How To - Create and Manage Collections

Collections are the basis of Omeka’s item management. Each library gets a top-level collection
and can create any number of sub-collections underneath that collection. Collections can help
you group images and documents under a similar heading and can be used to organize your
Omeka site so that like images are easy to find.

To create a collection, log into Omeka with your library’s user name and password.
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Click on the Collections menu item from the left-side menu, then on Add a Collection.

Add a Collection
Parent Collection
Dublin Core
acd [
The Dublin Core metadata element set is commaon to all Omeka records, including items,
files, and collections. For more information see, http://dublincore org/documents/dces/. Public Featured
Title A name given to the resource

p itie]istalllyou
Mneedlforfal
Use HTML collection

Collections have the same Dublin Core metadata available to them as regular items, but for
most purposes, all you need to fill in is the Title of the collection. You can scroll down to see if
you want to add any other information, but Title is the only required metadata.

If this collection will be a sub-collection (a child of your library’s parent collection), you can click
on the Parent Collection tab under the Add a Collection heading. At that point, you can choose a
collection (such as your library’s main collection) to be the “parent” of your newly created



collection.
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To edit the collection, simply click on the Collections menu item again, find the collection you'd
like to change and click the edit link. You can change any of the metadata or the parent
collection from the Edit screen, just like you did when you created the collection.



