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Preparing Images for EMU Ingestion at NYBG:

This guide is intended to instruct users how to supply the required and recommended image 
metadata for field photos, prior to import into EMu. All field photos must adhere to the required 
metadata standards.
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Photograph of lichen taken in the field in Great Smoky Mountains National Park

Image by James Lendemer created as part of NSF Dimensions of Biodiversity Awards #1542629 and #1542639.



NYBG’s Excel Metadata Template for Field Photos

The Excel Metadata template is specifically designed for capturing metadata required and 
recommended for ingesting field photographs into EMu at NYBG. The template organizes 
the relevant EMu metadata fields along the top row of the workbook. Metadata field 
names, explanations of each field, and examples of correctly formatted metadata occur in 
rows 2-4. 

To access the file: 

NYBG Users: The file can be accessed on the Pub drive: 
"X:\Pub\Herbarium\Digital_asset_management\Field_photos\EXCEL\Excel_Field_Photo_M
etadata_Template.xlsx" 

All other users: Request file from Herbarium Digital Asset Manager
(lfeder@nybg.org)

mailto:lmcmillin@nybg.org


NYBG’s Excel Metadata Template Explained

Row 1: EMu backend names

Row 2: Metadata field names

Row 3: Explanation of fields and 
metadata formats.

Row 4: Examples of correct 
metadata formats for each field

Row 5: Start entering your 
metadata here.



Required Metadata Fields

A brief description 
of each field and an 
example of properly 
formatted metadata 
can be found in 
rows 3 and 4. 

Required fields are indicated on the Excel sheet in green. 



Conditionally Required Fields

If you send your images to the Digital Asset Manager via an external hard drive, or via the 
Public “X” drive (NYBG users only) you must include the full path to the resource. The full 
path can be found by holding shift and right clicking on the file (or multiple files), then 
selecting “copy as path.”

Conditionally required metadata fields are indicated on the Excel sheet in yellow. 



The License Statement, License URL, and Attribution 
Statement fields are required if using a Creative 
Commons License. We strongly encourage the use of 
Creative Commons licenses.

Conditionally required metadata fields are indicated on the Excel sheet in yellow. 

Conditionally Required Fields



Collector/Collector number is 
required for images associated with 
a vouchered NY collection.

Conditionally required metadata fields are indicated on the Excel sheet in yellow. 

Conditionally Required Fields



Recommended Fields

We recommend adding as much metadata as possible to your images, this will greatly improve 
their findability within EMu and on the Virtual Herbarium. 

Recommended metadata fields are indicated on the Excel sheet in grey. 



The “Subject Part” field is a partially controlled vocabulary, for a list of terms already in use in 
EMu, see the “Subject Part Keywords” sheet in the Excel document. 

Recommended metadata fields are indicated on the Excel sheet in grey. 

Recommended Fields



A note about Copyright and Creative Commons

The images you provide for ingestion into EMu will be featured 

on the Virtual Herbarium and available via the Image Search 

Tool. We strongly encourage the use of Creative Commons 

(CC) licenses when publishing images on the Virtual 

Herbarium. 

These licenses are widely recognized and provide creators a 

standardized way to share their work while ensuring proper 

attribution. There are many CC licenses to choose from; the 

Creative Commons website features a quick and easy tool for 

determining which license is best for you. 

https://sweetgum.nybg.org/science/vh/
https://sweetgum.nybg.org/science/vh/media-search/
https://creativecommons.org/choose/


A note about Copyright and Creative Commons

• You may choose to limit the use of your 
images, i.e. by allowing adaptations but 
not commercial use. All license options 
are clearly defined and explained on the 
Creative Commons website, including a 
list of frequently asked questions.

• Please reach out to the Digital Asset 
Manager (lmcmillin@nybg.org) if you 
have additional questions about these 
licenses, the proper format for your 
metadata, or how your images will be 
used on the Virtual Herbarium. 

Field photograph of K. S. Gonçalves 439.

Copyright 2020 Douglas C. Daly, licensed under CC BY-NC-ND 4.0 (International).

https://creativecommons.org/about/cclicenses/
https://creativecommons.org/faq/
mailto:lmcmillin@nybg.org


Options for Delivering Images

If you are an NYBG employee: You can save your images to 
the Pub drive in the following location: 

“X:\Pub\Herbarium\Digital_asset_management\Field_photos
\Photos_for_EMu" 

Please use this file naming format for your folder:
LastName_YYYY-MM-DD_#OfImages
(example: McMillin_2023-02-09_1000) 

You may also save the images to an external drive and drop 
them off in the Herbarium Information Management office 
(directly across from Room 402, near the Imaging Lab). 
Please email lmcmillin@nybg.org to coordinate a drop off 
time, or to alert her to images you’ve saved on the Pub drive.  

Once you are finished entering the required metadata to for images, you can send your images to the herbarium 
Digital Asset Manager.

All other users: Please discuss with the Digital Asset Manager 
the best option for transferring your files. 

The William and Lynda Steere Herbarium thanks you 
for your contributions to our Virtual Herbarium!

mailto:lmcmillin@nybg.org

