CAHNRS/Extension Photo Archive Contributions
December 20, 2024
We are eager to accept photo contributions reflecting CAHNRS and Extension program areas from WSU faculty and staff.
Instructions for submissions are below.  These require the use of an Excel spreadsheet. Contributions must be submitted on CD or DVD.  Do not email photos and do not submit slides, negatives, or prints!  Submit electronic photos with Excel spreadsheet on fixed media.  Be sure to thoroughly read and follow the below instructions.

Terms & Conditions

Photos taken on behalf of Washington State University are typically considered “Work for Hire” and are copyrighted by WSU.  By contributing any personal photographs (photos taken on your time & with your equipment) to the Extension/CAHNRS photo archive, you retain copyright while acknowledging that WSU has permission to use the image for any purpose.   The images will be available for educational, non-commercial use without cost although WSU may change its policies on the use of the images at any time.  As a contributor of photos taken in your own time and with our own equipment, you may continue to use the images and are not restricted by WSU policy regarding the photos in the archive.
When submitting photos, be sure to indicate whether the photos are taken on your own time and will be licensed to WSU, or whether the photos were “work for hire” or are otherwise being given over for WSU copyright.  Please do not mix these copyright types on the same spreadsheet.

Indexing Photos through Excel
Use the spreadsheet cahnrs_photos.xls
The titles of the most commonly used fields have a yellow background.  Typical fields to use are Title, Description, Creator, Date, Rights, and File Name.

Don’t use Subject (Archive personnel can fill this in with the Acquisition Station using Library of Congress categories).

Don’t delete unused fields.  These are required for our automated import procedure.

Description.  The CAHNRS/Extension Photo Archive is a general-use archive, more geared towards mass media and mass audiences than scientific use.  Therefore, we prefer descriptions that are not overly scientific.  Use a description that you might find in a newspaper caption, for instance, and not a caption that you would find in a scientific journal.  All individuals easily recognizable should be identified by name or position (grad student, field worker, etc.).
Identifier is a way to refer to the original image source outside the CAHNRS archive.  So if you have an indexing system for the slide or file from which the image came, use that here.  Usually, this field is left blank.
The Rights field: This field can remain blank.  On import into the collection, we will fill the rights field with “© Washington State University” or “Licensed to Washington State University by the photographer,” as is applicable.  Keep in mind that when you submit your personal images to the archive, you are licensing the image to Washington State University without restriction.
When finished entering data into the spreadsheet, go to the top left spreadsheet cell (A1) and perform a spell check (F7 or Tools > Spelling).

Save the Excel file and submit it on CD or DVD with your photographs.
Photo Releases

See Extension website
General Tips
Keep file size under 5 MB.  Save in the highest quality/resolution possible.

File Names/Extensions:  The Windows operating system, by default, hides file extensions.  This can cause problems with the import process, as the file name must be exact, including the extension.  One option is to add the extension to all file names (.jpg for JPEGs), but this can be a flawed process, as some file types have more than one acceptable extension.  The other option is to reveal the extensions on your computer by clicking Start, Control Panel, Folder Options, and then click the View tab.  Uncheck the check box for “Hide extensions for known file types.”  This will allow the display of the full file name, which you can copy and paste into the spreadsheet.
Date 

Input guidelines: 

1. Enter dates in the form “YYYY-MM-DD” in accordance with the W3C Date Time Format (W3C-DTF) encoding scheme. Use a single hyphen to separate the year, month, and date components: 

a. Year: YYYY (“1897” for the year 1897)) 

b. Year and month: YYYY-MM (“1897-07” for July 1897)) 

c. Complete date: YYYY-MM-DD (“1897-07-16” for July 16, 1897) 
2. For a range of dates, enter the dates in accordance with the DCMI Period encoding scheme, separating them with a space, hyphen, space, as in “1910 - 1920.” 

3. Follow dates with a question mark (“1997?”) to show a date is approximate or a circa date. 
For more information, contact:

Bob Hoffmann, 509-335-7744, bhoffmann@wsu.edu
Gerald Steffen, 509-335-2932, gsteffen@wsu.edu 
