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How to Use the UPLINK Website 
 
This guide is intended to help users by providing a detailed anatomy of each type of page on the 
UPLINK site and giving tips on how to browse and search the collections. If you have any 
questions, comments, or suggestions for improvement, please e-mail us at uplink@nmu.edu!  
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What can you find on the UPLINK 
Website? 

 

The Upper Peninsula Digital Network (UPLINK) website is a database for digital collections 
from heritage organizations (historical societies, archives, libraries, and museums) in the Upper 
Peninsula of Michigan. It contains photographs, newspapers, maps, oral histories, videos, and 
much more!  

 

However, the digital collections in the UPLINK database are only the tip of the iceberg of what 
exists! Each heritage organization has many collections that have not been digitized. If you can’t 
find what you’re looking for online, we strongly urge you to get in touch with relevant 
organizations to ask about collections that have not yet been digitized or described.  

 

Our search engine allows you to search across the descriptions and metadata assigned to each 
item and collection as well as the full text of any typewritten item. Please note that full-text 
searching is never completely accurate. If you do not find what you are looking for, consider 
browsing through the images of collections that are relevant to your research. 
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Website Structure 
Home Page 

 
 

1. External Resources: The links below this heading will take you to information about 
UPLINK on other sites.  

a. “About Us, Policies, and Resources” is primarily intended for member 
organizations or potential member organizations. It includes information about the 
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structure of UPLINK, our policies and procedures, how to join UPLINK, and 
information about digitization, copyright, digital preservation, and more.  

b. “Collection Finding Aids” will take you to ArchivesSpace, our finding aid 
database. This database includes collection-level finding aids for digitized 
collections as well as physical collections. Please note that there are many 
collections without finding aids at every member organization! If you don’t find 
anything in the database, that does not mean that the material you’re looking for 
does not exist. Contact the organization for more information about collections 
without finding aids.  

c. Takedown Policy (not pictured): This link will take you to our takedown policy 
for private information or material under copyright. 

d. Tips for Using the UPLINK Website (not pictured): This link will take you to the 
document that you’re currently looking at. 

e. Social Media Links (not pictured): These links will take you to UPLINK social 
media accounts. 

2. Simple Search: This search bar allows you to search across every collection in the 
UPLINK database. See the “Simple Search” section for more information. 

3. Advanced Search: This link will take you to the Advanced Search page. See the 
“Advanced Search” section for more information. 

NOTE: Items 1, 2, and 3 appear on every page on the UPLINK site. However, they are only 
mentioned in the home page section for the sake of brevity. 

4. Links to Institution Pages: The icons on the bottom of the screen allow you to browse 
through UPLINK’s member institutions. Clicking on an icon will take you to that 
institution’s page. See “Institution Pages.” 

5. Page Numbers, Next, and Last: Allows you to access additional pages of member 
institutions. 

6. Grid View versus List View: The main page is set by default to Grid View. Clicking on 
“List View” will change the page so that it displays more information about each 
institution. An example of list view is below. 
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7. Search This Collection: On the home page, this search bar will search across all 
collections just like the main search bar in the left-hand menu. (On the interior institution 
and collection pages, it will search only within that institution or collection.) 
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Institution Pages 

 
1. Institution Description: A brief paragraph about the institution and its collections. It 

includes a link to the institution’s website and contact information for the institution. 
2. Search this Collection: This search bar allows you to search within just the institution’s 

collections. See the “Simple Search” section for more information. 
3. Links to Collection Pages: The icons on the bottom of the screen allow you to browse 

through the collections that the organization has added to the UPLINK database. Clicking 
on an icon will take you to that collection’s page. See “Collection Pages.” 

4. Grid View versus List View: Institution pages are set by default to Grid View. Clicking 
on “List View” will change the page so that it displays more information about each 
collection.  
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Collection Pages 

 

1. Collection Description: A brief summary of the contents of the collection and pertinent 
information about who created the collection and the circumstances of its creation. 
Clicking “See the full finding aid here” will take you to a more detailed description of the 
collection that is hosted in the Central Upper Peninsula and Northern Michigan 
University Archives’ ArchivesSpace database. 

2. Search this Collection: This search bar allows you to search within just this collection. 
See the “Simple Search” section for more information. 

3. Links to Folders or Items: Below the collection description, you will either see a set of 
folders that contain groups of items (for larger/more complex collections) or thumbnails 
of individual items (for smaller/less complex collections). Clicking on these icons will 
take you to the page for that folder or item. 

4. Grid View versus List View: Collection pages are set by default to Grid View. Clicking 
on “List View” will change the page so that it displays more information about each 
folder or item.   
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Item Pages 

 
1. Digital Content: The center of the item page will display the item itself. Below are a few 

comments about individual file types: 
a. Images: Click on the image to enlarge it and click on it again to zoom in further. 
b. Audio: There will be a play button in the center of the screen. Click on the play 

button to play the audio file. 
c. Video: There will be a play button in the center of the screen. Click on the play 

button to play the video file. 
d. Text: You may see a blank screen as the PDF loads. Do not panic—it sometimes 

takes several minutes for large PDFs. 
e. Books: Books display differently than other types of content. See the “Internet 

Archive Book Reader” section for more information. 
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2. Summary Description: This section of the screen will display a brief description of the 
item, subject headings assigned to the item, and the date that the item was created (or an 
approximate date range). 

3. Full Description: Click the “Full Description” tab to see all of the metadata assigned to 
the item. 
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Internet Archive Book Reader 
Books display in the Internet Archive Book Reader. Below is an explanation of the buttons on 
the book reader. 

 
1. Search Inside: This search bar allows you to search for a word or phrase within the book 

or newspaper issue. 
2. Information: Clicking the “I” icon will bring up the metadata for the item. 
3. Text: Clicking the “Text” button will display the full text associated with the item. 

(Looking at the full text can also be a good way to ascertain how accurate your searches 
are likely to be for the item or collection.) 

4. Full Screen Icon: Click this button to view the item in full screen mode. 
5. Share Icon: Click this button to get a direct URL for the item or the page. 
6. Multi-page Display Icons: (from left to right) 

a. Single Page View: One page displays in the viewer at a time. Scroll up and down 
to get to other pages. 
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b. Two-page View: Two pages appear in a spread as they would in the original 
book. Click the pages to turn them. 

c. Thumbnail View: All of the pages will appear as small thumbnails. Clicking on 
one will take you to that page. 

7. Zoom In/Out: Use these buttons to zoom in and out. When you are zoomed in, you can 
click and drag in the center area to move around the page. 

8. Previous/Next Page: Use the left button to go to the previous page and the right button to 
go to the next page. 
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Browsing and Searching 
 
Browsing 
As you can see in the “Website Structure” section above, UPLINK’s content is hierarchically 
grouped by institution, then by collection, and then by groups of related material within that 
collection, allowing for easy browsing by institution. Unfortunately, at this time you cannot 
browse by format, subject heading, or other categories. 

 

Simple Search 
The search bar in the left-hand menu allows you to do a simple search across all collections in 
the database, while the “Search This Collection” search bar on the right-hand side of the screen 
will search only items nested within that institution, collection, or folder page. 

 

Here are some general guidelines to consider when searching in Islandora: 

• The simple search bar allows the use of quotation marks and wildcards. 
• If you do not use quotation marks, Islandora will return results that contain any or all of 

the words that you searched (AKA “implicit OR” searching). 
• The simple search bar does not understand Boolean operators (AND, OR, NOT). Use the 

Advanced Search page if you wish to use Boolean operators. 
• When you are using simple search, Islandora will search across all metadata fields and 

the full text of any typewritten documents. If you only want to search in one metadata 
field, use Advanced Search. 

• Keep in mind that using the search engine is only the beginning of the research process! 
Full-text searching is often not very accurate and full-text search is only for typewritten 
documents. If you do not find what you are looking for using the search engine, try 
browsing each item in the collection(s) that you are interested in. 
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Advanced Search 
You can access the Advanced Search page by clicking the “Advanced Search” link in the left-
hand menu. As with simple searches, keep in mind that using the search engine is only the 
beginning of the research process! Full-text searching is often not very accurate and full-text 
search is only for typewritten documents. If you do not find what you are looking for using the 
search engine, try browsing each item in the collection(s) that you are interested in. Below is an 
explanation of the buttons on the Advanced Search page. 

 

 

1. Field Drop-down Menu: Limits your results to those that contains your search term(s) in 
the Title, Name, Subject, Description, Metadata Keyword, or Full Text fields. “Metadata 
keyword” will search across any metadata field. 

2. Plus/Minus Buttons: Clicking the plus will add a Boolean operator drop-down menu and 
another field and search term section. 

3. Boolean Drop-down Menu: Allows you to put a Boolean operator (AND, OR, or NOT) 
between your search terms. 
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Search Results Page 
The search results page allows you to apply further sorting and filtering to your results. Below is 
an explanation of the buttons on the search results page. 

 

 

 

1. Sort By: The arrow next to the field that you are currently sorting by allows you to toggle 
between ascending and descending order.  

a. Relevancy: Sorting by relevancy means that the search engine will rank your 
results by how many times your search terms appeared in the item and how many 
of the words in your search terms appeared in the item. 

b. Title: Sorting by title means that the search engine will display the results in 
alphabetical order by title. 



15 
 

c. Date: Sorting by date means that the search engine will display the results in 
chronological order. 

d. Creator: Sorting by creator means that the search engine will display the results in 
alphabetical order by creator. 

2. Limit By: You can also filter your results by a variety of fields. Clicking on an item 
beneath “Limit By” will display only results that include that subject heading or other 
element. 

a. Subject: A list of subject headings found in the items in the search results. We use 
LCSH (Library of Congress Subject Headings). 

b. Name: A list of individual or organizational names that appear in the items in the 
search results. This is the section that allows you to filter by institution if desired. 

c. Media Type: A list of the file formats in the search results. 
d. Collection: A list of the collections that the items in the search results belong to. 

3. Single Entries in the “Limit By” List: Next to each entry in the “Limit By” list, you 
will see a number and plus/minus signs. The number tells you how many items in the 
search results have that particular subject, name, etc. Clicking the plus sign, like clicking 
on the name itself, will filter your search results so that you only see results that include 
that element. Clicking the minus sign will exclude anything with that term from your 
search results but will leave all other results intact. 

4. Active Search Terms and Filters: At the top of the screen is a list of your active search 
terms and filters. Clicking the X next to it will remove it from your active search terms or 
filters. 

5. List, Grid, and Table Views: The search results page is set by default to List View, 
which will give you a thumbnail of each result as well as the title, date, and creator of 
each result. Grid View will show you just a name and thumbnail for each result, while 
Table View will show the title, date, creator, and the number of times that your search 
term appeared in the item. 

6. Links to Additional Pages of Results: Use the page numbers, next, and last to navigate 
to additional pages of results. 
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