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Introduction 

What is a digital asset management system? 

Digital asset management software is capable of storing digital files (photos, video, documents, 

audio, graphics, logos, publications) online in one convenient location; it also records a wealth of 

valuable information about those items. You can think of it as United Methodist 

Communications’ online file cabinet or digital library. 

UMCom is using a digital asset management system called Asset Bank. 

Accessing Asset Bank 

Asset Bank is a web-based storage system accessed by using a web browser just like any other 

website. 

Our Asset Bank page is located at the following link: digitalassets.umc.org 

You can also follow the link from this document: digitalassets.umc.org 

At this point, our archives are for internal use only (UMCom employees and agencies working 

directly on projects with UMCom), so you must log in or register on the homepage to view most 

of the content on the site. A system administrator will need approve your account before you can 

view or upload content to the system. You will receive an email alert when this occurs. 

General agency guidelines for Asset Bank 

1. Professional stylization, details on the upload 

Everyone uploading should be sure to properly label, capitalize, format, punctuate and check for 

consistency concerning any information added to the system. Always write asset descriptions in 

full sentences. When in doubt, err on the side of too much information. As our library grows, the 

correct entering of asset information will facilitate the ability find those items later. 

2. Definitions of editorial versus stock   

There has been quite a “buzz” over our agency’s stock photo needs and a bit of confusion over 

what is stock and what is editorial. Here is an attempt at some basic distinctions:  

 Editorial: Editorial content is created with a specific focus in mind, and documents 

specific people doing real things in the real world. Intended reuse of editorial content 

requires a judgment call and may require discernment on a case-by-case basis. Editorial 

photos may be cropped, lightened or darkened, but the content may not be changed. Do 

not cut out or move objects. Do not flip photos. Do not alter the editorial photos in Asset 

http://digitalassets.umc.org/assetbank-umc/action/viewHome
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Bank in a way inconsistent with the standards and ethics in which they were created. The 

only photos that may be altered in this way are those labeled with keywords “conceptual 

photo illustration” or “stock (ours).” Take special care in reusing editorial content in any 

story that could have a negative interpretation.  For the latter, stock is preferred. An 

example of misusing editorial content would be showing a real, identifiable person to 

illustrate a story on domestic violence/racism/corruption if that individual is not part of 

the interview. 

 

 Stock: Stock content is intentionally generic in order to serve multiple uses. Often, the 

people depicted are actors or models or they are not specifically identified. When a 

person is identified for stock usage, he or she signs a model release giving United 

Methodist Communications permission to use the image in video, for print advertising or 

on the website. Often, stock images capture a mood or a concept. Several images in Asset 

Bank have the keyword “conceptual photo illustration” and “stock.” We are striving to 

expand this area.     

3. Files not to add to Asset Bank 

Avoid uploading to Asset Bank any photo acquired from another image library that is a public 

source (examples: military, White House, NASA), or provided or purchased for one-time use. 

This includes stock photos purchased from companies such as iStock. It also includes adding 

files owned by United Methodist conferences or churches without obtaining their permission. If 

you are unsure about whether an item may fall under any of these categories, contact a system 

administrator before you upload. Videos that are not created by/for United Methodist 

Communications should not be added.  

4. Files not to download from Asset Bank 

Video files in Asset Bank are proxy files meant to direct users to the master files that are 

catalogued in our video vault. In other words, the video cannot be downloaded from Asset Bank 

directly. We use Asset Bank only to store information about the videos. 

Searching 

Searching through a digital asset management system can be intimidating. With so many items, 

finding exactly what you need can seem like an impossible task. However, when you use 

metadata and the system’s information storage capabilities to assist you, searching becomes quite 

simple. 

What is metadata?  

Metadata is information imprinted upon a digital item. Metadata includes information such as an 

item’s title, creator and creation date. It is not as significant for our purposes to understand the 

concept of metadata as much as to understand its importance within a digital asset management 

environment. Carefully added metadata tells us to whom an item belongs and for what purposes 

we may use it. It also provides the option to search for it later. For this reason, having detailed 
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information on an item in our Asset Bank system is crucial. Keep this in mind when uploading 

new items to the system. 

Metadata is important for searching because it provides information that the system uses as 

keywords to pull back relevant items when you search for them. 

Searching techniques/tips 

The search bar can be located at the top right of the page. Enter your keywords, then press 

search. Alternatively, the advanced search menu bar on the left of the page will provide you with 

the opportunity to be more specific about what you are looking for. 

Much of the information that we store in our digital library is searchable. The following pieces of 

information are currently searchable in our system: 

Filename, ID, Title, Location, City, State, Description, Author, Courtesy/Credit, Keywords, 

Category, Transcript, Copyright, Media Type, Master File Location, Original Filename 

As you can see, there are options in the search process. It is up to you to decide the best way to 

find what you need and the best way to label something so that others can find it as well. 

When searching, remember to think about how you might describe attributes of that item. For 

example: 

Who- Who is pictured? Who is it written about? Who created it? 

What- For what purpose was the item created? What is the subject matter? 

When- What year was the item created? Is it related to an event? 

How- What file type is it? What media type is it? 

Why- For what organization/campaign was it created? 

Think about how you might search for something if you were looking for it in another search 

engine, like Google. However, remember that if you are too specific in your search, you may 

unintentionally eliminate what you are looking for! 

When you read about uploading in the next section, keep in mind that the information you enter 

when you upload items to the system is what allows others to search for those items. 

Thoroughness is key; use the golden rule of digital asset management: Label items how you 

would want to find them. 
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Before you upload 

Uploading FAQ 

Before you can upload items to the system, we will go over some tips concerning individual item 

types. 

1. Which item types can I upload? 

Asset Bank can store files of any format. It supports (i.e. can convert) all popular image 

formats: 

 Images (includes photos, graphics and logos) - jpg, giff, bmp, png, psd (Photoshop), ai 

(Illustrator) 

*For photos, jpg is generally preferred. 

 

 Videos - wmv, mpg, mpg-4, mov 

*As the total amount of storage is limited, please do not upload high-definition video 

files. Currently, we only use Asset Bank for video previews.  

* Recommended settings: 

- Codec: mp4 container using the h.264 codec (Or QuickTime MOV and Windows Media 

WMV) 

-Bitrate: 2 Mbps or less 

-Dimensions: 

o   16:9 Widescreen - 856x480 or 640x360 

o   4:3 Standard – 640x480 or 512x384 

- Total file size: Fewer than 100 MB, except for very long videos 

 

 Audio - mp3, wav 

*Uncompressed WAV or AIFF files are preferred. If not available, MP3/MP4/M4A 

format at 192Kbps or greater is preferred (AAC, 96 Kbps, mono). 

 

 Documents/Publications - pdf, doc, docx (Word), xls, xlsx (Excel), ppt, pptx 

(PowerPoint), zip 

 

2. What image resolution? 

In general, you should upload only one version of an image. This should be the highest- 

resolution version you ever expect to need. Asset Bank will resize and reformat images 

according to users’ requirements as people download them, so you do not need to add 

multiple sizes of the same image.  

You can downsize raster images (i.e. those made up of pixels) easily; however, you cannot 

upsize them reliably, hence the need for the highest-resolution originals. 
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3. In which format should I upload items? 

It is usually best to leave your images in their current format. Otherwise, you risk losing 

information in the conversion. Users can perform the conversions they want with Asset 

Bank’s built-in tools.   

 Never convert from a lossy/compression format such as JPEG to a lossless/uncompressed 

format such as TIFF. You will not gain anything other than a larger file size. 

 Do not convert RGB images to CMYK. Many users will need to convert them back to 

RGB, and anyone who wants an image in CMYK usually knows how to obtain it. 

 In some circumstances, you might want to convert images before uploading them. An 

example is when images are in a noncompressed format such as PSD, BMP, TIFF and 

you either have limited disk space on the server or want to reduce bandwidth when users 

download the originals. In either case, you would probably benefit from converting these 

images into high-resolution JPEGs. If you need a lossless format, consider JPEG 2000.  

File-naming conventions 

The file name of an item and its title in the Asset Bank system are two different entities; 

however, when a user downloads an item from the system, it will retain its original filename. 

Therefore, it is important to avoid confusion and give items meaningful file names for the sake 

of other users’ convenience. 

If your file name is a string of numbers or letters from a camera, you might want to rename your 

file before uploading to Asset Bank so that it provides information if downloaded to a desktop.  

For instance, a photo may come out of a camera with the file name “MUB85129.” This original 

file name may mean something to the photographer, but not necessarily to the user downloading 

it for use. If this original file name is changed, note that the original name will be saved in the 

photo’s embedded data if you need it later. Generally, it is preferred for the file name to contain 

basic, useful information about the item. For example, you can name a photo of a person 

“FirstnameLastname.jpg” or name a photo of a recent trip to China “China2013.jpg.”  

Remember, file names must be unique. They cannot have exactly the same name. (“China2013-

1.jpg and “China2013-2.jpg are unique file names). 

Cross-platform limitations 

File names can be problematic when sharing between platforms or different types of systems.  

For instance, Mac allows certain symbols in file names that Windows does not. A good example 

would be spaces. For web files, spaces are replaced with %20 in URLs. Do not include spaces in 

your file names. 

Try to avoid the following characters in file names: 

 
\ | : * ? ” < > [  ] &  $ =  . , + # @ ! % ^ ( ) .  
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The only characters in your top keyboard row that you should use in a file name are the hyphen 

and the underscore: 

- _ 

Uploading to the system  

Upload types 

When you click “Upload” from the main menu on the site, you will have the choice to upload in 

the following ways: 

 Single Upload — for one item 

 Bulk Upload — for batches of items that have similar attributes  

 My Uploads/Edits — This page displays items that have been uploaded to the system but 

are not yet visible to others (or “live”). This is where items are stored if they are not 

chosen to “submit to live” upon upload. This option can be useful when you are still 

editing an item’s final information.  

For now, it is preferred that non-administrator users limit themselves to uploading items 

individually for quality-control purposes. 

Note: If the system prompts you with a page stating that the item you are uploading is a 

duplicate, do not upload the duplicate. Instead, make sure the existing item has all necessary and 

current information in place. Anything that needs to be appended onto the data of the existing 

item can usually be added in the description. 

Adding metadata  

Once you have uploaded your item to the system, you will see a new page that prompts you to 

fill in several boxes that represent different pieces of information about that item. You are 

required to fill in all boxes or areas marked with a red asterisk (*). All other fields are considered 

optional, but it is preferred that you provide as much information as you possibly can. 

Upon upload, some assets will already contain information previously entered by the creator or 

an editor into the embedded data. The Asset Bank system will automatically pull any previously 

entered metadata into the upload fields for you. If there is no information, it is up to you to 

provide it. You should, however, make sure any previously entered information is correct and in 

the proper format. We will discuss these details shortly. 

The following fields will automatically populate to Asset Bank. This means it is not generally 

necessary to edit these attributes. 

 File size 

 File name 

 ID 

 Date created 
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Filling in the fields 

We will review each field individually, in the order each appears on the upload page. Keep in 

mind as you read this section that one of the best places to get help with upload information is by 

viewing past additions to Asset Bank. These items should be correct and complete, and will give 

you an idea of what needs to be added. 

If any of the fields marked as required for upload (*) are unknown and you have no feasible way 

of getting that information, write “Unknown” in the box. For optional fields not marked by a *, 

leave the field blank. 

Important note: Not all of these fields will be visible to every user. Some fields are specific to 

certain user groups because they serve a specialized purpose. If you see a field listed that you 

cannot find, simply move on to the next one. 

1. Rotate: Ignore unless the item requires rotation in a different direction. 

2. *Title or project name: Describe the subject matter of the item.  

 For a headshot (photo of a single person), list the person’s full name, with necessary 

titles. 

 For a batch of related assets depicting one event, give the name of the event. 

 For editorial photos depicting an action or event, write a brief description of the action or 

event pictured in the photo. 

3. *Location: This fields applies to photos, videos and sometimes audio. Where was the item 

created? A description as specific as possible is preferred, such as “First United Methodist 

Church” Alternatively, if the item was created at a well-recognized event for which the specific 

location is unknown, write that name instead. If both of these options are unavailable, use the 

country name, if you know it. 

For items such as graphics and logos, simply label this field “N/A.” 

4. City: The city in which the item, especially photos, was created. 

5. State: The state in which the item, especially photos, was created. Primarily applies to U.S. 

states. The full state name is preferred over any form of abbreviation. 

6. *Description: This field is the most important. The description provides you with the 

opportunity to divulge as much information as possible about an item. This includes, but is not 

necessarily limited to, specific and thoughtful description of the subject matter of the item, 

author/courtesy, date created, permissions for use and any other information that users of the 

item may find helpful in search and usage of the item. 

 For editorial photos: Use AP style for the description of a photo. Photo descriptions 

preferably contain the names of all persons pictured, a carefully crafted description of the 
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event or action pictured, and an extra line stating the photographer’s name, date taken and 

a listing of anything it has accompanied or for which it was used such as a news story or 

a poster. 

 For United Methodist News Service editorial photos: These photos require the last line of 

the description to follow the following format: Photo by Mike DuBose, UMNS. 

Accompanies UMNS story #525. 11/4/10. 

 For headshot photos: These photos only require the person’s full name and any necessary 

titles. If possible, a courtesy/credit line is still preferred. 

 For graphics and logos: In addition to any basic useful information about graphics and 

logos that is available, descriptions of color usage in editing programs are also 

encouraged. 

 For documents: List any meaningful information about the contents of the document. 

7. Transcript: For video and audio items only. If available, paste the video or audio transcript 

into this field. A transcript document contains the written version of the spoken words in a video 

or audio item. 

8. *Photographer, video producer, editor: Contains one or more names of the persons 

responsible for creation of the item. This is NOT a place for the uploader to put his or her name. 

It is preferable to list as many people as possible that were involved in the creation of the item. If 

you add multiple persons to this field, separate their names with a semicolon and list their 

involvement after a hyphen if it is known (Example: Lilla Marigza-Producer, Ronny Perry-

Videographer). 

This field is intended for names of people, not of organizations or companies. If you do not know 

the name of the person(s) who created the item, list this field as “Unknown.” 

9. Courtesy/Credit: This area is to express the origination of an item, especially if a source such 

as an organization provided it with no information regarding the individual author or creator. For 

example, for a photo in which the photographer field is listed as “Unknown,” this field may 

contain information such as, “Photo courtesy of First United Methodist Church” or simply 

“United Methodist Communications.” 

However, it is customary practice to include both the author’s name here as well as his or her 

organization, especially for photos. This is typically written as, “A {organization name here} 

photo by {author name here}”. 

For in-house video, the courtesy credit should be “United Methodist Communications” with the 

names of producers, editors and videographers in the box. 

Note: The General Board of Global Ministries now prefers to be credited as “Global Ministries.” 

Example: A Global Ministries photo by Joe Smith. 

10. *Keyword picker: This field is designed to “tag” an item so that it can be located more 

easily through a search within the system. Our system already contains a predefined list of 

keywords from which you can choose. Keywords are brief, relevant words or phrases that would 
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help people find an item. Consider descriptive words that are not already in the description. Here 

are some examples of the types of keywords we would typically use: 

People: children, young adults, senior, veteran, politician, clergy, bishop, pastor, couple, group, 

missionary 

Places: church, {organization name}, outdoors, playground, campus, school, hospital, landmark 

Subject: community service, hunger, malaria, immigration, disaster, education, environment, 

HIV/AIDS, racism 

Action: speaker, bless, concentration, comfort, hug, kiss, music, prayer, walk, sitting, worship 

Type: headshot, vertical, informational, communication, stock (ours), web graphic 

Events: {holiday names}, celebration, anniversary, GC2012, marriage, funeral, ceremony, 

protest 

Items pictured: Bible, bread, clothing, cross, flag, hands, net, statue, sunset, traffic 

This is a small sample of our current keywords. The keywords field automatically presents you 

with a list of keywords matching the letters you begin to type, so you do not need to memorize 

the list, and you can always check to see if a keyword you have in mind is available.  

You cannot add keywords to this field if they are not already on the predefined list. Please refrain 

from adding keywords to the list unless necessary; you do not need to be overly specific at this 

stage since the keywords you enter are meant to be broad descriptions that help others search for 

your item. 

11. Copyright: This field is intended specifically for items with known copyright information. 

Ideally, no copyrighted items whatsoever should be added to Asset Bank if they are not 

copyrighted by United Methodist Communications, General Board of Global Ministries or a 

related agency that gave express permission for its use. If an item does not match any of the 

criteria below for copyrighting, simply leave this field blank. This field’s primary purpose is to 

discourage improper use of copyrighted items without permission . 

 For photos: Any photos taken for the agency by United Methodist Communications staff 

are considered copyrighted to United Methodist Communications.  

 For photos taken by freelancers at General Conference 2004, 2008 or 2012: Any photos 

taken at the United Methodist General Conference by the following photographers are 

considered UMCom copyrighted: John C. Goodwin, Paul Jeffrey and Rasul (Russ) 

Welsh. 

 For video/video stills: Video stills created by the following UMCom staff or freelance 

hires are considered UMCom copyrighted: Courtney Ficken, Reed Galin, Clay Kisker, 

Gwen Kisker, Harry Leake, Carey Moots, Ronny Perry, Jan Snider and Jess Warnock. 
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 Special note on photos by Paul Jeffrey: Photos taken by Paul Jeffrey, other than those 

taken at a General Conference, especially those labeled “ACT Alliance,” are not UMCom 

copyrighted. 

 General Board of Global Ministries’ photos: Photos belonging to GBGM should be 

marked accordingly using the copyright box. 

11.5 *Categories: You must file items into one or more category. We currently have categories 

for Year, Media Type and Topic. Select a category from the dropdown list and then continue 

selecting from the dropdown menus as long as subcategories remain correct and relevant. When 

you have reached the farthest point into subcategories using this method, select the “Add” button 

beside the subcategory. Continue browsing through the categories and adding them to the box 

until no more of them apply. Do not add subcategories as well as their parents. For example, add 

“Year/2013”, but not “Year”. 

 

 Media Type: Identical to the media type field previously mentioned. Use this category for 

every item. 

 Year: The year that the item was created. Always necessary unless the creation date is 

unknown. 

 Topical: The general topic/type/organizational labels that pertain to an item. Optional. 

Important note: Currently the “Topical/UMC.org” category allows an item to be visible in the 

ExpressionEngine Asset Bank tool. Always add this category if an item is usable on our 

websites. 

12. *Media type: This field is a dropdown list. You may choose from the following options: 

Audio, Document, Graphic, Logo, Photo, Publication and Video. 

13. On UMNS flickr: Generally for UMNS staff and administrators. Checking the “Yes” box 

indicates that any photo being uploaded can also be located on the UMNS Flickr page. Access 

the page at the following link: http://www.flickr.com/photos/umcommunications/. 

It is appreciated but not required to check this page for individual photos being uploaded to the 

system. 

14. Date created:The date the item was created, in mm/dd/yyyy format (the system will not 

accept any other format). Please do not fill in this field with a date that indicates when the item 

was last edited or when it was uploaded. Leave blank if unknown. For photos: Most newer 

cameras automatically record information regarding when a photo was taken, and that 

information will populate into Asset Bank without user input. However, if that information is 

inaccurate, you may change it manually. 

15. Master file location: If applicable, the area on the shared drive where the item is located. 

16. Transcript: If the audio/video transcript is contained within a separate document, you may 

upload it here and link it to the item. This may be the best option for especially lengthy 

transcripts. 

More Details 

http://www.flickr.com/photos/umcommunications/
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17. Active status: Leave as the default value “Active.” Use the “Expired” or “Inactive” options 

for items no longer used. 

18. Activation date: For items not to be active until a certain date. This option is intended for 

items that are uploaded to the system but not meant to be active or available for use until a later 

date. Enter a future date here to indicate when the item will become active. 

19. Expiry date: The future date at which an active item will become expired. 

20. Model release on file: Check this box to indicate that the model release for a person pictured 

in a photo/graphic is on file and available upon request. A model release indicates that the 

person(s) pictured gave legal permission to publish their image in a particular form. 

21. Promoted item: Not currently an active feature. 

 

22. Featured asset: Marks the asset for random selection to the box on the top right of the home 

page. 

 

24. *Access levels: Leave these alone for the time being. They represent permissions applied to 

an item and will be automatically adjusted based on your user group in most cases. 

 

25. Submit to live/Submit for approval/Do not submit yet: Either choose to submit the item 

for everyone to see, submit it for approval if your user group requires this option or do not 

submit it to live but save your changes made in the “My Uploads/Edits” submenu under Uploads. 

 

Downloading from the system 

 

To download an item, click on it to view its details; then click “Download” from the box directly 

to the right of the item preview. If such a box is not available, click the “add to lightbox” option 

instead. See below for further instructions on downloading from a lightbox. 

 

Downloading from a lightbox 

 
When you are assigned to a user group that must request permission to download particular 

items, they must first be added to your lightbox. Think of your lightbox as a personal place to 

store items for later. Your lightbox may be accessed by clicking “My Lightbox” on the left of 

any page, below the main menu. 

 

Once you have added item(s) that you want to download to your lightbox, go to your lightbox 

and press the “Request Approval” button. A system administrator will look over your download 

request and respond with either an approval or a rejection with notes. Once you receive an 

approval email, you have 30 days to download your items at your leisure. 

 

To clear your lightbox and start over, use the “Remove” link on the bottom of an item’s 

thumbnail. 
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Download usage options 

 
When you opt to download an item, you will be directed to a new page that asks you to provide 

your intended usage for the item. Based on what you choose, your options for downloading the 

item change. Here is a brief description of each download option. 
 

 Original (highest resolution) [Recommended]: The original item as uploaded to Asset 

Bank. Always select this option when you need the original-sized, high-resolution item. 

 Lightbox to PowerPoint: For use in PowerPoint. 

 News Item: Currently sized at 250-by-200 pixels, for use in news items. 

 Website: Allows selection of different standard sizes for web use. 

 

Quick download versus advanced download 

 
All of the premade download options above are considered “quick download” options. They 

have set values for the way an item can be downloaded and prompt you to enter the details of 

your intended usage. 

 

On the other hand, the “Advanced Download” tab, to the right of the “Quick Download” tab, 

gives you more options for downloading an item. We will briefly go through each option 

individually. 

 

1. Compress the file before download: Places the file into a zip folder, potentially reducing the 

file size. 

 

2. Send this file in an email: If you check this box, the button below that says “Download 

original” will change to “Email original.” You can select this option to email the photo to 

multiple addresses. 

 

3. Download original: Use this option if you wish to download the image without making any 

changes. Important note: do not check the “Don’t embed mapped data” option. We aim always to 

maintain the most current metadata for every item, and this option prevents the system from 

imprinting any user input data on download. 

 

4. Convert: This option allows you to convert the file type of the item before download. The 

system even briefly describes the ideal usage of each file type. We advise you to consult this list 

before download. 

 

5. Crop: When you click “Select crop area,” a new window will appear and allow you to select 

only the area within the photo that you wish to use. Always make sure you have proper 

permission to edit another person’s work before doing so. 

 

6. Resize: This option allows you to download an image in a different size than the original. By 

entering one of the pixel dimensions into the boxes, the other dimension will automatically 

update to keep the image in correct proportions. Note that making an image larger than the 



15 
 

original can result in lowering the quality of the image; you should avoid doing so. 

 

After making any necessary changes, you may preview the image in your browser before 

downloading it. 

 

Advanced download options 

We do not recommend using these options unless you have a specific need for them. 

1. Density: Sets the density value of the image, in DPI (dots per inch). This option is 

meaningless if images are being used digitally; it only matters for images being printed. 

2. JPEG quality: Alters the quality of a .jpg image; must be a number between 1 and 100. 

3. Rotate: Allows image rotation at increments of 90-degree angles. 

4. Strip: Removes image metadata. Use only under special circumstances. 

Using Asset Bank with ExpressionEngine CMS 

Asset Bank items can be pulled into one of our web pages being edited with ExpressionEngine 

through the custom tool built for our agency. To use the tool, press any “Add File” button on an 

EE detail page. Make sure “Asset Bank Test” is highlighted in the left menu, then search for 

items as you would in Asset Bank. When you find the item you need, click it and press the “Add 

Files” button. 

Note: This tool is currently in the experimental stages and does not search as efficiently as the 

Asset Bank website does. Items uploaded to Asset Bank may not appear in the tool immediately. 

Use with caution. 

Associated Press style usage and best practices 

AP style is widely used as a set of guidelines for news writing. The following sections contain 

useful information concerning this agency’s use of AP style as it pertains to items that may 

become part of our digital library and should therefore reflect a professional news writing style. 

This applies primarily to item descriptions. 

Tips and reminders 

Consult this resource for a collection of reminders on best practices for UMNS captions. 

1. The first sentence should describe the action in the photograph in present tense. 

2. The sentence should include where the picture was photographed (city, state and country, as 

needed). Use AP abbreviations for state names. 

3. The second sentence, if needed, can give supporting context to the caption and may be written 

in past tense. This often is used to explain the United Methodist tie-in to the photo. 
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4. If the photo includes more than one person, identify their placement following the name, set 

off in parenthesis. Example: John Smith (left) and Suzy Jones. 

5. Spell out United Methodist Church, rather than “UMC.” 

6. A clergyperson is the Rev. ____ ______. Note the lowercase “the” unless it starts a sentence. 

7. Do not use courtesy titles in captions (Mr., Mrs.). Only use “Dr.” when naming a physician 

(not a clergyperson or Ph.D.) 

8. Spell out numbers one through nine and use figures for numbers 10 and above. 

9. Reserve the name “UMNS photo” for those photos for which we have full rights and a high-

resolution version available. Credit all other photos by name and source. 

AP style 

For photo captions, AP style is the preferred choice and should always be used where applicable. 

For an abridged, easy-to-follow resource on AP style guidelines, consult this link: 

http://owl.english.purdue.edu/owl/resource/735/02/ 

Support 

Contacting a system administrator 

See the Questions/Comments news item on the home page for information on how to contact a 

system administrator. 

Asset Bank knowledge base 

If you have additional questions or concerns about the Asset Bank system, the online knowledge 

base provides a list of frequently asked questions as well as several useful tutorials.  

http://www.assetbank.co.uk/knowledgebase/ 

Contributors 

This document will continue to grow and evolve much like the Asset Bank library. 

Your comments and suggestions are welcome.  Please send to kbarry@umcom.org. 

Below is a running list of the individuals and organizations who have contributed to the writing 

of this document. All are UMCom staff, unless indicated otherwise. 

Kathleen Barry- Writing, editing 

Morgan Bryant- Writing, structure 

http://owl.english.purdue.edu/owl/resource/735/02/
http://www.assetbank.co.uk/knowledgebase/
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David Hadeler (SKS Agency) — information on file-naming conventions 

Lane Denson — information on preferred file formats and use 

Mike DuBose — differences between editorial and stock photography 

Patrick Shownes — cross-platform limitations 

Tim Tanton and Barbara Dunlap-Berg — copy editing 

Asset Bank website 

 

 

 

 


