
Creating Metadata for the WRLS ECHO Project 

 

All metadata for images will be created after the image has been scanned and saved. 

● Open the Excel Metadata Spreadsheet created for the project. 

● It is acceptable to leave fields empty. If the information is not readily available on the 

photo, leave the field blank. Not all photos will have information for each field.  

● Have the physical photo or digital image (including the back) readily visible while 

creating metadata. 

● Do not forget to save the spreadsheet as you work. You do this by selecting File → Save 

As. When it asks if you want to replace the copy, select yes. You are essentially over-

writing the document. 

 

 

 

 

 

File Name 

● Format: wrls-xxgggg 

○ wrls= Winding Rivers Library System 

○ xx = Unique Library Initials 

○ gggg = image number (i.e. 0001) 

 

 

 

 

 

 



*Note- Please be sure to change any boxes containing dates to “text” boxes, instead of “date” 

boxes. Otherwise the date will constantly be changed to the wrong format. 

Date Scanned 

● This is today’s date, or the date you scanned in the image. Year, Month, Day.  

 

Date 

●  If a year (or more exact date) is transcribed on the back of the image or there is a date 

visible in the image, enter that date. Don’t guess or estimate dates. If no date is present, 

leave blank. 

○ Format: yyyy-mm-dd (example: 1938-09-04) 

○ If an item has an approximate date ( i.e. ca. 1914 or ca. 1934 or 1935), add date 

including ‘circa’ into Date column; if two years are given, choose one year but be 

consistent in the choice 

○ Items with a span of years, i.e. 1911-1915, should have the Date left open, but 

the Decade may be added in the “Decade” field, i.e. 1910s. 

 

Decade 

● If date is present, also include decade that date falls into, in format: yyyys (example: 

1960s) 

○ NO apostrophes in dates 

● If date is not present, leave blank unless a range of dates is given, i.e. 1911-1915, a 

decade may be entered without a date being entered 

 

 

 

 

 

 



Format 

● Enter approximate dimensions (length and width) using inches, indicate whether the 

image is in color, black and white, and describe the format of the item (examples: 

postcard, reprint, photograph, sketch, stereoview, etching, etc.) 

○ Examples: 3x5 black and white photograph; 4x6 color postcard, etc. 

 

Includes people? 

● If the image includes people (whether identified or not), indicate this in the spreadsheet 

under the proper column with a ‘yes’ or ‘no’ 

○ If there are people in photo, but not clearly visible (i.e. far in the background, 

mostly obstructed, etc.), consider this as a photo without people. For description 

purposes, we are only noting photos as including people if the people are 

prominent enough in the image to be visible (and possibly identifiable). 

○ Skip any ‘fake’ people, i.e. drawings of anonymous people, caricatures, cartoons, 

anonymous people in advertisements, etc. 

Persons’ Names 

● If the people in the image are identifiable, include their names here. Separate names 

with a comma. 

 

Locations 

● These are listed as ‘State’, ‘County’, ‘City/Town’, ‘Street’, ‘Geographic’.  

● Enter info for all levels known; if not known, leave blank; do not use location if not 

specified. If more information is found later, it can be added later. 

● If an address is transcribed on the photo, include the street name and block number in 

the spreadsheet (do not record exact address); do not use abbreviations 

● If the location is a geographic feature (such as a river, bluff, etc.), enter any 

state/county/city information that is applicable, and also record the name of the 

geographic feature (such as Black River) in ‘Geographic’ column 

● Examples: 3rd Street South, Main Street, Bliss Road, Grandad Bluff, Miller Bluff, Eagle 

Bluff 



● If a location isn’t noted, but the address is known it’s okay to use it (i.e. Country Kitchen 

on 7th Street = 7th Street South) 

● If the location for an organization or business has changed, enter the location applicable 

to the specific image. If not known, leave blank. 

 

Name of Business/Organization/etc. 

● Enter name in direct order (Mons Anderson Company), for all items. Initials are entered 

with a space (R. G. Dun and Company) 

● Do not use abbreviations or acronyms. (Exception: St. Francis is acceptable; 

YMCA/YWCA are acceptable—probably the only acronyms, though) 

● If an organization has undergone name changes, enter the name applicable to the 

image at the time the image was taken.  

 

 

 

Subjects 

● Using the subject vocabulary list, enter subjects applicable to the image (minimum 1, 

maximum 5—one per subject column) 

● Use only subject(s) applicable to the content of each individual image; not all images in a 

set will necessarily use the same subject(s) 

● Any images that you enter ‘yes’ in the ‘Includes people?’ column should also have either 

‘People--Individuals’ (for 2 or 3 people) or ‘People—Groups’ in one of the subject 

columns; (even if all individuals in a group are identified, the subject is still ‘People—

Groups’) 

● If no subjects on the subject vocabulary list accurately describe the content of the image, 

place an additional (generic) subject in the notes field. The WRLS Digital Assistant will 

go through all final metadata and make decisions to add new subjects.  



● ‘Advertising’ is an acceptable subject for window displays and on businesses if the 

display or ad/sign is clear enough to identify 

 

 

 

Notes 

● This is the field for you to add other information about the photo. This is a free text field. 

Feel free to enter multiple types of information in this field to be reviewed by the WRLS 

Digital Assistant at a later date. Please only include information that is pertinent to the 

physical photo. 

○ Not owned by the library, borrowed from [name], suggested subjects, special 

copyright information, donated by [name] 

 

 

 

You have now completed metadata for your digital images for the WRLS ECHO project.  

Great work! Please move on to the “Using Dropbox for the WRLS ECHO Project” tutorial. 
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