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Dear Museum, 

 

With the introduction of new features in our system, both in the editorial area as well as 

in the layout and for future offers of the portal, we have prepared this supplement to the 

user’s manual, focusing on the update of exhibition information. 

 

The editorial area for museums www.euromuse.net/typo3/backend is now simpler and 

more intuitive. You might be able to fill in the new information without the aid of the 

user’s manual that you already have. In addition euromuse.net provides new services, 

which enrich the experience of the portal visitor, for example more audiovisual material 

that provide a better insight in the exhibitions and the extended use of keywords that 

structures more coherently our content. 

 

We cordially invite you to follow these easy steps to complete and update the information 

on your exhibitions. 

 

We remind you that each new exhibition entry has to be checked and published by us. 

Please notify us when it is ready to go online!  

 

 

If your museum holds more than 10 exhibitions a year, we can offer alternatives to 

transfer your exhibition data seamlessly into our database. The web service Harmonise 

2.0 is provided by the Harmosearch Project. For further information please contact the 

euromuse.net Team 

 
 

 

 

Thank you for your attention and your collaboration! 

Your euromuse.net Team 

 

 

If you should have questions or comments, please do not hesitate to contact us! 

 

Institute for Museum Research 

Staatliche Museen zu Berlin | Preußischer Kulturbesitz 

In der Halde 1 

D-14195 Berlin 

 

Tel. +49-30-8301-494 

Fax. +49-30-8301-504 

 

news@euromuse.net  

http://www.euromuse.net 

http://www.smb.museum/ifm 
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1. Login 
 

  
Image 1: Login 
 

Introduce your username and password.  

If you have lost your login data, please contact us so we can restore it 

 

 

2. The editorial area at first glance 
 

Access the “List” to monitor your information (if this is not the default-view in the back-

end). 

Image 2: First glance of the editorial area 

 

Activate to see tools 
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In your account you have an overview of all information you have published on 

euromuse.net so far.  

 

3. Overview of Mask elements 
 

exhibition / Buildings / Museum / Contact person 

The information is detached in sub-folders: 

 

 
Image 3. Close-up of the elements in euromuse.net 

 

Table of Tools: 

 Add new record  
 Save and view record 

(opens a new tab) 

This record is invisible* 
 Close record 

(will not save changes) 

Edit record  Save and Close record 

Cut record  

 

transfer here 

selected/cut records  

 

cut past exhibitions and 

transfer in archive folder 

 Save record 
 Erase record 

(Not recommended) 
 

These symbols are the most used, to find out about others just mouse over them. 

 

*As editor you create records which are automatically invisible, until an administrator 

 

Table of symbols (you will find in your records): 

 field required 
set element of list in first position 

set element of list one position above 

set element of list one position underneath 

set element of list in last position 

remove element from list 
 

If you have any questions about 

the Museum and Building modules 

please refer to the manual:  

 

http://www.euromuse.net/uploads/

media/euromuse.net_supplement_

museum_V2_EN.pdf  
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3. Create a new exhibition 
 

You may: 

a) Create a new record from your EXHIBITIONS List as in Image 4a 

b) If all exhibitions are in the Archive folder, click in the symbol above as in Image 4b 

 

We can create an archive folder, for your past exhibitions, which will be available for 

documentation reasons in the archive of euromuse.net 

http://www.euromuse.net/en/exhibitions/archive/ (the images will be automatically 

erased from the system, once the exhibition has ended). 

 

  
 Image 4a: Two ways of creating an exhibition 

 
                              Image 4b: Chose EXHIBITIONS  
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4. The exhibition record 

You can create a new exhibition record clicking in the symbol  in your list module 

“Exhibitions”. A Form appears, please follow carefully the instructions in each field, and 

note that not all fields are necessary to fill in. 

You can preview your progress anytime by clicking in the preview symbol  

This opens a new tab in your browser with the exhibition as it will show in euromuse.net 

(please note, the navigation in the site for the preview is only in English) 

 

Also you can fill in information and save and continue editing later on, for this, do not 

forget to save any time you close the record!   
 

 

 
       Image 5: Create a new exhibition (1/3) 

Fill in all the 

information 

regarding your 

new exhibition 

in your local 

language and 

in English* 

 

*This field 
requires an 

English 

translation 

Both languages 

are filled in the 

same record, in 

this preview the 

fields provided 

for the English 

version, have 

been left out. 

 

Attention! The 

English texts do 

not have to be 

as long as first 

language text.  

A short text is 

sufficient for the 

non native 

visitor. 
 

Links Please 

enter the 

complete link 

by copy & 

paste from 

your browser 

If typed, incl. 

http://www... 

 

VIDEO 

Fill in the link 

or the 

embedding URL 

from your 

provider with 

the indicated 

dimensions 

* 

* 

* 
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       Image 6: Create a new exhibition (2/3)  
 

 

KEYWORDS 

You can 

categorise your 

exhibitions in 

your own 

words. The 

exhibitions are 

then linked in 

the following 

tag cloud (see 

image 6). 

Please do not 

repeat topics 

in these fields. 

 

Do not forget 

to set a begin 

and end date 

for your 

temporary 

exhibitions 

 

Opening 

hours and 

admission 
only if they are 

different from 

the museum’s 

 

Writing text in the euromuse.net editor 

Please note that some fields require English texts (English texts can be shorter). 

 

Please fill in the text by copy & paste or by typing without highlighting  
(e.g. not in bold, italic, underlined or in capital letters). 

 

Please don’t use texts from Pdf-documents without deleting text breaks. 

 

URLs   

Please enter the complete link by copy & paste (easiest from your browser) 

or by typing; incl. http://www…. 
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  Image 7: Create a new exhibition (3/3) 

 

1-7 Images 

Suggested 

dimensions: 

- Landscape or 

wide format:  

up to 1000 px. 

wide. 

- Portrait or high 

format:  

up to 600 px. 

high. 

resolution: 72 

dpi 

Maximum 1 MB 

pro image 

 

Do not forget: 

Caption and 

copyright 

 

Uploading multiple images 

Once you have chosen a file from your computer, press the save icon .  

The page will reload with the selected picture in the box and the search field empty. 

Please repeat this for each picture. Once all uploaded, you can change the position of 

each picture in the gallery by clicking the arrows “move up” or “move down”. 
 

 
Fig 8: The picture gallery is ready  

 

Suggested dimensions: 

Landscape or wide format: up to 1000 px. wide. 

Portrait or high format: up to 600 px. high. 

Resolution: 72 dpi 

Maximum 1 MB pro image 

 

Do not forget to write a caption description and a copyright line (© not needed) 
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5. The use of keywords make your exhibitions visible 
 

The use of keywords makes your exhibitions visible in euromsue.net. A tag cloud 

suggests the visitor the most popular topics that are currently on show in our museums 

(also multilingual) 
 

 
 

Image 9: The euromuse.net Tagcloud 
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6. Presentation of your exhibition information in euromuse.net 
 

The exhibition layout will show the information given in the record, completed by the 

information that we already have from your museum. 

 


