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We need to get the data from this 
spreadsheet . . .

. . . into the AtoM database



Creating an 
"Item" child 

from a parent 
"File"



I created 8 of the mini exhibits already. Select 
the mini exhibit your group will be adding 

Items to by first clicking on it.



Scroll down to find the 
Edit button



Click the Edit button



Click, "Title and statement 
of responsibility area"



Copy the current "Identifier" and 
paste it into the new child 

"Identifier" box, then add the item 
number e.g. 001 (for the first item in 

the mini exhibit)

It should look something like this:
FASHION-FHP-F24-TT-001



Set the "Level" to 
"Item"

Get the "Title" from the "G" column in 
the Excel spreadsheet

Get the "Date" 
from the "I" 

column



After you enter the following:
• Identifier
• Level
• Title
• Date
Scroll down and click on "Save"



Adding data 
to the "Item" 

child you 
created



Now click on the "Item" you created 
from the menu



Then click on "Edit" to add more data 
from the spreadsheet



Click on each area to add the correct 
data. Use the "Mapping" document to 

help you.



When finished, click on the "Save" 
button



If you have photos to add, scroll down 
and click on "More" and then click on 

"Link digital object"



Click on "Choose File" to upload an 
image, then click on "Create" to save 

your work



Yay! You added an 
"Item" to AtoM

Repeat these steps for each subsequent "Item"
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