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This document explains how to connect to, login to and work in the software
that runs the DAAL’s Digital Archive. It is aimed at persons who wish to submit
digitized items for inclusion in the archive for sharing with others, whether that

is the general public or with a select group such as family members.

Connect and Login
The Digital Archive can be found on the internet at http:/ /

archive.danishamericanarchive.net. Going to that address will present you with

this screen:
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(Lutheran Pastors'files) [This site s a rebuilding of the original Digital Archive and a consolidation of other repositories within the Danish American Archive and
Library. It is under constructions but is open for use to the public. The original version will be accessible here.

Danish Language Publications

The Collections menu above provides easy access to some of our larger collections, although they can also be found by using the
Repository menu.

DANA COLLEGE

Jottings (DAAL's Newsletter)

Here you will find an expanding selection of digitized versions of our collections, many of which will be of interest to historians and
genealogists. These are the result of a project intended to preserve some of our unique and aging materials in a format that can be
easily made available to the public

Lauritz Melchior Collection

Links The first three collections placed on the site are the papers of Einar Vig, the P C Jensen files (Lutheran pastors' information) and
additional pastor information from other sources.
Research Resources

« The Vig papers are of special interest to of former of County, Nebraska. Although some
portions of this collection focus on persons of Danish descent, most sections deal with Washington County residents of all
backgrounds. Very useful for these about each family, including references to
articles in local newspapers which can be found at the Blair Public Library or the Nebraska State Historical Society (often at the
Omaha Public Library, too). The large collection of historical and genealogical records was created by Lars Einar Vig, a son of P
S. Vig who was one of the founders of Trinity Seminary and Dana College in Blair.

+ The P C Jensen files contain biographical information about pastors of the UELC (United Evangelical Lutheran Church).

+ The archive also contains several collections related to Dana College. These include the Dana College Yearbooks. The scans are

The DAALS Holdings

Help support the DAAL

available as JPG files of individual pages and a PDF file for each publication year. This is the first of our extensive collection from
the college, and additions can be expected as scanning continues.

At the top of this window to the right of center you will find the “Log in”
option. Clicking on that will pop up a dialog box as shown below where you can
enter your user name and password.

Log in

Login Name o

Password

Trouble logging in? Get help.

Clicking on the “Log in” button should complete the process and take you
back to the screen you saw before. You will notice that it now has a black menu
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bar along the left side of the browser window.
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Actions "
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1‘ Sharing

This menu bar’s appearance will vary somewhat, depending upon where you are

on the site and what you are doing. At the very bottom of that menu bar will be
your User Name. Clicking on that will bring up a pop-up menu that allows you
to logout , modify your preferences or go to your private work area, known as
“My Folder”.

A User

My Folder

Preferences
X Auser Log out

“My Folder” is where you will be able to upload or create and work with content
items such as word processing documents, PDFs, spreadsheets, scanned
photographs or pictures, and even sound or video recordings. Initially, your “My
Folder” will be empty and will appear like this:
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Here you can add new items to “My Folder” by using the “Add new” menu.
There is a variety of choices for what can be added. The commonly used items
would be Folder, File, Image and Page. If you plan to simply upload materials
that you want included in the DAAL’s archive, you will probably be interested in
just File, Image and possibly Folder (for organizing files).

Add new... Add new...
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Organizing and Uploading Your Files

You might want to create a folder for holding some of the items you wish to
upload. To do this you will click oh the “Folder” option and then fill in the
information on the screen that appears:
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Home Users A User
= AUs Add Folder

Default Categorization Dates Ownership Settings

Title o

My Family Project

Summary Used in item listings and search results.

A place for storing and organizing photos and documents about my 1amiM

m Cancel
After entering a Title for your folder and any descriptive text you want, click the
Save button, and you will be presented with your new empty folder, which will
be ready to receive uploaded files.
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Home  Users ~ AUser My Family Project

@ info item created

- aus My Family Project

by A User — last modified a few seconds ago

A place for storing and organizing photos and documents about my family

There are currently no items in this folder.

This Digital Arch he Danish American Archive and Library.

You can then begin adding the materials you want to place in the archive. You
may want to create additional folders. If you decide to do this, probably as an aid
in organizing your materials, you need to remember that any new folder will be
created in the location you are in at the time you create it. In the situation we are
in here, for example, creating another folder would place it within the “My
Family Project” folder. This would created a nested tree structure:
e My Folder (“A User” - would be your real user name)
- My Family Project
- Anew folder

If you had wanted to create a second folder within My Folder, you would first
have navigated back up to My Folder (“A User”) by clicking “A User” in the
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breadcrumbs path shown here:

Home Users A User My Family Project
—_—

Creating a new folder in that location would create this structure:

e My Folder (“A User” - would be your real user name)
- My Family Project
- Anew folder

If you plan to upload a significant number of files and plan to organize them in
folders, it is a good idea to carry out that arrangement on your own computer
first and then reproduce the structure in “My Folder” rather than uploading the
files first and later creating the folder structure, as this can be awkward and time
consuming.

For the moment, assume that you are in the first created folder, “My Family
Project”. The easiest way to add files to a folder is to use the “Contents” menu
option.

©)

-
Wl Contents

Clicking on “Contents” takes you to a screen that lists the current contents, if any,
of the folder you are in and presented you with various possible actions. The one
we want is “Upload”.
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My Family Project
by A User — last modified a few seconds ago

A place for storing and organizing photos and documents about my f
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Upload files

Upload here

Drag and drop files from your computer onto the area below or click the Browse button.

Drop files here...

I

You can select files to upload into the folder in one of two ways. You can click on
the “Browse” button and select the file(s) you want from the normal kind of file
list dialog used by your computer. Or you can drag and drop files from your
computer onto the area designated (below the “Upload here” notice. If you use
the drag and drop method, you will notice that the target area will turn black
when you are in the right location to drop the files.

Either way that you do it, you will then have a list of files ready to be uploaded.
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If you decide that you don’t want to upload a particular file in the list, you can
remove it by click on the X in its red box. When you are ready to proceed, click
the “Upload” button at the bottom of the list. This will begin the upload and
show you a progress bar to the left of that button. If you do not see the progress
bar, or it does not appear to indicate any progress after several seconds, you may
want to click the “Upload” button a second time. Please note that you cannot
upload a folder. Only files can be uploaded. Folders must be created manually.

As the upload proceeds, files will disappear from the list as soon as they have
been successfully uploaded. When no more files remain in the list, you can click
outside the upload dialog to cause it to disappear and show the list of files now
in your folder. To see how they look and to display their contents, click on the
“View” menu option at the left of the browser window.

You can repeat these processes as needed to upload your materials.



