@causewaycoastandglens.gov.uk | 028 2766 0230



mailto:museums@causewaycoastandglens.gov.uk

UPLOAD RESOURCE

For a resource to be available, it must be uploaded as a pdf document. Click the
[Add File] button. This will open up the media gallery.

Click [Upload Files], and the drag the required pdf file into the gallery. Click [Select]
in the bottom right corner to proceed.

Select File

Upload Files | Media Library

Drop files anywhere to upload

ar

Select Files

Maximum upload file size: 512 MB.
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ALLOCATE RESOURCE TYPE

Resources must be allocated one or more for four available Types: Activity,
Book/booklet, Exhibition, Heritage trail. Selecting the most appropriate Type or
Types will make it easier for users to find your resource on the Resources page.

e Activity — select this Type for educational resources including booklets with
activities, work sheets and art ideas.

e Book/Booklet — select this Type for multipage resources in smaller formats.
There is no limit to the number of pages.

e Exhibition — select this Type for large format exhibition panels and posters.

e Heritage Trails — select this Type for trails and tours.

If only one Type is required, click on the appropriate word so that it becomes
highlighted.

If multiple Types are appropriate, hold down the [Ctrl] button on the keyboard and
click on each of the appropriate words. Each word clicked on should become
highlighted.
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ALLOCATE OWNER/S

Every resource needs to be allocated to an ‘owner’. The owner is the museum or
group who have produced the content, for example, CCGBC Museum Services, or
Ballycastle Museum, or Ballintoy Archaeological and Historical Society. Allocating
owners correctly is essential for keeping the site navigable.

To allocate an owner, scroll through the list and tick the box next to the relevant
group. Some posts, such as partnership projects, may have more than one owner.
Groups should only tick the box next to the relevant owners.

Add a New Post

ALLOCATE PROJECT/S

Every resource needs to be allocated to a ‘project’. The project name is specific and
most ‘owners’ will have multiple ‘projects’ that they have worked on. If there is no
project listed for the post you are creating, send an email to Museum Services and
we will create one for you. Allocating projects correctly is essential for keeping the
site navigable.

Museum Services, 1 Townhead Street, Ballymoney, Co. Antrim BT53 6BE
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SET A FEATURED IMAGE

Every resource should have a ‘featured image’. This image will appear as a
thumbnail when browsing the Resources page. Note that you will need to have a
featured image in image format (i.e. .jpg. .jpeg etc), not as a pdf file.

Click on [Set Featured Image] at the bottom right of the page. This will bring up the
Media Gallery (see pp.13-14) where you can select an existing image or add a new
one as described above.

SUBMIT FOR REVIEW

After all five elements of a Project post have been completed, click [Submit for
Review] on the right hand side of the screen. Museum Services will be notified that
there is a pending post. They will review it and either publish the post or contact the
group for clarification.

Post title

Upload resource
Allocate a resource Type
Allocate an Owner/s
Allocate a Collection

Set a Featured Image

RERREAE

Add a New Post
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