Guidelines for contributing images to the Columbia Image Bank
A. GENERAL INSTRUCTIONS
A1 Cataloging in Luna
The Libraries and the Visual Media Center collaboratively developed a catalog template, AHAR Data Template. This template is to be used for all metadata contributed to AHAR: Art History and Archaeology and History of Art and Architecture collections within the Columbia Image Bank.
Metadata is uploaded through Luna’s Studio module. Contributors are to enter metadata in an Excel spreadsheet. The fields in Section B: Data Fields below are to be used as the column headings. The headings must be entered in the order listed in Section B. Note that the Excel spreadsheet must be saved as a comma delimited file (CSV) for importing into Studio.

Insight does not support sorting of diacritics. All diacritical marks and special characters must be removed from the source data.

Do not use carriage returns when entering data in the spreadsheet as these will cause data import problems. 
Field names are not repeatable and you cannot have more than one field with the same name in your source data. In order to include repeating data fields, it is necessary to add a number to the field name. Pick the same name as the Luna target field, and add a number (without spaces) at the end of the name.  For example:


Style Period1


Style Period2

Style Period3
will all automatically map to Style Period in Luna Insight.

A2 Authority Sources
Authority sources are to be consulted when establishing values in the following data fields (see Data Fields section below): 
Creator name 

Repository 

Location (current)

Location (former)

Material and Technique

Work type

Style-Period

Use the following sources. Prefer Library of Congress Authorities when available. 

Library of Congress Authorities


(http://authorities.loc.gov/)
Getty Union List of Artist Names (ULAN) (http://www.getty.edu/research/conducting_research/vocabularies/ulan/)

Getty Art & Architecture Thesaurus (AAT) 
http://www.getty.edu/research/conducting_research/vocabularies/aat/index.html
Thesaurus for Graphic Materials II: Genre and Physical Characteristic Terms (TGM II) 
http://www.loc.gov/rr/print/tgm2/
Thesaurus for Graphic Materials I: Subject Terms (TGM I) 

http://www.loc.gov/rr/print/tgm1/
Getty Thesaurus of Geographic Names

http://www.getty.edu/research/conducting_research/vocabularies/tgn/
A3 Digital image standards:

[Robert: Can you add a bit to this section, e.g. is 300dpi required or is it a minimum, etc.?] 

300 dpi 

Minimum 1200 pixels on the long side, ca. 3000 is preferable

ca. 10-20 mb per file

save as TIFF file format
B.DATA FIELDS
B.1 Title

Required field

Guidelines: 

Omit the initial article when transcribing or constructing a title.

Prefer title in English when available.


For instructions on assigning titles refer to Part 2: Chapter 1: Object 
Naming of Cataloguing Cultural Works: A Guide to Describing Cultural 
Works and Their Images 

http://www.vraweb.org/ccoweb/B-Chap1-Object%20Naming-28Feb05.pdf
Titles may come from various sources. Titles for works are typically assigned by artists, owning institutions, or collectors. Titles or names for architecture may come from the company that had the building constructed, the architect, or the owner or patron. Titles for well-known works commonly become authoritative through publications and scholarship (e.g., Mona Lisa). However, many works, including utilitarian works, decorative art, cultural artifacts, maps, diagrams, archaeological works, ethnographic materials, and some buildings, do not have titles or names per se. For these works, a descriptive title should be constructed to facilitate identification by users. A visual resources collection may have to construct titles when there is no repository-supplied title for a work. 

Construct titles when necessary. Titles may be derived from their subject content or iconography. For instance, a photograph that depicts a tree in a landscape might be titled Landscape with Tree. In composing a title or identifying phrase, it may be necessary to repeat terminology from other elements. Titles may include references to the owners of works or the places where they were used (e.g., Burghley Bowl). Descriptive titles or identifying phrases may be simple descriptions of the work (e.g., Lidded Bowl on Stand). Decorative works, non-Western art, archaeological works, or groups of works are often known by a name that includes the Work Type (e.g., Chandelier, Rolltop Desk, Mask, or Portfolio of Sketches). Work Type terminology may be used in combination with information from Location or other elements to form a title (e.g., Santa Maria Novella Crucifix). 
B.2 Title_variant 

Not required

Guidelines:
Record any other title by which a user might reasonably search for a work, e.g. for Leonardo da Vinci’s painting, Mona Lisa, the title variant La Gioconda could be used.
B.3 Main work 

Not required

Guidelines:
Use to record a hierarchical or part-to-whole relationship for works of art or architecture such as “altarpieces, drawings, or prints that are part of a volume or series, pages that are part of a manuscript, wings added to structures, buildings that are part of a larger complex, and physical groups that are made up of various objects or works. Historical part/whole relationships should also be recorded, such as a disassembled sketchbook and its former folios, dispersed panels that once were part of the same altarpiece, or architectural spolia that were once part of another structure. Record here the name of the larger entity to which the described work belongs…” (Element Definitions for Cataloging Historical Fashion Collections at Kent State University, Version 2.0, based on the VRA Core Categories Version 3.0 http://circe.slis.kent.edu/mzeng/bin/definition.html#w17)
B.4 Detail-View

Not required

Guidelines:

A searchable free text note. Use to record information about an image that is limited to a small part of a work, e.g., Detail of the face. Also use to record view information for an archaeological site, work of public art, or work of architecture, e.g. view of the nave looking east.
B. 5 Date 

Not required

Guidelines:

Record the date or range of dates on which a particular work was created, e.g. 1720 – 1729. This is a text field and standard art historical dating conventions may be used, e.g., early 15th century, ca. 1785, 1560s. 
B. 6 Measurements 

Not required

Guidelines: 
This field “contains information about the dimensions, size, or scale of the work. Time-based media may also be recorded with this element.” (CCO, p. 93). The unit of measurement must be specified. For two dimensional works record the measurement as height x width. US system of measurement, e.g. inches or metric equivalent may be used. 
B. 7 Notes 

Not required

Guidelines:

This is a free text searchable field. Use for any factual information that does not appear in another field and useful for an end-user such as: Painting restored 1989.
B. 8 Source

Required

Guidelines:

For original images donated by faculty cite faculty member, e.g., Gift of Professor John Smith, 2006.
For images licensed from a commercial vendor, cite vendor name, e.g. Saskia, Ltd.

For images scanned from a book, use CLIO bibliographic citation, e.g. Kliemann, Julian-Matthias, Italian frescoes, high Renaissance and mannerism, 1510-1600 / Julian Kliemann, Michael Rohlmann ; principal photography by Antonio Quattrone and Ghigo Roli ; translated by Steven Lindberg, 1st ed., English-language ed., 496 p. : ill. (chiefly col.), col. Maps, plans ; 34 cm., New York : Abbeville Press, c. 2004.

B. 9 Access restrictions 

Required 

Guidelines:


Use the following statement for all images: 

Restricted to current faculty, students and staff of ColumbiaUniversity.
B. 10 Copyright 

Not required

Guidelines: 
Note any special copyright restrictions or permissions, e.g. Image donated by Prof. John Smith who gives general permission for educational use but owns the copyright.
B. 11 Record ID 

Required

Guidelines: 
Record ID will be supplied by the Visual Media Libraries Center/ Libraries Digital Program Division staff member importing the data in Luna Studio.
B. 12 Filename 

Required

Guidelines:


The filename must be unique. Use the following Digital Image File Naming 
Convention:
reid_0607_001_001

reid = Reid Hall (unit producing images)

0607 = academic year

001 = job lot number

001 = image number within the job lot

B13 Linking_ID

Required

Guidelines: 


Linking ID will be supplied by the Visual Media Libraries Center/ Libraries 
Digital Program Division staff member importing the data in Luna Studio.
B 14 Cataloger_Notes 

Not required

Guidelines:

Non-public notes for internal use, e.g. Date suggested by Prof. John 
Smith.
B. 15 Creator_name

Not required


Guidelines:


Consult Columbia Image Bank. If Creator name is not included then 
consult authority files listed above. 
Note that if there is more than one creator, a number (without spaces) needs to be added at the end of the data field, e.g. Creator_name1, Creator_name2, Creator_name3. In the event of multiple creators the related fields Creator_dates, Creator_nationality, Creator_variant_name, must be formatted in the same manner, e.g. Creator_dates2, Creator_nationality2, Creator_variant_name2.
B. 16 Display_name

Not required


Guidelines: 
Name of the creator of the work for display purposes. The form of the name is the same as the Creator_Name. Note that Display_name is used with Creator1 only and is not repeatable. If there are multiple creators only the name of the first creator is used. This field is not repeatable.
B. 17 Creator_dates

Not required

Guidelines:

Consult Columbia Image Bank. If Creator name is not included then consult authority files listed above. 

B. 18 Creator_nationality 

Not required 

Guidelines:

Consult Columbia Image Bank. If Creator name is not included then consult authority files listed above. Note that the adjectival form should be used, e.g. French not France. 
B. 19 Creator_variant_name

Not required 


Consult existing collection for existing information; Authority file and 
format, Library of Congress, ULAN
B. 20 Repository 

Not required 

Consult existing collection for existing information; Authority file and 
format, Library of Congress

B. 21 Repository_variant 

Not required


Consult existing collection for existing information; Authority file and 
format, Library of Congress variations. Example: Museo del Prado is 
repository name; Prado is variant form

B. 22 Location_(current)

Not required


Use for architecture, public works, archaeological sites and also 
repository. Format: Paris (France)

B. 23 Location_former

Not required

Use for objects removed from archaeological sites or in situ locations, e.g., 
an altarpiece removed from a church and transferred to a museum

B. 24 Material and Technique

Not required


Consult existing collection for standardization, e.g. oil on canvas, fresco, 
marble

B. 25 Work_type

Not required


Consult existing collection for standardization, architecture, painting, 
sculpture, metalwork, manuscript, etc.

B. 26 Style-Period

Not required

Consult existing collection for standardization, Conventional art historical 
periods, e.g, Roman, Renaissance, Modern

B. 27 Culture

Not required


Consult existing collection for standardization: Use adjectival form, e.g. 
French, Italian, American

B. 28 Subject

Not required 

Consult existing collection and CLIO records for standardization, use 
Library of Congress authority files, e.g. Mural painting and decoration, 
Italian--16th century; Decoration and ornament, Rococo—France.  
Add additional subjects where useful, e.g., Old Testament
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