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HOW TO MAKE ITEMS SEARCHABLE 
_______________________________________________________ 

 
 
When you create a new project or upload a new 
document/image, it is important to fill out as 
much information for the item as possible.  
 
In this tutorial, you will: 

● Learn how to best fill out the Editor when 
uploading new items so your items are 
searchable 

● Learn how to go back and edit the 
information of existing projects or 
photos/videos/docs.  

 
An example of the Editor window is shown to the 
right.  
 
 
 
 
MAIN TAB 
 
Fill out the title of your item: 
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Insert a caption or description: 
 
 
 
 
 
 
 
 
 
Insert contact information: 
 
 
 
 
 
 
 
 
MAP TAB 
 
Another way to help people find your project and/or document is to map it.  
You can enter the latitude and longitude here: 
 
 
 
 
 
 
 
 
 
 
 
 
OR 
Click, “open map” to select a point on the map. The system will calculate the longitude and 
latitude. 
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PUBLISH TAB 
 
Make your project “public” under the “Who May Access” drop-down menu if you want it to be 
searchable.  
 
 
 
 
 
 
 
 
 
Fill out an “Author/Source” and publication date. 
 
 
 
 
 
 
 
 
 
 
 
 
ORGANIZE TAB 
 
The information in this tab is really important to help make your project searchable. This 
information directly correlates with the search function in the different assets.  
 
You can choose a “type” in this drop-down menu. 
 
 
 
 
 
 
 
 

For Photos/Videos/Docs: This refers to the type of file you are uploading.  
● Image/Jpeg for photos. 
● Youtube or mpg for videos. 
● PDFs 
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For Projects: This refers to the type of project you are uploading.  
A few examples:  

● Education 
● Monitoring 
● Research 
● Restoration 

 
You can choose a “sub-type” in this drop-down menu. 
 
 
 
 
 
 
 
 
A few examples -- 
 For Photos/Videos/Docs: 

• Archive  
• Article 
• Data 

 For Projects: 
• General 
• Science Project 
• Species 

 
The keyword box: you can type words here that pertain to the document. When people type 
keywords into the search box, the system searches for these words.  
You can type as many keywords as your project needs, separating each one by a comma. 
An example: salmon, restoration, floodplains, Nigiri concept, Yolo Bypass 
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MORE INFO TAB 
 
Fill out the details of the project or document such as who’s involved, start date, completion 
date, and organization info. Fill out as many sections of this tab as you can.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Edit the Information of an Existing Project, Photo, Video, or Document: 
 
First, find the item in your library.  
For instance, I’ll go to my “Test Project.” 
Then hover over the TOOLS menu and choose, “Edit.” 
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This will bring you to the same information form you filled out when you uploaded or created the 
item.  
You can edit the information and click, “save changes.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This concludes the “How to Make Items Searchable” tutorial.  
For more help tools, visit www.baydeltalive.com/help 
 
 
 
 
 
 
 


