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3. Administrator 

3.1. Accessing Administrative Console 

3.1.1. Logging In 

 

1. To administer the catalogue go to www.stneotsmuseum.org.uk/catalogue and 

select ‘Admin’ from the left-hand ‘Main Sections’ menu: 

 

 

 

Figure 3.11a 

 

 

 

 

 

 

 

 

 

The ‘Admin’ Link 
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2. Type in the username and password, which will have been provided to you: 

 

 

 

Figure 3.11b 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Type the Username 
2. Type the Password 

3. Select ‘Login’ if 

the details are 

correct. Otherwise 

click ‘Clear’ and the 

form details will 

reset. 



Author:  Adrian Harris 

Title:  Appendix I – User Guide  

Page 6 of 54 

3. If you login unsuccessfully the same login screen will appear, as per Figure 

3.11b. Otherwise the screen below will display: 

 

 

 

Figure 3.11c 

 

 

 

 

 

You will now be able to use the left-hand menu to access the features of the 

administrative console.  

 

 

 

 

 

 

 

 

 

 

Your name will appear following 

successful login.  
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3.1.2. Logging Out 

 

1. Once you have completed using the administration console select the ‘Logout’ 

link on the left-hand menu. 

 

 

 

Figure 3.12a 

 

 

 

You will now be logged out, and unable to access any of the administrative 

features without logging in again. 

 

 

 

 

The ‘Logout’ link. 
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3.1.3. Password Reminder Retrieval 
 

1. If you have forgotten your password, the Password Reminder feature may 

assist you in remembering it.  

 

 

Select the link underneath the ‘Username’ and ‘Password’ input boxes, as shown 

in Figure 3.13a. 

 

 

 

Figure 3.13a 

 

 

 

 

 

 

 

 

 

 

 

The password reminder link.  
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2. Type in your Username into the input box and press the button ‘Get Password 

Reminder’. 

 

 

 

 

Figure 3.13b 

 

 

If no username is entered the following message will appear: 

 

 

 

Figure 3.13c  

Username entry box 
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3. If a correct username is entered the password reminder is displayed: 

 

 

 

Figure 3.13d  

 

 

 

 

 

 

If you are still unable to remember your password an e-mail has to be sent to 

webmaster@stneotsmuseum.org.uk and it will be reset.  

 

 

 

 

 

 

 

 

 

 

 

 

1. The reminder text.  

2. Select the link to login.  
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3.2. Category  

3.2.1. Add 
 

1. To add a Category, select ‘Add’ underneath the Category menu, which can be 

found on the left-hand menu. The appropriate information then needs inputting to 

the text boxes.  

 

Once the text has been input the button ‘Add New Category’ can be clicked. 

 

 

 

Figure 3.21a 

 

 

 

 

 

 

 

 

 

 

1. Select ‘Add’ from 

the ‘Category’ menu.  

2. Input the ‘Category 

Name’  

3. Input the ‘Category 

Description’  

4. Once filled in, select 

the ‘Add New 

Category’ button.  
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Once the new Category has been added all of the menus across the site will be 

updated automatically.  

 

3.2.2. Edit 
1. To edit a category select ‘Edit’ from the left-hand menu.  
 

 

 

Figure 3.22a 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select ‘Edit’ from 

the ‘Category’ menu.  
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2. Select the appropriate Category to edit. 

 

 

 

Figure 3.22b 

 

 

 

 

 

 

 

 

 

 

 

 

Select the appropriate Category, 

highlighted in blue 
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After selecting the Category to edit, two text boxes will allow you to edit the 

Category Name and Category Description. Once the alterations have been made 

click ‘Submit Changes’. 

 

 

 

Figure 3.22c 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. To alter the 

Category 

Name text. 

2. To alter the 

Category 

Description 

text.  

3. Once alterations have 

been made, select ‘Submit 

Changes’.  
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3.2.3. Delete 

1. Select ‘Delete’ from the ‘Category’ menu on the left-hand of the screen. 

 

 

 

 

Figure 3.23a  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

‘Delete’ within the ‘Category’ 

menu.  
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2. The list of Categories to delete is displayed. By clicking the blue text the 
category will be permanently deleted.  

 

 

 

 

Figure 3.23b 

 

 

 

 

 

 

 

 

 

 

 

Please note:  if you delete a Category that still contains items, this will result in 

each of the items needing to be re-assigned to another Category. This is 

described in Edit under Item, 3.3.2. 

 

Selecting the blue text 

will delete the Category.  
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3. Once the Category has been deleted the following will be displayed: 

 

 

 

 

Figure 3.23c 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Text indicating the 

Category has been 

deleted successfully.  
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3.3. Item 

3.3.1. Add 
 

1. To add a new Item select from the left-hand menu: 

 

 

 

Figure 3.31a 

 

 

 

 

 

 

 

 

 

 

 

 

Click to add a new ‘Item’. 
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2. Enter the appropriate Item information: 

 

 

 

 

Figure 3.32a 

 

 

 

 

 

 

 

 

 

 

 

 

A list of categories will 

appear from the drop-down 

menu.  

Once all of the fields have 

been filled in, selecting ‘Add 

Item’ will save the details.  
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3. Select an image to be associated with the item. Clicking the ‘Browse’ button 

will allow you to find the file to upload. Enter a friendly name for the item in ‘Item 

Description’   

 

 

 

Figure 3.32b 

 

 

 

 

 

 

 

 

 

 

Please note: 

 

·  It may take some time to upload the image, depending on the size of the 
file.  

·  An image must be associated with an Item.   
 

 

1. Browse for the 

file you wish to 

upload.  
2. Type a 

description for the 

image.   
3. Click the 

‘Upload’ button.   
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3.3.2. Edit 
1. Select ‘Edit’ from the ‘Item’ menu: 

 

 

 

Figure 3.32a 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select ‘Edit’ from the Item 

menu.  
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2. Search on the Item you wish to edit.  

 

 

 

Figure 3.32b 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. The name of the 

item to edit.  

2. Once the text has 

been entered select 

‘Search’.  
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3. The results are displayed, as follows: 

 

 

 

Figure 3.32c 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. The term searched on.  

2.  The results, 

separated by a line 

break.  

3. Select the 

underlined text to 

edit the Item.   
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4. To edit the Item, the text boxes can be used. In addition the category and 

image associated with the Item can be changed.  

 

 

 

Figure 3.32d 

 

 

 

 

 

 

 

 

 

 

 

 

1. Text can be 

altered by clicking 

in the box.   
2. The category 

can be changed 

using the drop-

3. To edit the 

image, select this 

link. Details on this 

are described in 

4. To save the 

amendments, click 

the button.     
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5. To amend the image associated with the item, follow the steps below: 

 

 

 

Figure 3.32e 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Edit the new 

‘Item Description’ 

2. Select a new item 

by pressing the 

‘Browse’ button.  

4. Click ‘Upload’ to 

save the new 

image.  

1. The current 

image associated 

with the item and 
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3.3.3. Delete 
1. Select ‘Delete’ from the ‘Item’ menu on the left-hand side of the screen: 

 

 

 

Figure 3.33a 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select ‘Delete’ 

from the Item 
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2. Enter the name of the item to search on.  

 

 

 

Figure 3.33b 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Enter the text to 

search on.  

2. Select the 

‘Search’ button 

once the text has 
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3. Select the item to delete. Once this has been clicked the item and associated 

image will be removed from the database, and cannot be restored.  

 

 

 

Figure 3.33c 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. The query searched 

on, in this case ‘drum’.  2. A list of the items 

returned. Selecting the 

underlined text will result 

in the item and image 
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4. Once the item has been deleted, the following message will be displayed: 

 

 

 

Figure 3.33d 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Confirming the item and 

image has been deleted 

from the database.  
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3.4. Statistics 

3.4.1. Search 
 

1. To view the Search Statistics select ‘Search’ under the ‘Statistics’ menu. 

 

 

 

Figure 3.41a 

 

 

 

 

 

 

 

 

Select ‘Search’ under 

the ‘Statistics’ menu. 
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2. The list of search queries is displayed, coupled with the number of searches.  
 

  

 

Figure 3.41b 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. The number of 

times the query has 

been searched on.  

2. The actual query.  
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3.4.2. Visitor 
 

1. Select ‘Visitor’ from the ‘Statistics’ left-hand menu to access the numbers.   
 

 

 

Figure 3.42a 

 

 

 

 

 

 

 

 

 

 

Select ‘Visitor’ from the menu.   
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2. The visitor numbers are displayed to the administrator: 
 

 

 

Figure 3.42b 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. The date of the hits. 

2. The number of hits 

on the particular day.  
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3.5. Users 

3.5.1. Add 

 

 

Figure 3.51a 

 

 

 

 

 

 

 

 

 

 

 

Select ‘Add’ from the 

Users menu.  
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3. This screen allows you to add new administrators. It is important when 
accounts are created that the password chosen is difficult to guess, to avoid 
hacking to the system.  

 

 

 

Figure 3.51b 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Enter the real 

name of the user.   
2. Enter the 

username. The first 

name of the new 

user will suffice.    

3.  Enter a password. Letters 

and numbers should be 

included. It shouldn’t be based 

on a dictionary word either. 

4.  Enter a password reminder, 

which will help the user gain 

access to the system.   

5. Once the information 

has been entered select 

‘Add New User’.    
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4. The page returned confirms that a new user has been successfully added. 
 

 

 

Figure 3.51c 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Confirms the new user has 

been added successfully.  
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3.5.2. Edit 
 

1. To edit a user, select ‘Edit’ from the ‘Users’ menu.  

 

 

 

Figure 3.52a 

 

 

 

 

 

 

 

 

 

 

Select to Edit 

the user.  
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2. To select the user to edit, click on the underlined text.  
 

 

 

Figure 3.52b 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Select the user. This 

displays the Full Name 

and Username.  
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3. To amend any of the fields use the text boxes. 

 

 

 

Figure 3.52c 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the changes have 

been made select the 

‘Submit Changes’ 

button.  

To alter any of the 

fields use the text 

boxes.  
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3.5.3. Delete 
1. To delete users select the ‘Delete’ link from the ‘Users’ menu.  

 

 

 

Figure 3.53a 

 

 

 

 

 

 

 

 

 

 

 

To delete a user select 

‘Delete’ from the 

‘Users’ menu.  
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3. The full list of users will output. Once the link is selected the user will be 
deleted. It is impossible to undo this.  

 

 

 

Figure 3.53b 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The users  
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4. The screen will confirm that the user has been deleted.  

 

 

 

Figure 3.53c 
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3.6. Administrative Searching 

The aim of administrative searching is to allow the administrator to find an item to 

View, Edit and Delete quickly. This uses the existing functions as described 

above.  

 

 

 

Figure 3.6a 

 

 

 

 

 

 

 

 

 

 

 

 

The term searched on.  

To delete the item. Once 

this has been selected it 

is impossible to undo.  

Select the text to view 

the complete item, as a 

user would see it.  

To edit the item. This is 

the same as described 

in 3.3.2, ‘Edit’.  


