Photo Library

BU Photo Library’s NetX Instructions

Please be advised:

The new BU Photo Library is cloud-based; no VPN connection is required.

The recommended browsers for optimal performance are Chrome or Firefox.

Be sure to allow pop-ups on your web browser.

BU faculty and staff have access to the BU Photo Library. External affiliates with BU

logins can request access. Students cannot receive access to the BU Photo Library.

e You can purchase unlimited usage across print and web for your department to use
within the University for $75/image via ISR.

e If you are a BU employee but not already a registered user, please fill out the Image
Library Request form to request access.

e We have permission from the photographers to use their images within Boston
University materials but not materials external to the University. If you are unsure about
whether your use is acceptable, please reach out to buphotos @bu.edu.

e The BU Photo Library is continuously evolving to enhance your experience. As a result,
screenshots and visuals in this guide may differ slightly from what you encounter during
your visit.
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Access

e Cumulus users will automatically be granted access to the new BU Photo Library and
can use their same login and password for access.

o First-time users can request access to the BU Photo Library by visiting the link below
and filling out the ‘Image Library Request’ form at the bottom of the page:
Access the BU Photo Library
https://www.bu.edu/marcom/our-expertise/photo-video/photo/image-library/

Login
photos.bu.edu Use your Kerberos login to sign in.

Login
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Navigation

The homepage includes:

e Browse Photos

e Order Instructions
e BU Brand

e Contact Us

e Search Bar


https://www.bu.edu/marcom/our-expertise/photo-video/photo/image-library/
http://photos.bu.edu/

Navigation
continued

On the homepage, thumbnails indicate categories of BU photography:

Photo Library Browse Photos ~ Order Instructions ~ BUBrand  Contact Us Q

Welcome to the BU Photo Library! Search for the image(s) you want by name of individual, college/school, or setting. You can also browse by category from the
options below. For a more detailed walkthrough, refer to the “Order Instructions” in the menu bar.
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Navigation
continued

Each category contains subfolders that further organize the images. For example, the Student
Life category contains 5 subfolders: Academics, Activities, Arts, Athletics, and Research:
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< Folders / StudentLife

Academics

Activities

Arts

Athletics

Research




Navigation
continued

In each subfolder, you can view the full gallery of images that is categorized within that
subfolder. For example, clicking into the Arts subfolder will give you the opportunity to:

1: View folder hierarchy and navigate to previous categories:
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 Folders / Studentlife / Arts = 877 Selectall 2| Keywords

18-1147-GALLERY-004.jpg. 22-1714-FEAT-003.JPG 22-1170-EVA-004.jpg.

2: Toggle your filtering options on and off using the filter slider:
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< Folders / Studentlife / Arts @ 877 Selectall < | keywords
iy &\ s i '
§

18-1147-GALLERY-004.jpg. 22-1714-FEAT-003.JPG 22-1170-EVA-004.jpg.

3: View the image count:

Photo Library BrowsePhotos  Orderinstructions ~ BUBrand  Contact Us Q

< Folders / Studentlife / Arts = Selectall 2| Keywords
7/ | [

18-1147-GALLERY-004.jpg. 22-1714-FEAT-003.JPG 22-1170-EVA-004.jpg.




Search

The search bar offers multiple ways to refine and customize your search:

Photo Library BrowsePhotos  Orderinstructions ~ BUBrand  Contact Us a Q

< Folders / Studentlife / Arts = 877 Select all 2 | Keywords

18-1147-GALLERY-004.jpg. 22-1714-FEAT-003.JPG 22-1170-EVA-004.jpg.

Keyword search: Use the search bar to search by a single keyword, or multiple keywords.
Search functionality is powered by multiple attributes (e.g., file name, location, person); in the
example below, we searched for the keyword “painting.”

Photo Library Browse Photos  Order Instructions ~ BUE Q, painting x =
= 472 Search:"painting”  Selectall 4 Creation date
People ]

administration 9
alumni 4
dean 5
faculty 31
family 2
graduate student 16
non - university 8
staff 4
student - single 116
students - group 150
Campus ‘
808 Gallery 20
Booth Theater 31 17-1022-STOCKSILK-016.JPG 17-1022-STOCKSILK-018.JPG 17-1022-STOCKSILK-023.JPG




Search

continued

Color search: Click “Color” to add the color picker to the search field. This will help you find
images that are visually similar or contain a specific color. Once the color picker is enabled, you
can enter a custom hex value or use the color picker to generate a hex value.

Photo Library Browse Photos  Order Instructions ~ BUE Q . Color #CCOOOd x =
= 10351 SearchiColorsearch  Selectall Looking for (
People ‘ e

administration 1141 o ,;" S

alumni 938 S&

athlete 340
coach 71
dean 1658

donor 33 18-1408-CMCT6-1410.jpg 22-1349-CMCT3-0615.pg 22-1355-CMCT7-0226.jpg

Advanced search: This feature allows you to create effective queries by applying precise,
customizable filters and complex search rules. Click on the advanced search slider within the
search bar:

Photo Library BrowsePhotos  Order Instructions ~ BUBr Q. |earch Photos.... 2 =

The default rule is set to “keywords,” which allows you to enter a search term in the keyword
field. In the example below, we’re searching for photos of Bean the dog:

e Advanced search x

Addrule  ~ @ Match all [AND] (O) Match any [OR] ) Reset

Type
{ Keywords - ‘

(~ Match type

Match all wildcards [AND*] -

~ Keywords
Bean ‘




Search

continued

Adding a second rule will help you find more specific matches. In the example below, we narrow
the search by adding a “date” rule. Other types of rules to narrow a search could include
additional keywords, or image content:

o Advanced search x

Addrule v @® Match all [AND] () Match any [OR] ) Reset
~ Type .
‘ Keywords v ‘ X
(~ Match type (7 Keywords'
Match all wildcards [AND*] v Bean ‘
~ Type
‘ Date . ‘ &
(~ Date 7 ¢ Match type 2]
Creation date ~ || Pastmonth v ‘

When finished, click the “Search” button to apply your settings.

e Advanced search x

PYILTEE (@®© Maich all [AND] (O Match any [OR] D Reset
~ Type 5
Keywords M ‘ X
~ Match type Keywords
Match all wildcards [AND*] v { Bean
— Type
Date v ‘ X
~ Date ~ Match type \
Creation date A Past month - ‘




Search

continued

Your refined results will populate tailored to your search criteria: in this example, photos of Bean
created within the past month:
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= 82 Search:Advanced search  Select all 4 Creation date
Size 1

Small 7
Tiny 5
Created ‘
Past month 82
Past year 82

25-1043-BEAN-029.jpg 25-1043-BEAN-03L.jpg 25-1043-BEAN-039.jpg

Filtering

Filtering gives you the power to refine your search by selecting relevant tags from a curated list,
which displays on the left, once you toggle on the filter slider:

Photo Library Browse Photos  Order Instructions ~ BUBrand ~ Contact Us Q
N
£ . [ CharlesRiver Campus = 7506 Select all < | Photography Style
People <
administration 395
alumni 514
athlete 30
coach 31
dean 549
donor 23 20-1524-SNOW-210.jpg 20-1534-FEATURE-001.JPG 20-1534-FEATURE-006.JPG
faculty 593
family 473
graduate student 31
non - university 909
parent 6




Filtering

continued

For example, you can refine a search so that you only see photographs associated with BU
Beach: Each tag displays the number of associated images. Clicking on the tag “BU Beach”
refines the search to display only images related to that location. As shown below, clicking “BU
Beach” reduces results from 7,506 images to 435.

Photo Library Browse Photos  Order Instructions ~ BUBrand  Contact Us Q

& . [ CharlesRiver Campus = Select all 2 | Photography Style

People ‘ . il | Eiitiay
administration 395
alumni 514
athlete 30
coach 31
dean 549
donor 23
faculty 593
family 473
graduate student 31
non - university 909
parent 6
president 529
researcher 129
staff 564
student - single 459
students - group 3076

Campus ‘
808 Gallery 151
athletic facility 149
Bay State Rd. 171
Booth Theater 169 =
BU Beach 22-1286-DELVA-158083.JPG 22-1286-DELVA-157083.JPG 22-1286-DELVA-159083.JPG

You can select multiple tags to refine your search further. In our “BU Beach” example, adding
“Alumni” reduces the image count to 11.

Photo Library Browse Photos  Order Instructions ~ BUBrand  Contact Us Q

it

< - [ CharlesRiver Campus Select all < Photography Style

People

X alumni
family

non - university
staff

student - single

students - group

Campus
Alan and Sherry Leventhal 1
Center
Bay State Rd. 14
X BU Bﬁch 11
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Filtering

continued

Clicking on the “X” next to any tag will remove that tag from your active filtering preferences:

Photo Library Browse Photos  Order Instructions ~ BUBrand ~ Contact Us Q

& .. | CharlesRiverCampus = 1 Selectall | Photography Style

People ‘

X alumni 1
family 1
non - university 4

staff 13

student - single 91

students - group 283 19-1634-PICNIC-001.JPG 19-1634-PICNIC-003.JPG 17-1705-ALUMWEEK4-072.JPG

Ordering

You can order single or multiple images from the BU Photo Library archive. When you hover
over an image, four options will appear:

22-1267-STOCK-091.JPG

1. View asset provides a detailed view of the image, displaying key information such as the
photographer, description, date, and location.

2. Download @ allows you to save the selected image as a watermarked low-res version.

3. Add to selection @ will add the chosen image to your basket, giving you the option to
purchase the image or create a custom collection that can be accessed later.

4. Share @ lets you share a watermarked low-res version of the selected image. After filling
out the required information, a shareable link will appear; the link can be copied or emailed
directly to a recipient.

11



Ordering

continued

When you’re ready to order the selected hi-res image(s), locate the solid black bar at the bottom
of your browser to view your options:

COM Lawn 1
Commonwealth Ave 25
East Campus

EPIC lab

Fit Rec

2
1
Fenway Campus 3
4
George Sherman Union 8

3

22-1260-STOCK-096.JPG 22-1260-STOCK-079.JPG 22-1260-STOCK-083.JPG

Kenmore

X 4selected Vviewall @ Download & Collect  ¢» Share §

5. View all lets you review your selected image(s).

6. Download @ allows you to save a watermarked low-res version of the image(s).

7. Collect ® lets you conveniently save your selected images into a custom collection that
can be titled and accessed later.
For more details on creating a custom collection, refer to the “New Features” section of this
guide.

8. Share @ lets you share a watermarked low-res version of the image(s).

To order your selected image(s), click View all to review and confirm that the images in your
basket are the ones you want to purchase.

Colleges/Schools Al

College of Arts and Sciences

College of Communication

College of General Studies

=N GO o

School of Law

22-1267-STOCK-069.JPG 22-1267-STOCK-055.JPG 22-1267-STOCK-053.JPG

X 3selected viewall © Download & Collect P Share §
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Ordering

continued

To remove an image from your selection, click the minus symbol @ on the bottom right of the
image.

Next, click on the vertical ellipsis © and select Order Assets ’ to begin ordering your hi-res
images.

Photo Library Browse Photos Order Instructions BU Brand Contact Us Q

3 Current selection Remove all

& Collect

i Create PDF 4
22-1267-STOCK-091.JPG 22-1260-STOCK-11.JPG 22-1267-STOCK-015.JPG © Download

E» Export attributes  »

e Share

4

Browse Photos Order Instructions BU Brand Contact Us X Clearselection

&  Order Assets

X 3selected Viewall @ Download g Collect  @P Share 3

A new window will pop up in your browser, which will display the following secured web
address: htips://one.damtoolkit.eu/orderbu

13



Ordering

continued

Order Basket

Order Basket New Order Basket

Welcome to the order Welcome - User Name - 01100__School of Law - user@bu.edu [U]

basket.

Please follow the steps on Allimages in this asset library are for University use only, and should not be obtained for personal use.
the right to complete the Completed orders will be billed to the department for your current project.

order.

Once completed the order Note: Before purchasing an image with identifiable subjects for external use, contact BU Photography
will be mailed to you with a (buphotos@bu.edu) to confirm if the intended use is permitted and whether subjects’ approval is required.
download-link.

Note: Exercise discretion Select the department for which the files will be used:

when using images that Department 01100__School of Law v ]
contain identifiable

subjects. This pertains
especially to students in

classes, but extends to R
students, faculty, and staff
in other settings, too.

Before using an image
with identifiable subjects in

external-facing materials, 1, Ben [2083] 22-1267-STOCK-091.JPG
contact BU Photography 1 ne Editorial

Assets in the basket

After clicking on “Start Order,” the total amount due will be displayed above the images you’re
about to purchase (to be paid for via ISR). If an image has already been purchased by your
department, the department will not be charged for it again. This will be clearly noted in the
summary, for your reference. Click on “Start Order”:

New Order Basket

Welcome - Cheryl Skinn - 01100__School of Law - cskinn@bu.edu [U]

All images in this asset library are for University use only, and should not be obtained for personal use. Completed orders will be billed to the
department for your current project.

Note: Before purchasing an image with identifiable subjects for external use, contact BU Photography (buphotos@bu.edu) to confirm if the
intended use is permitted and whether subjects’ approval is required.

Department 1 01100__School of Law v
ISR Number [Ten-digit ISR Number -- equired if Tot t due is $0
Close ISR? |yes v

Assets in the basket -- Total amount due

[2083] 22-1267-STOCK-091.JPG
16600__One Editorial

$0.00-- 2 previous orders e
[2080] 22-1267-STOCK-015.JPG
16600__One Editorial

$ 75.00 -- 0 previous orders e
[2062] 22-1260-STOCK-114.JPG
16600__One Editorial

$ 75.00 -- 0 previous orders e
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Ordering

continued

Your designated department will auto-populate. You are required to provide a 10-digit ISR
number. “Close ISR?” is set to “yes” by default. Once the required fields are complete, click
“Order Now.”

Department 1 01100__School of Law v |
ISR Number (9876543210 |
Close ISR? 'yes v)

Review BU Photography’s usage rights, which will appear once your order has been placed.
After reviewing the usage rights, close your browser window. Then, return to the BU Photo
Library to manually empty your basket by clicking the “X” located in the black bar at the bottom
left.

Browse Photos  Order Instructions ~ BUBrand  Contact Us
2024 Boston University

X 1selected Viewall @ Download & Collect ¢ Share

You will receive an email from support@damtoolkit.be that contains a download link and your
order summary. Open the email and select “Click here to download your image(s)” to download
the hi-res images directly to your computer.

If you do not receive a delivery email within 5 minutes of placing the order, please contact BU
Photography at buphotos @bu.edu.

15
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Helpful Tips

If the following login box appears — which sometimes happens after you sign out or close the
browser and reopen it — please be sure to click “Boston University Staff Click Here” to log back
in to the BU Photo Library.

Photo Library

Boston University Staff Click Here »

Username *

Password *

Reset password

New Features

Collections: You can easily curate a collection of images, which can be saved for later use or
shared with internal/external recipients. Select the desired images and click “Collect” from the
black bar along the bottom:

X 6selected Viewall © Download g Collect @ Share

16



New Features

continued

A side panel will appear on the right-hand side that will allow you to name your collection. Once
you enter the name, click “Save” on the bottom right.

Browse @@ Selected @)

Campus Floral

Test

N

©® Downloa Cancel Save
In the upper right corner, you’ll see the first initial of your name.
Photo Library Browse Photos  Order Instructions BU Brand Contact Us ()\S

Clicking on the first initial of your name will open a menu, giving you access to view your
“Collections.”

Bean
Edit profile

& Collections

Campus Floral

PN

@& English »

View all

«

Contact

> Signout
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New Features
continued

From this page, you can either delete or rename your collection. Additionally, you can add
images to your cart or choose multiple images to download as watermarked lo-res versions.

Photo Library Browse Photos  Order Instructions ~ BUBrand  Contact Us Q

2=/ Mycollections / "Campus Floral " a Selectall T o s + | Keywords

Ccampus ‘

Charles River Campus 4

Commonwealth Ave 4

Keywords Al

bloom
blooming
colorful

flowers
green space

spring

4
4

4

4

foliage 4
4

4

sunshine 4
4

trees

Year ‘

2022 4

Right-clicking on an image provides a range of options: you can add the image to your cart,
create a PDF, download a watermarked low-res version, remove it from the current collection, or
easily share the image.

Create PDF

Download

Remove from collection

Share
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