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Virginia Tech Communications and Marketing Photo Library  
General user guide 
 
The photo library can be accessed by Virginia Tech faculty and staff at 
https://www.photolibrary.unirel.vt.edu/  
 
This database is for Virginia Tech use only and is not made available to the 
public.  
 
This document is intended for the general university user of the library, and 
provides an overview of photo library features, navigation, and image use 
guidelines.  
 
If you are working in a communications and/or photography role and need 
upload access, please contact Megan Zalecki, Production and Content manager 
for Communications and Marketing- meganz@vt.edu  
 

 
 
Home Page 
These are features seen on the top panel of the homepage (L-R): 

• Dash—the home page. 
 

• Featured collections—curated collections of photography organized by 
initiatives or themes in strategic communications and storytelling at 
Virginia Tech. Curated by the Production and Content Manager, updated 

https://www.photolibrary.unirel.vt.edu/
mailto:meganz@vt.edu
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regularly. 
 

• Collections—a list of collections created by the user. 
 

• Recent—the most recently uploaded 1,000 images. 
 

• Knowledge Base—link to online Wiki documentation of Resource Space. 
 

• User icon—shows specific options based on the user and assigned user 
group. Ex: update account password, collections, etc. 
 

 
Home page continued: 
 

 
 

• Image use and media release requirements— Media releases are required 
for all photography of minors, and for any materials used outside of 
editorial storytelling, i.e. advertising, promotional and marketing 
materials. Photos with signed media releases are indicated as such in the 
metadata field of the image(s). This data is located under the individual 
images and is titled ‘PHOTO RELEASE’. This data is illustrated later in 
this document. Photos with media releases can also be found through an 
advanced search.  
 

• “Submit Visual Request Form”—quick link to an Asana request form to 
share visual story ideas and requests with the central visual team in 
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Communications and Marketing.  
 

•  “Featured Collections”—quick link to featured collections. Curated 
regularly by Production and Content Manager. 
 

• Simple search bar—any text entered in this field will search image 
captions/descriptions, keywords, filenames, and other metadata fields. 
 

• Style—filters type of photos in search results between Brand or Event (aka 
storytelling imagery or event documentation).  
 

• By Date—filters search results based on specific year, or year and month. 
 

• Advanced search—Search for images by release form status, and other 
image details. 

 
At the bottom of the page there is a gray panel labeled “Show thumbs”. It may 
also show a title of a collection you own or have been added to: 
 

 
 
 
This is a quick way of creating new collections or adding images to existing 
collections.  
 
Collections may be used to organize photo selections or download images as a 
set. More information later in this document. 
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Download Options, Metadata, and Photo Releases 
 
This is an example of an image located by searching “Burruss Hall”. Select the 
individual image to view the metadata and download options. 
 

 
 
DOWNLOAD OPTIONS: 
 

• Original JPG—the original size of the image as uploaded. Typically high res 
unless otherwise noted in the metadata. 
 

• VTNews-Web—1280 pixels on the longest side. Formatted for top photo 
section of VTx news stories. 
 

• Screen—Formatting ideal for social or web use. Typically low res. 
 

• Image previews are also available. These are not downloads. 
 
Image use guidelines 
 
Image use and media release requirements— Media releases are required for all 
photography of minors, and for any materials used outside of editorial 
storytelling, i.e. advertising, promotional and marketing materials. Photos with 
signed media releases are indicated as such in the metadata field of the 
image(s). This data is located under the individual images and is titled ‘PHOTO 
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RELEASE’. Photos with media releases can also be found through an advanced 
search. 
 
Note: If you receive an external request for images from an external group or 
media, contact Communications and Marketing Media Relations team. 
 
For each image you download, you are required to acknowledge and agree to 
these guidelines. Please see following screenshot as an example: 
 

 
 
ADVANCED SEARCH: 
 
Users may use the advanced search feature to browse images that have signed 
release forms on file. To do so, click on “advanced search” on the library home 
page. This will open a new page. 
 

 
 
In the “all fields” search bar, enter your search terms if you are looking for a 
specific image. If you simply want to browse images by release form status, 
enter an asterisk “ * ”  
 
Scroll down to the “photo release” section, and check the appropriate release 
form status: 

• Release available- all identifiable people: this selection indicates that all 
identifiable people shown in the photo have signed the Virginia Tech 
release form. 

• Release available- minors only: this selection indicates that only the 
minors shown in the photo have Virginia Tech release forms signed by 
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their parents/guardians according to university guidelines. Anyone else 
shown in the photo has not signed a release.  

• No: this selection indicates no releases were signed for any identifiable 
people shown.  
 

 
 

Please refer to the university’s guidelines for image use and release forms on 
the Brand Center Imagery page.  
 
 
IMAGE DETAILS/METADATA FIELDS: 
 

 
 

• RESOURCE ID—number given to each individual photo in the system 
 

• ACCESS— “open” simply means this image is available for viewing and 
downloading to all users in the system.  
Some images will display “restricted”— and downloads will not be 
available by default for said images. Please contact Communications and 
Marketing to request more information for restricted images.  
Please note: the “ACCESS” field does NOT indicate if media release 
forms on file. For media release information, please refer to the “Photo 
Release” metadata field. 
 
  
Example of image data when access field is set to open: 

https://brand.vt.edu/identity/imagery.html
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Example of image data when access field is set to restricted: 

 
 
 

 
• PHOTO RELEASE FIELD—This field indicates if a signed release form is 

on file for all identifiable people in the image. Please check this field 
before downloading and using an image. 

o “No” means no release is on file and the image cannot be used 
for marketing/advertising/promotion. 

o “Yes” means release forms are on file for all identifiable people 
in the image. In this case, an additional “notes” field will display 
and will refer to where releases are held. Please see following 
screenshots for examples. 

 
 Example of image metadata field where release forms are confirmed: 
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Example of image metadata field where releases are NOT confirmed: 

 
 
 
Other metadata fields: 

• CONTRIBUTED BY—typically this is the photographer, but there are 
occasions where photos are uploaded on another users’ behalf. Check 
Credit field for photographer information as well. 

• LOCATION—Location where the image was created. 
• CAPTION—Date and brief description of image, followed by photographer 

and Virginia Tech information. 
• IMAGE SIZE—file size 
• PHOTO STYLE—generic keyword options, general type of image 
• OTHER—additional keywords 
• DATE—date image was created 
• ORIGINAL FILENAME—file name 
• CREDIT—photographer credit 
• CAMERA MAKE/MODEL—embedded in file data, indicates camera used to 

create photo 
• SOURCE—Digital Camera, etc.  

 
 
COLLECTIONS  
 
Collections can be a good organizational tool and offer a way to download a set 
of images, rather than download one at a time. Collections may only be shared 
with fellow Virginia Tech users of the photo library according to image use 
guidelines. 
 
To create a collection: From the collection bar (gray panel at bottom of 
screen)—Select "Create a New Collection", title it, and then hit "Enter". This will 
create a collection to which you can then add resources. 
 
Or, from “manage my collections”—Enter a name under "Create a New 
Collection" and then click create. 
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To add images to a collection, select the collection in the collection bar, then 
select images using the (+) icon beneath each image. 
 

 
 
More instructions from the ResourceSpace Wiki on adding images to 
collections: 

 
“From search results: 
You can add resources to a collection from the search results page. To 
add individual resources click the "add to collection" icon (+) for each 
resource you wish to add to the current collection (in the collection bar). 
If the resource is already in your current collection, you will see instead 
the "remove from collection" icon (-). 

 
“From resource view: 
To add a resource from the Resource View page, just click "Add To 
Collection" in the Resource tools section. This will add the resource to 
your current selected/active collection. 

 
“Copy from collection: 
You can copy resources from one collection into another by choosing 
"Copy from collection" in the actions menu of the target collection.” 

 
To share a collection internally with Virginia Tech users: 
 

1. Select the collection in your collections panel, then from the Actions 
drop down menu in the panel, select “Share”. 
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2. From this page, a link that is only accessible to Virginia Tech photo 
library users is generated.  
 

 
 
 
 
Please contact Megan Zalecki, Production and Content Manger in 
Communications and Marketing, with any questions— meganz@vt.edu 
 

mailto:meganz@vt.edu

