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Brief guide to managing photos and other media files in GIZ web
albums
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Web albums for GIZ organisational units

Introduction; What is a web album?

You will no doubt be familiar with GIZ's company-wide photo pool at http:/star-www.giz.de/fotopool/index.html, where
you can download and use a wide range of photographic material free of charge.

Individual organisational units can now set up their own web albums through the IT Division. Although these web
albums are based on GII's photo pool in terms of their structure, they can only be accessed by staff in the
corresponding organisational unit. This is a convenient way of bringing together all the different folders and disks
dirculating in your division, allowing you to manage and swap your images and media files and make them available
for publications. The web album application is operated by an external IT service provider. The associated costs are
picked up centrally by GIZ’s IT Division. Although all GIZ's organisational units are able to create and use a web album
free of charge, please note that as GIZ has only a limited number of licences, not all staff can process and upload files.
This brief guide explains the main steps involved in setting up a web album for your organisational unit and how to
use it.

Please note regulations concerning data protection and copyright: you must not use photos, if you do not hold the
rights. You must not include photos in the database, in which people appear, without having a signed dedlaration of
consent for their use. More information and the declaration of consent in the intranet:

Home > Services > Communications > Corporate design and events > Corporate Design > Image rights & rights of
use.

Magazines, flyers, banners,

RLesentations, online media,

films ang advertising Materia|

User access

There are two possible scenarios: a) finding and downloading images and b) uploading and managing images. For each
organisational unit that creates a web album, two to three members of staff will need to be authorised to upload and
manage images.

Authorisation should preferably be given to permanent staff (i.e. not interns or external workers) in order to avoid
frequent changes and reduce the number of licences required. All other staff in the unit can search for and download
the images in the web album.

You only need a separate user login if you wish to upload new images, not if you just wish to download photos.
Dorothea Hohengarten (dorothea.hohengarten @ giz.de) and Hannes Utescher (hannes.utescher @ giz.de) are responsible
for quality and will be pleased to help if you have any questions about web albums. To set up a new web album and
request user authorisations for uploading images, please contact the ITSC (itsc@ giz.de).
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I. Opening your organisational unit’s web album

A link to the application can be found under Quick/inks on the intranet.

QUICKLINKS

HINZUFUGEN / SORTIEREN / ENTFERNEN

DMS
Systemzugange

OWA

TomniE
ung Online

Budgsetplanung KST

Biromaterialbestellung

Finanzschneliinfo GnB
Flaminga Web
Fotopool

Open Text (RedDot)
Prozessleitfaden Aulenstrukiur
Rechnung Online

RPS

Sanktionslistenprifung
Schwarzes Brett

Travel Management
Urlaub Online
Webalben

Wissensspeicher

If your organisational unit has not yet requested a web album from the IT Division, the following message appears

when you click the link:
'l
Deutsche Gesellschalt
IZ fiir Internationale
Tusammenarbeit (612) GmbH

In der GIZ kannen Organisationseinheiten eigenan Webalben anlegen. Zugrift haben dann nur die Mitarbeiter-innen des entsprachenden
Bereichs. Filr hre OF wurde noch kein Webaloum erstellt

Bel inhaltlichen Fragen dazu wenden Sie sich bitte an
Hannes Utescher hannes utescher@giz.de  oder
Dorothea Hohengarten dorothea hohengarten@giz.de

Fir die techmische Einrichtung eines Webalbums fir lhre OE wenden Sie sich bitte an das [T Senvice
Center itsc@giz.de

Viglen Dank!

=

GIZ organisational units can create
their own web albums, which can only
be accessed by staff in that
department. A web album has not yet
been set up for your organisational
unit.

If you have any questions about web
albums, please contact Dorothea
Hohengarten
(dorothea.hohengarten@giz.de) or
Hannes Utescher
(hannes.utescher@giz.de).

For technical support on creating a
web album for your unit, please contact

the ITSC (itsc@giz.de).
Thank you.

Once your web album has been created, the link will take you directly to the application. You can log in to the end

user application using Open ID, i.e. without a separate login.
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2. Logging in as an authorised web album manager

Link to the application for authorised web album managers:
http://star-www.giz.de/starweb/gizs/foto-

Log in with your user name and password. edit/Login.html.
You only need to log in once. Your login will then be stored
until your browser session is cleared.

Already roce:
BCEIyy
o el you,

I5?

giz intranet

Informationszentrum
Melden Sie sich bitte mit ihrer personlichen Benutzerkennung und ihrem Passwort an.

Diese Anmeldung ist nur einmal erforderlich und bleibt gespeichert, bis ihr Browserverlauf gelascht wird

Anmeldung

Benutzerkennung

Passwort | | | Anmelden

Login details for authorised web album managers can be obtained from the IT Division.

Click Bearbeiter (web album manager)
to enter the upload area

GIZ Fotopool

Bearbeiter (mit Dateneingabe/Bildupload): Automatische Anmeldung

GIZ photo pool

Web album manager (with authority to enter data
and upload images): automatic login

2.1 Selecting photos and media files

First you need to select your photos and media files. Before uploading, you must clarify who holds the rights to the
photos. Who is the photographer? Who holds the copyright? All this information is available courtesy of Corporate
Communications on the intranet under the heading ‘Corporate Design Center’. If photos from your collection are to be
used in GIZ publications, they must comply with GIZ's image selection requirements.

You can find GIZ's visual language guidelines here.

For information about image and user rights, click here.

2.2 Conditions of use

For GIL internal and external media, you can use all the photos free of charge provided that your publications include
a clear reference to GIZ, i.e. GIZ must at least be mentioned by name in the publication. Please note that you must
not make the login details for your web album available to anyone outside GIL
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You can choose to create one new data record (see no. 3 below) or to upload/import a number of photos from a
project using the same details (e.g. name of the photographer, country and project) for the entire batch (see no. 4

below).

Deutsche Gesellschaft
Z fiir Internationale
Zusammenarbeit (GIZ) GmbH

GIZ Fotopool

—¥ Start

ottt Suche Suche im GIZ Fotopool

Thamansuche ||

Upload/Import

Nutzervers 'altun-:l extarne .
Dientlotar GI1Z Fotopool bearhe

Meuan Nutzar anlegan

Detensingsbe © mit mind. einem der worte  ® mit allen wortzn

Mauen Datenzatz anlegen  Bilder importieren Neu geladene Bilder sichten & bearbaiten (3)

Suchen | Meue Suche | FErweiterte Suche

3. Creating a new data record

GIZ Fotopool

4
Deulsche Gesellschaft
fur |nternalionale
Zusammenarbeit (61Z) GmbH

—¥ Start

Suche im GIZ Fotopool

Erwaiterte Sucha

Themensuche H

Upload/Impart

Datensingabe O mit mind. einem der Worte  ® mit allen Worten

Mutzerverwaltung externe

Dianstiaister GIZ Fotopool bearbeiten

Meuen Nutzer anlegen

Neuen Datensatz anlegen  Bilder importieren  Neu geladene Bilder sichten & bearbeiten (3)

Suchen | Neue Suche | Erweiterte Suche

The Newen Datensatz anfegen (Create a new data record) option opens a new dialogue box in which you can enter all
the metadata for the data record and upload a photo. You can also import several photos into a data record (e.g.
different versions of the same photo), although the preview and search displays will only ever show a thumbnail for the

first photo you upload.
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The menu on the left contains the items /Jite/ (Title), Beschreibung (Description), Bild-/Dateneinbindung (Add new
images/files), Vervielfiltigungsrechte (Copying rights) and Frejgabe/Verwaltung (Release/Administration). Although you can
ignore many of the sub-items, some are very important.

3.1 The ‘Title’ menu item

The ‘Title’ menu item contains ten sub-headings, each with its own fields.

(=)Titel
Bild-Mediennummer
Titel
Fotografi-in
Sonst. beteiligte
Personen

Datum (Entstehung)
I - Enthalt
Beilagen
Klassifikation - Thema
Klassifikation - Region
Freie Schlagworte
(¥)Beschreibung
Beschreibung
Beschreibung (intern)
(=)Bild-D

Neuer Datensatz Nr.: 3888

Bild-/Mediennummer

Uplead
= BilderiDateien

Medientyp

Techn. Anforderungen
(¥)Vervielfaltigungsrechte

Allg. Rechtevermerk

Rechtevermerk (intem)

“Werdffentlichungsvermerl

Rechteinhaber
()Freigabe / Verwaltung

Fotograf/-in *

o]

Sonst. beteiligte Personen
MName

Rolle

i

I v
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What information do | need to enter and where?

(Image/Media number)
Generated automatically, no need to

;1 Bild-/Mediennummer

[+

|__4|

(Title)

No strict rules on what information can be entered, but must
contain details of country and theme, e.g. Ethiopia, rural

[+ Fotograf/-in* \|_ development.

BE

Titel *

(Photographer)

Sonst. beteiligte Personen Name of photographer

1+ Name Rolle

HE|

S

(Other individuals involved)
Datum (Entstehung) 'Contams.detfuls of. other persons who are involved. If no
Einzeldatum information is available, simply leave blank.

|
oder Zeitraum
von| \ (Date and details)
bis | \ When was the photo taken? Enter the year the photo was
taken at the very least, ideally with the month and date too.

£3 Enthalt

W = |
(Content)

Beilagen Enter keywords that describe the contents of the image.
Enter one word in each box. Use the + sign to add boxes.

\|
\ (Endlosures)
This field can be left blank.

(Classification — Theme)

This field is very important when searching for suitable
[+] Klassifikation - Thema photos. It is used to list keywords (tags). You can select
g keywords from a predefined list. For more details, see

& =
\l below.

;1 Klassifikation - Region [
il = | —_— (Classification — Region)
Please enter continent, country and if possible the
[+] Freie Schlagworte region/province.
= g ;
(User-defined keywords)
Can be left blank
Stand: Juni 2017 Erstellt von: Hohengarten, Utescher, Zarnegari, Seite 7
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Under the Alassifikation - Thema (Classification — Theme) sub-item,

information:

Klassifikation - Thema

giz

enter the following

W

= [Emahrung

+
+ = [Agranvirtschaft
=
+

'3

W

Here you can use the + and — symbols to add or remove boxes.
Click the small blue arrow to display the available keywords.

A new window appears. Here, you can select classifications at two levels.

Please activate all of the relevant categories.

Classification — Theme
Enter individual search
words or a complete search
term. You can use * as a
wildcard

Klassifikation - Thema

Don’t forget to select ausgewafilte
Begriffe ibernebmen (Import
selected terms)

Stand: Juni 2017

pusgewidhlte Begriffe iibernehmen Abbrechen

O
2
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. Agrarhandel

. Agrartechnik

. Bewasserung

. Gemiise

. Getreide

. Gewiirz

- Kaffee

- Kakao

. Kleinwirtschaft
. Lagerung

- Milchwirtschaft
. Nahrungsmittel

. Obst

pooooooboooooo

. Olpflanze
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Bitte wahlen Sie aus der Liste die Begriffe aus, die Sie Gbernehmen wollen.

Geben Sie einzelne Suchbegriffe oder einen kompletten Suchausdruck ein. Mit * konnen Sie die Suche trunkieren.
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3.2 Entering the file description

()Titel
Bild-Mediennummer
Titel
Fotografl-in
Sonst. beteiligte
Personen

Datum (Entstehung)
Enthalt
Beilagen
Kiassifikation - Thema
Klassifikation - Region
Freie Schiagworte
()Beschreibung
Beschreibung
Beschreibung (intern)
(+)Bild-/Dateieinbindung
Upload
= BilderDateien
Medientyp
Techn. Anforderungen
(¥)Vervielfaltigungsrechte
Allg. Rechtevermerk
Rechtevermerk (intern)
Verdffentlichungsvermerl

Weuer Datensatz Nr.: 5828

Beschreibung

Beschreibung

Under Beschreibung (Description), describe the contents of

the image and enter any available information. What can

you see?

The description enables you to put the photo in context. A

(BJm] | (Al | [e]

7 good description also helps to create the alt tag/popup text

description, which is required for accessibility e.g.
Market scene in Mekele, Fthiopia. A smiling woman sits
behind a set of scales, surrounded By different vegetables.

Bt This text is only visible to staff with authorised access to
()Freigabe / Verwaltung
It e Beschreibung (intern) the organisational unit's web album, i.e. not to staff who
Ceteraniauete i | (Sl | (&) are merely searching for images to use. Example of text:
Freigabe
Senermetakirsse The photo was taken on a business trip to the project
Berechtigungsgruppen .
ﬁ?:;'?_ﬁ:ﬂ{mjeﬁ ::E LM/One World — No Hunger (global programme Soil
S gesndert protection and rehabilitation for food security)) during a
\\ Spontaneous visit to a market in Mekele, Tigray, Northern
Ethigpia.

3.3 Uploading new images/files

A M Datmsents e 1538

Instructions for uploading the image

alld-/pateininbindung

. L Mieven St 1 5 Eormuiar cffnat sch & snem noen Feneter
Pk Sblogpac “iraufgen’, wm Daceian 2l rewm loaien Lactmerk aucz e
reme

Eazchra burg {asern)

ke Dutnn o o S . ; ;
CrrRm—— lmah
s
e -
3. — 8l Petertn
Term, Astiemmgs 2= &

Vervielfaltiqungsrechte

£ smgereigt, Scrbalen ve das Uska-Parster
dem «

Bild-/Dateieinbindung

Upload
1. Klicken Sie auf "Bild/Datei anhangen”, das Upload-Formular 6ffnet sich in einem neuen Fenster
2. Klicken Sie "Hinzufigen”, um Dateien auf ihrem lokalen Laufwerk auszuwshlen.
Mit "Léschen” kénnen sie ausgewahlte Dateien aus der Liste entfernen.
Klicken Sie anschliefend auf "Hochladen", um die Dateien auf den Server zu ubertragen.
. Wenn alle Dateien auf den Server iibertragen wurden, wird die Meldung "Upload beendet 1" angezeigt. Schlieb:
. SchlieBen Sie diesen Datensatz mit "Speichern”, die hochgeladene Datei wird nach dem Speichern mit di

W

Bild/Datei anhangen

ie das Upload-Fenster.
Datensatz verknipft.

When you click the Bi/d/Dater anhingen (Attach image/file), a new window appears.

Stand: Juni 2017 Erstellt von: Hohengarten, Utescher, Zarnegari,
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R P
22 Image Batch-lpload - Windows Int=rnet Explorer provided by GIZ GrrbH S — —|-Fl
Doutsen] [Enaligh
Dateien auswihlen s
Dateien hinzufioen und auf "Hochiaden' Kicken. L]
© Datgien hinzufagen 0%  0kb

Choose Dateren hinzufigen (Add files), select and add a file from your server/PC, add other files as required,
and finally choose AHochladen beginnen (Start upload).

Media types

You can upload the following file formats:
*  jpg/jpeg/png/tiff/gif
* mp4, ogv, webm, asf, flv
*  mp3, aac, ogg, wma

Enter any of the formats listed above directly in the Medientyp (Media type) field.

+* Medientyp

Stand: Juni 2017 Erstellt von: Hohengarten, Utescher, Zarnegari, Seite 10
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3.4 Reproduction rights

FotGgra
Sanst. beteiligte
Personen
Datum (Entstehung}
Enthalt
Beilagen
Kiassifikation - Thema
Kiassifikation - Region
Freie Schlagworte
(¥ Beschreibung
Beschreibung
Beschreibung (intern)
(¥)Bild-/Dateieinbindung
Upload
= Bilder/Dateien
Medientyp
Techn. Anforderungen
(=)Vervielfaltigungsrechte
Allg. Rechtevermeric
Rechtevermerk (intemn)
4, Veroffentlichungsvermerl
Rechteinhaber
(=)Freigabe / Verwaltung
Int. Nummer
Bearbeitungsstatus
Standort
LieferantiQuelle
Freigabe
Weitergabe der Bilder
Sicherheitsklasse
Berechtigungsgruppen
Ansprechpartner
Projekiname, -nummer
Angelegt
Zuletzt geandert

Vervielfdltigungsrechte

Allg. Rechtevermerk

Rechtevermerk (intern)

(General copyright note)

Please enter any details required for compliance
with legal requirements related to naming the
author/ restrictions on forwarding or processing
photos, etc.

T

(Copyright note — internal)
See above, for administrators only

ekl
[&] [=] versffentlichungsvermerk
Titel |
Jahr .
(Title)
Verla . . .
- Has the photo already been used in a publication?
If so, enter the publication and any other relevant
|+ Rechteinhaber (Copyright) .
& o B2 details here.

(Copyright)

3.5 Release/administration
Only a few details are required in this section of the menu:

GlZ/name of photographer

Beschreibung (intern)
(=) Bild-/Dateieinbindung

Upload

= Bilder/Dateien

Medientyp

Techn. Anforderungen
(=) Vervielfaltigungsrechte

Ang

Freigabe / Verwaltung
Xnt. Nummer *

000006588

Bearbeitungsstatus *

Rechtevermerk (intem)

[eu

Rechteinhaber

Dias, 5/W-Fotos

\

igabe 1
Int. Nummer
Bearbeitungsstatus
Standort
Lieferant/Quells
Freigabe

5 Weitergabe der Bilder

Sicherheitsklasse

Berechtigungsaruppen

Ansprechpartner

Proje kiname, -nummer

Angelegt

Zuletzt geandert

Lieferant/Quelle Ko

(Release)
Once all the fields have been
competed, choose /4 (YES) here.

Ll
=

Freigabe

® 1n OEN

Weitergabe des Bildes

© erlaubt an Auftra

+ Berechtigungsgruppen

|+ =] [OPEN (Allg. Fotopoo ~

(Distribution of image)

Click here to indicate whether the photo is
for internal use by GIZ only or may be used
by the commissioning party/ client.

Ansprechpartner - Name

(Project name)
For which project were the
photos taken? Where is the

—

Zuletzt gendert von Datum

consultant/appraiser
contract?

‘Weitergabe des Bildes

Berechti (612

+
|#/ =/ |0250 Kommunikation "

© erlaubt an Auftraggeber der 61z ® generell nicht erlaubt

Stand: Juni 2017
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(Contact — Name)

Enter name of contact for any queries about
the photo. Where are the
consultant/appraiser contracts? Which GIZ
staff member took the photo?

(Distribution of image)

You can use the Berechtigungsgruppen (Ruthorised groups)
function to release individual photos or documents for use in
another unit’s album.

Contact the IT Division if you want to release an entire web
album for use by another unit.
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3.6 Saving your data!

-— -
Pl 4 b S

,’ - N\,
g _ When you have finished, always /~\
,;‘l dick Sperchern (Save) button at J
\ '~
the top. \
- ~’
\ Y
S< - — - - - -
~~____:’———"
i U4
1 b4
I ’
i U4
B b_— ==
& GIZ Fotopoo - wmmmmwnuwcuciu [T
L J Euehien l | Dstensatr kopseran Datensatz ISechan
4 D ->Sp¢|d15m | Abbrechen
L'j'.t'l Bid-sbadisnnurmmer i Meuer Datenisatz Nr.: 3888 $ ‘ ‘
Tibal ~
Fotogratiin
Sonst. betailigle
Femonen
Datiurn (Entsishung)
Ennse

4. Uploading a batch of photos from a project using the same information
In the following sections, you will learn how to upload several photos from a project at once using the same details (e.g.
name of the photographer, country and project description) for the entire batch.

Click Upload/import in the left-hand column.
4

g l Z nlm I r .; GIZ Fotopool

Ssuche Im G1Z Fotopoosl

Ii Suthen | WewsSichs | Erwalertc Suche
= mit rund. ginem der- Warte [ mit sllen Worten
e GIZ Folopool bearbelten
- B Pisuan Deleisetl alleger Dildst DI LB M pelacsie Dider aifien b basibeten (3]
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Start .
_ Dateiupload
Erweiterte Suche
Themensuche Neuen Upload starten
— Upload/Import ﬂ
Next, dlick Newen Upload starten (Start new upload) and select and upload your photos.
. . . Select files
It might look ke this .. Add files and dick Hochladen (Upload)
Dateien auswahle
Dateien hinrufigen und auf "Hochladen” kicken =
-]
P9
GIZ22.ipg GIZ05.jpg GIZ02.ipg
10.7 MB 7.8 Mg IESE ]
3 files in the queue Start upload
© 3 Dateian in der Warteachlanga @ Hochladan baginnan 0% 33.6 MB

In the first window, select Anzejge aktualisieren (Update display) and click the new data records.

/’

Import-Historie
Anzeige aktualisieren

Es werden Thre Importe der letzten 30 Tage angezeigt. Klicken Sie nach einem neuen Upload auf -
"Anzeige aktualisieren”, um den |etzten Import in der Liste anzuzeigen, Je nach Umfang der
geladenen Daten kann s einige Minuten dauern bis die importierten Daten angezeigt werden.

Import history
Update display

The application shows all your imports from
the last 30 days. After each new upload,
dick Anzejge aktualisieren (Update display)
to display the last photo in the list. It may
take a few minutes to display the imported
files if the files are very large.

Stand: Juni 2017 Erstellt von: Hohengarten, Utescher, Zarnegari,
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You can now display the imported files (in this case 3 images/files) to enter the metadata.

10.01.2017 13:39:49  B170002133918-830 3 Bilder/Dateien <&

06.01.2017 14:26:54  B170005142649-191 1 Bilder/Dateien
05.01.2017 16:59:20  B170004165914-814 1 Bilder/Dateien

Click A/fe (All) in the left-hand column to select all of the photos.
Vi

Thamansuchs

auswahlen bearbaiten auswahien M bearbeiten

=+ Suchargabnis
Upload/Impert
Datenaingabe

Hutzarvarwaltung averne

Dimnstieister

Hauan Mutzer anlsgen

GIZ23.509 GIZ2%.)pa

Auswahl bestellen

Sugwahl m Leychitiech

anze-gen

Samenalbearbeitung
IE Einzein boarbaitan

@] Druckan

auswihlen ¥ bearteiten
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Then choose Sammelbearbeitung (Batch processing) and enter the required information (as described in 3.3 - 3.5).

@owr

Important: If you upload several batches of photos one after another and use the batch processing option each time,
remember to deselect the photos you do not want to include in the next batch after you close the dialogue box. Otherwise
these photos will be included in the next batch and the data will be updated.

Entering specific information after batch uploading

After completing batch processing, you must add information on the individual photos. To do this, select the photo and
complete the fields Bidbeschreibung (Image description/photo content), Aassifikation — Thema (Classification — theme)
etc. as described in sections 3.1 — 3.2.

Stand: Juni 2017 Erstellt von: Hohengarten, Utescher, Zarnegari, Seite 15
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Don’t forget to save!

]

- - -

SR Lol F 4 .\
-~ - 'l...\
’
I . v
4 When you have finished, !
ol . . _F‘
I always click Speichern \
£y ] !
"~ 0 “ Save) at the top. .y
\.“J ‘-._ ..fl rﬁ > ( ) p L ] ’I;
\ i
L < S
- o S
- . X ’a! =
Y 2 P
I
—— - - Vi
- = i I ’
S "
| /
| /
5 1 !
2 G Fotopenl - Windows Internet Explorer provided by G b .f [P
| | Bk : Dlhaa boperen | Detersaty sches
'I - - - —> Snprharn Abbrachen
(= Titel 3 T"“\
e Adaenmammes ~ Meuer Datenssts Nr.: J888 h‘
Tesd L
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Once you have finished entering data, please remember fo choose feencln (Exit) so that the licence can be made available for other users.

5. Any questions?
If you have any questions about web albums, please contact Dorothea Hohengarten (dorothea.hohengarten @ giz.de) or
Hannes Utescher (hannes.utescher @ giz.de). For technical problems, please contact the ITSC (itsc@ giz.de).
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