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Photos: Getting Started

What photos should | add to Canto?
» Anything that shows life at Booth or the Booth community
+ Student Life
* Events
* Classes
* Faculty
* Alumni
« Community Outreach
* Photos useful for marketing materials or historical context

What photos should not be added to Canto?
* People with their eyes closed
* Photos with negative gestures or connotations
* Photos which may embarrass a student, alumni, faculty or guest; now or in the future
* Photos without permission to share (please contact branding@chicagobooth.edu for assistance with waivers or
questions regarding general Chicago Booth student and event photo permissions)



mailto:branding@chicagobooth.edu
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Photos: Getting Started

Image sets
» Select images that are good quality, and do not include duplicates. You only need one of each
setting/pose unless there’s a significant difference such as smile vs. no smile

| | |

NO NO YES
THE MAIN MAN LOOKS GREAT,BUT = MANISMAKINGAN ~~ MANLOOKS MORE ENGAGED, @
THE OTHERS IN THE PHOTO HAVE EXAGGERATED EXPRESSION EVENT THOUGH THE WOMAN’S 5
LESS THAN PREFERABLE AND THE WOMAN’S HAND IS IN HAND IS IN THE CENTER.

EXPRESSIONS. THE CENTER.



-0
Photos: Getting Started

Image sets
* Not every photo from a set should be uploaded
* Create a sub folder of “selects” to upload to Canto.
» We suggest you archive all photos. Do not use Canto as a photo storage system.

| I

FULL SET OF PHOTOS SELECTS FOLDER FOR UPLOAD




-0
Photos: Getting Started

I

345 PHOTOS
FULL SET OF PHOTOS
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Photos: Getting Started

I

168 PHOTOS
SELECTS FOLDER
FOR UPLOAD
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Upload Photos: Metadata Dialog Box

ANALYTICAL ATTRIBUTE EXAMPLES
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Upload Photos: Metadata Dialog Box

BOLD ATTRIBUTE EXAMPLES
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Upload Photos: Metadata Dialog Box

COLLABORATIVE ATTRIBUTE EXAMPLES
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Upload Photos: Metadata Dialog Box

CURIOUS ATTRIBUTE EXAMPLES
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Canto: Workspace Interface
and Uploading Photos:
Contributor




Interface: Uploading

https://universitychicago.canto.com/u/u-
8d4b85159b654b9ca863c800bb2482¢c6_16405fcb09c54
2f68d4d2139f1d632f9?viewIndex=0

UPLOAD
MEDIA

14
+<— RESOURCE
CENTER
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*Canto works best through the Google Chrome platform

Interface: Uploading

MEDIA
FOLDER

15
+<— RESOURCE
CENTER




*Canto works best through the Google Chrome platform

Interface: Uploading

UPLOAD
DIALOG BOX

16
RESOURCE
<— CENTER




*Canto works best through the Google Chrome platform

Interface: Uploading

UPLOAD
DIALOG BOX

17
RESOURCE
<— CENTER




*Canto works best through the Google Chrome platform

Interface: Uploading

DEFAULT TAG
DO NO'll' USE

|

UPLOAD DIALOG BOX UPLOAD DIALOG BOX UPLOAD DIALOG BOX
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*Canto works best through the Google Chrome platform

Interface

UPLOAD DIALOG BOX: CENTERS UPLOAD DIALOG BOX: COMMONLY UPLOAD DIALOG BOX
REFERRED TO AS
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*Canto works best through the Google Chrome platform

Interface

UPLOAD DIALOG BOX: EVENTS UPLOAD DIALOG BOX: COMMONLY UPLOAD DIALOG BOX
REFERRED TO AS
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*Canto works best through the Google Chrome platform

Interface: Image Uploads

UPLOAD
DIALOG
PROGRESS
BOX

21
RESOURCE
<— CENTER




*Canto works best through the Google Chrome platform

Interface: Image Uploads

UPLOADED
PHOTOS —

22
RESOURCE
<— CENTER




-
. *Canto works best through the Google Chrome platform
Interface: Bulk Tagging T

« IMAGE
EDITING
TOOLS
(Select all,
trash and
edit)

SELECT
PHOTOS —

23
RESOURCE
“— CENTER




*Canto works best through the Google Chrome platform

Interface: Bulk Tagging

UPLOAD DIALOG BOX: BOOTH ASSET INFORMATION

UPLOAD DIALOG BOX: ADD VS. OVERWRITE

TIPS:
“‘Overwrite”
should be used
when you are
making a
change to an
existing tag.

“Add” is used
when you are
adding a tag

to a category
that allows
multiple options.

WHEN DONE
EDITING,
CLICK “APPLY’
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*Canto works best through the Google Chrome platform

Interface: Single Image Tagging

DOUBLE
CLICK —
PHOTO

25
RESOURCE
<— CENTER




*Canto works best through the Google Chrome platform

Interface: Single Image Tagging

BOOTH
SINGLE
“— IMAGE
DIALOG
BOX

26
RESOURCE

“— CENTER




*Canto works best through the Google Chrome platform

Interface: Single Image Tagging

RETURN TO
ALL PHOTOS

BOOTH
SINGLE
“— IMAGE
DIALOG
BOX

NEXT PHOTO

27
RESOURCE

“— CENTER
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Upload Photos: Request Review and Approval

TIPS:
If you haven't initiated the
approval, your files will not be

EMAIL FOR REVIEW published. Please remember
Please email the creative to take this last step!

team to initiate the review —>

process at

branding@chicagobooth.ed
u. Email should include the
date of upload and image
set quantity.

A member of the team will
review the upload and
respond with edits or to let
you know your files have
been published.
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Canto: Metadata Dialog Box
and Tagging Details and
Guidance
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Upload Photos: Metadata Dialog Box

TIPS:
There are a lot of fields and
sometimes it's easy to miss one.

APPROVED You can always go back and
This is the default setting. adjust as needed!
You may see pending in I

future updates

EXPIRATION DATE
Default setting. We do not
set expiration dates. Please
ignore.
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Upload Photos: Metadata Dialog Box

DESCRIPTION

Add as much general detail
about the set of photos.
Dates, times, event
descriptions etc.

KEYWORDS

Select logo, photograph,
music or video. Please do
not use the other tags.

TIPS:

You cannot add too many details
to the description. All content in
this field is searchable. Tag, tag
and tag some more!

Remember, you may know details
about these photos but people
in the future will not.

Put yourself in the mind of a
user. What would you search for?
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Upload Photos: Metadata Dialog Box

TIPS:
REVIEW STATUS I's ok to leave a field blank if
This field is for Creative it doesn't apply.
T i :
V\?f?ég [Jepgllf;éi?\l;rzglseecs{ —_ If the majority, but not all of the
“‘Ready for Creative review” i images may be represented by
a tag, go ahead and use the tag.
Just remember to go back and
ASSETS UPLOADED.... —_— adjust the ones that don’t apply
Select for all uploads. later in the process!
ALUMNI

v

Select applicable options if
photo includes Alumni.

AGE
Select applicable option. If =]

person is 75+ please also
select “Mature adult”
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Upload Photos: Metadata Dialog Box

TIPS:
Attributes may be easier to apply
gzﬁg‘ ghﬁl)zﬂgy-;:vse L, at a later stage in the process

. unless all photos being uploaded
more than one attribute. share the same attributes.

There will be photos in your set
that do not strongly reflect an
attribute like crowd shots. That's
OK! Do your best. If an audience
looks engaged you can tag it as
“Curious”. Otherwise, it's ok to
leave it blank!
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Upload Photos: Metadata Dialog Box

CENTER

All Chicago Booth Centers
are listed in this drop down.
Select all that are

applicable.

TIPS:

Please tag any applicable
Centers when appropriate.
Multiple Centers may be tagged
if subject has connections to
more than one.
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Upload Photos: Metadata Dialog Box

TIPS:

Collaboration helps the user
COLLABORATION find images of people working
Select for any applicable T together. This is a common
photos. search for people creating

marketing materials and reflects
our brand attribute “Collaborative”.

COMMONLY REFERRED

TO AS - Using the “Commonly referred
This drop down allows you to as:” drop down allows people
to select various to find photos using common
nicknames, acronyms and acronyms and abbreviations in
abbreviations for various the open search field.

Booth groups and events.
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Upload Photos: Metadata Dialog Box

CUSTOM TAGS

Add any details in the photo
to this open field. You can
separate words with
commas.

ETHNICITY

Select for any applicable
photos. If you know a
person is of color but
unsure of specific ethnicity,
please select “Other”.

TIPS:

Put as many details into the
“Custom Tags” field as you can see
in the image. Imagine what words
someone may search by. This helps
the user find images using search
terms in the open search field.

East Asian: China, Taiwan, Japan,
Mongolia, North Korea and South
Korea and Singapore.

South Asian: Bangladesh, Bhutan,
India, Maldives, Nepal, Pakistan,
and Sri Lanka

Southeast Asian: Brunei, Burma
(Myanmar), Cambodia, Timor-Leste,
Indonesia, Laos, Malaysia, the
Philippines, Singapore, Thailand and
Vietnam

Pacific Islander: Hawaii, Guam,
Samoa, or other Pacific Islands

Other: If you know the person is
not Caucasian, but are unsure of
what to select, select “Other”.



-0
Upload Photos: Metadata Dialog Box

TIPS:

I's ok to leave a field blank if
EVENT . it doesn’t apply.
Select for any applicable T
photos. Events in the drop down are

mainly Enterprise Events or
large events like Convocation.
If your event is not listed please
add in the description and/or
custom tags.
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Upload Photos: Metadata Dialog Box

TIPS:
If you select a Chicago campus,

Booth - Event: “
you should also select “North

Booth - Events - America” and “University of
FACULTY . Chicago” as well.
Select for any applicable —> Booth - Faculty:
photos. L] Deans L] General L] Faculty Portraits If you select the Hong Kong

_ , campus, you should also select

_l Nobel Laureates [ Preferred Portraits “Asia” and “University of Chicago”
LOCATIONS Y

: . as well.

Select as many options as = > Booth - Locations:
possible for any applicable 0 Additional locations [ Asia % Chicago If you select the London campus
photos. « o

[J EMEA [ Gleacher Center X Harper Center you ?hoyld a!so seleqt EN!,EA

and “University of Chicago” as
1 Hong Kong O London X North America well.
[J Singapore X University of Chica...

Booth - Number of People:
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Upload Photos: Metadata Dialog Box

TIPS:
In group photos, use name tags
and placards to capture as many

NUMBER OF PEOPLE :
names as possible.

Select applicable option. ——T>
If you are adding a preferred
headshot to replace another,
ORIENTATION please contact the Booth creative

- T team to remove the tag from the

Select applicable option. original photo.

PERSON IMAGE

List everyone in the photo —>
separated by commas.
PREFERRED STATUS L,

If the photo subject has a
preferred photo for use,
please select this option.
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Upload Photos: Metadata Dialog Box

TIPS:
There is no wrong option to

(P;Egggéms AND select in the “Shot type” category.
Select applicable option. If —T> More than one option may apply

you do not know which but only one may be selected.

program to select, please
choose “Unknown”

SETTING L,
Select applicable option.
SHOT TYPE "

Select applicable option.
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Upload Photos: Metadata Dialog Box

STUDENTS TIPS:
Select applicable options if —1 Tag any student shots with the
photos are of students. appropriate tags for quick

searches. Some may feel

repetitive but it’s helpful to add
YEAR PHOTO WAS as many as possible!

ADDED T
Enter applicable year.
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Upload Photos: Bulk Image Workspace

ADDITIONAL TAGGING OF
MORE THAN 1 IMAGE

Metadata window mirrors the
options in the upload window.

Edits made in this window
only apply to all selected images.

When adding a tag, make sure
“Add” is selected.

When changing atag in a
category with one option, please « ADD/OVERWRITE
select “Overwrite” or your edit

will not be accepted.

Click apply when finished and
your tag will be applied to all
selected images.

42

«<— CLICK APPLY




Upload Photos: Bulk Image Workspace

TIPS:

When adding text to an open
text field, click overnight rather
than add. If you just add you
will duplicate the existing text
in addition to adding the new
content.

«<— OVERWRITE

«~—— CLICK APPLY 43
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-
Tips

ADDITIONAL TAGGING
OF MORE THAN 1 IMAGE
Click on an image in the
set. This will allow you to
select multiple images from
your upload for bulk image
metadata tagging.

To select a row or images,
you may hold the shift key
and select the last image in
the group. It allows you to
quickly select a larger set
but not select all.

* If you use the “Select All”
option please note, it will
select ALL images in the
workspace. Not just the
latest upload.
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Tips

CREATE SUBFOLDERS
FOR UPLOAD

Divide "selects” into smaller
subfolders with similar tags
for faster bulk uploading
and tagging

206 photos in album 67 “selects” to upload

Selects subfolders 46



Upload Photos: Bulk Image Workspace

WHEN TO BULK TAG

AND ADJUST OUTLIER

Select group of photos —_—
(Example shows 3

outdoor/1 indoor photo)

Tag all with :Outdoors” and - N _ ’
click “Apply” —_— . Booth - Setting : ® Add O 0overw g 9
Go back and select the — Indoors # Outdoors

image that requires a

different tag and select the
applicable option.

(Example shows “Indoors” — >
for the photo in the set of

photos)
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Upload Photos: Bulk Image Workspace

ADDITIONAL TAGGING OF )
MORE THAN 1 IMAGE Edit Content New Metadata X
When you have added all of the
applicable metadata to your Description B v
photos, please select all in the set
and tag with the “Ready for
Creative Review” tag under Keywords B v
‘Review status”
Click “App|y” and email the BOOTH ASSET INFORMATION A
Creative Team at —_ )

Booth - R : \
branding@chicagobooth.edu that oot -Heview status ©h Ot & 9
the set is ready for review. The O Ready for Creative.. O Sent back for mor...
Creative Team will review and
approve or send back for additional Booth - Assests uploaded/reviewed after 2020 : ®add O ‘ g o
tagging, edits or information. .

O Uploaded/reviewe...
Once the Creative Team approves,
| | il | blished by tt Booth - Alumni : ®Add O overwn g o
team 1 NAA Winnere M Renaral M Hoeadechnte

Cancel Apply 48
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-
IMAGE ACTIONS (FILE FORMAT SEARCH)

] <« QUICK SEARCH
BY FORMAT

49
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IMAGE ACTIONS (FILE FORMAT SEARCH)

A Content Type ees  Clear @

0 ]
@ @ IMAGE VIDEO AUDIO DOCUMENT

[] PNG [] JPG ] TIF
[] PSD [] CR2 [] NEF ‘ @ @
[] GIF [] MOV  [] MP4 @

[] MPEG [] PDF [] EPS ‘ ‘ ‘ ‘

] Al [] sve [] HEIC
[] XLs [] wWAv [ ] Others PRESENTATION OTHER FOLDER ALBUM
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IMAGE ACTIONS (FILE FORMAT SEARCH)

A

IMAGE < VIDEO

<— VIDEO FILE
OPTIONS
<— IMAGE FILE
OPTIONS
« VIDEO

*IMAGE, VIDEO AND AUDIO ARE CURRENTLY THE
ONLY FILE TYPES ADDED TO CANTO

< AUDIO FILE

MUV T Tk

OPTIONS
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Canto: Trouble Shooting




-
Common FAQs

Old meta tag is still on photo
* The image most likely was not (de)selected when applying the tag. Open the image and remove the
tag manually.
* When selecting multiple photos, periodically clicking on the image does not select it although appears
to do so. Please make sure you see the check mark in the image window after clicking. If it doesn’t
please click on it again.

«<— IMAGE SELECTION
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-
Common FAQs

Bulk tags missing
* When adding tags in bulk, you may notice a tag missing on one of the images. If one image in the set
selected does not share the same tag, it will appear as blank on all. Do not add it or it will add it to all
the photos. Deselect the image that does not apply. The shared tags should appear on the others.

IMAGE BLANK ON BULK EDIT

I

EXAMPLE

54
IMAGE TAG SELECTED ON SINGLE IMAGE EDIT



-
Common FAQs

How does the image get published?
* Selected image is moved over manually by the Creative Team

<— IMAGES PUBLISHED ONCE MOVED
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-
Common FAQs

Wrong person tagged in facial recognition
« If you find someone has been incorrectly recognized, you can edit their name and choose to change all
the other assets with that "face" or identify that face as a new person. choose "Add NAME HERE to
your library as a unique recognition?”
* If person is tagged as someone else and you cannot adjust, please contact
branding@chicagobooth.edu for assistance
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Contacts:

* Create a user account

* Submit your request for access https://uchicago.wufoo.com/forms/riowlqof15igy50/ An
account will be created within 48 hours.

* Upload photos
 Contributor upload link: https://universitychicago.canto.com/u/u-
8d4b85159b654b9ca863c800bb2482c6 16405fcb09c542f68d4d2139f1d632f9?viewindex=0

* Initiate upload review

» Contact The Booth Creative Team at branding@chicagobooth.edu to initiate your image review.
Please include the date uploaded and quantity of images.

* Have photos to add or need help?
» Contact The Booth Creative Team at branding@chicagobooth.edu for assistance.
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Questions?
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Thank you!




