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Managing Your Images

* As you create your images, think about:
— Organization
* File names
* Folder structure
* Metadata
— Preservation
* Back-up
* Check-in
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File Formats
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File Formats and Imaging Settings

* Save original images in a file format that uses
little or no compression

— TIFF preferred

* If scanning:
— 300 ppi or higher, in color

* If using a camera, select the highest image quality
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Recommended Scanning Settings

Document type Minimum Color Mode
Resolution

Printed documents 300-400 ppi  grayscale (8 bit)  Higher resolution and color

(bound or unbound) or color (24 bit)  recommended for rare and
illustrated materials.

Handwritten documents 400 ppi color (24 bit)

(bound or unbound)

Oversized documents 300 ppi color (24 bit)

(over 11 x 17 inches)

Photographs (8 x 10 400 ppi grayscale (8 bit)  Image should be 4000

inches or less) or color (24 bit)  Pixels on long edge; adjust

resolution accordingly.

Photographs (8 x 10to 11 400-600 ppi  grayscale (8 bit) Image should be 6000

x 14 inches) or color (24 bit)  Pixels on long edge.
Photographs (over 11 x 600 ppi grayscale (8 bit)  Image should be 8000
14 inches) or color (24 bit)  pixels on long edge.
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Scanning Settings, continued

Document type Minimum Color Mode
Resolution

Photographic film, 800-2800 ppi grayscale (8 bit)  Image should be 4000
including negatives and or color (24 bit)  pixels on long edge.
slides (4 x 5 inches or

less)

Photographic film (4 x5  800-1200 ppi grayscale (8 bit)  Image should be 6000
to 8 x 10 inches) or color (24 bit) pixels on long edge.
Photographic film (over 8 800 ppi grayscale (8 bit)  Image should be 6000
x 10 inches) or color (24 bit)  pixels on long edge.

Based on: ALCTS Minimum Digitization Capture Recommendations, June 2013,
https://www.ala.org/alcts/resources/preserv/minimum-digitization-capture-recommendations
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File Naming and

Organization
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File Names: Unique & Descriptive

 Should be relatively short
* Use alphanumeric characters, hyphens, and underscores
* Use meaningful names

* Write dates in yyyymmadd, so the filenames sort
chronologically

* End with a 3-letter file extension (.tif, .jpg)

[ Example: Brown_Mary_189407.tif ]
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4 | mystuff-watsgen

B |i| watson_gen
4 | Watson_Emily
4 | High School
4 | Best Friends

. ipeg

mystuff-watsgen » watson_gen » Watson_Emily » High School » Best Friends » jpeg

Burn Mew folder

MName Date modified Type

] jpegipg 11/28/2017 9:00 AM  JPG File
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B ﬂ Watson Genealogy

|i| Correspondence

L ﬁ Photographs
| Watson_Emily
ﬂ Reports

- Watson Genealogy » Photographs » Watson_Emily

share with - Burn Mew folder

“* MName Date modified Type Size

Watson_Emily_2003.jpg 11/28/2017 9:00 AM  JPG File 216 KB
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2) School events
= ) 2010

) Blog

.0) Digital Photos

) Digital Video
2) Documents and Important Papers

L) Uncle Bobs 70th party
) Holiday parties
) Misc

() Yacations

@ Main folder
@ audio
photos
video
documents

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center

@ Main folder

14




Digitizing ily History Collections, File Management

Metadata:

‘Describing Your Images
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Metadata

* Metadata, or “data about data,” describes your
documents, making them easier to find.

* Examples: Title, Creator, Date, Summary,
Keywords

* Options:
— Embedded metadata
— Separate files, like a spreadsheet or text file

— Software, like an image browser or digital asset
manager

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center 16



Digitizing Your Family History Collections, File Management

Embedded Metadata

e Embedded

metadata stays
with the file.

* Compatible
with many
different
programs.
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drp2053110d.JPG
Descriptio Description 0
L RaET : :
DISC Photographer Document Title: drp2053110d i
Expression Media I
Author: Dawvid Rieck el
Adobe Stock Phatos awie Rieeks
IPTC Contact Author Title: =
B 'FTC Image Descri : Carter Riecks cr & snow angel after jumping out of the hot tub IC
| | IPTC Content scription: Carter Riecks creates w angel after jumping out of the hot tub. [+
| | IPTC Status
| Camera Data —
| | Camera Data 2 Description Writer: T
; el Keywaords: environment; ecology, ecosystem; environmentalism; weather; snow; snowing:; I
Histary people; human: human being, human beings, humans, person; male;
HCOM masculine; boy, lad; young man; ConRoeps; Concept; concepiual; surprise;
ﬂlrigiﬂ aFfnarian amatinmal amarinae dlcrraces el
Achizrced Commas can be used to separate keywords
Copyright Status: = Copyrighted _:'!
Copyright Notice: Copyright 2007 David Riecks, all rights reserved (i
. Copyright Info URL:  pip: f jwwew. riecks.com/ contact.html [
([ GoToURL.. )
Created: 12/27/07 3:49:21 PM
Modified: 2/16/09 2:13:21 PM
| Application: Adobe Photoshop C53 Macintosh
Fermat: image/jpeg
|
§ Prrmered By
| Xmp

.; Cancel ,E 0K 3

www.photometadata.org/META-Tutorials-Adobe-Photoshop
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. * Good [ [0, (3 e [, (0, [ [, [0, 8 [, (0, [ [, 0, R B cc RxnoNiprc S Hxne R iprc]
o
"'g' ‘r Average Mss1177-001. tif Mss1177-002.tf Mss1177-003.tf Mss1177-004. tf Mss1177-005. tif Mss1177-006. tif Mss1177-007.4f
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- * . Preview & X Properties Histogram IPTC-IIM XMP ExifTool
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_ Vv Caption
B W Travel Caption Image from African-American Tintypes, Mss 1177, R. Stanton Avery Special Collections, NEHGS.
W' Pictures Caption writer R, Stanton Avery Special Collections, NEHGS
W Videos v Credits
W Other Source R. Stanton Avery Special Collections, NEHGS
Info Categories ~ Category Sets

Metadata in XnView MP
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Preview & X Properties Histogram IPTC-IIM XMP ExifTool
v Caption
F " Caption Afei
¥ Keywords & Categories
Keywords Tintypes, Photographs, People, Portrait photographs, African Americans
¢ Credits
Source R. Stanton Avery Special Collections, NEHGS
v (W] Categories
W African Americans (18)
%UJ
W Drawings
W lcons
W People(18)
' 1g T {5 Info Categories Category Sef ¥y N Photographs (18)
W Animals
W Family
2 Mss1177-004.tif Properties X W Flowers
Dot W Friends
1 etails (! i ]
General Security iIs  Previous Versions A Landscapes
Property Value A L_J Pets
. W Portraits
Description i
Title African-American tintypes, Mss... - Travel
Subject Pictures
Rating W Portrait photographs (18)
Tags Tintypes; Photographs: People... W Tintypes (18)
Comments W Videos
Origin W Other
Authors
Date taken

Metadata in XnView MP

NEHGS.
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Using Separate Files

Bentley Historical Library Donor-Digitized Metadata Spreadsheet

Collection Title: William Lowe Papers
Date range of original materials: 1918-1919
Collection description: Photographs, papers and a diary from Captian William Lowe, 339th Infantry, who served in France and Russia during World War 1.

Note: * denotes a highly recommended field

Digitizing process:

*Make/Model of Scanner: Epson Scan 10000xL
*Seanning software used: Epson Scan Professional
*File format Used: TIFF, compression unknowrn
*Date of Digitization: 2011-05

Digitized Material:

I 3
e @ ®
g s 5
= S =
: 5 g £ 5
E = = g = “_c" 5 £
° —_ Fl e an - =
: = = g g & g £ 8 8
France_October_1919 photol. tif Captian William Lowe unknown Brest, France View of William Lowe in uniform, 1919/06/04 Photograph unknown
in camp, Brest, outside of camp barracks, with
France, June 4, 1919 other 339th Division officers
present.
1918/Russia_Archangel_19 letterl_pagel. Letter from William  Lowe, Archangel, 1918/11/15 Letter
18 tif Lowe to his sister, William Russia
dated November 15,

1918
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Using Separate Files

Folder: Lowe\Papers\1918\Russia_Archangel_1918
letterl_envelope_front.tif Letter from William Lowe to his wife,
Mary, dated May 5, 1918

Collection: William Lowe Papers letterl_pagel.tif fir5*{_page of letter tt_? hJ:_S wife _
Make/Model of scanner: Epson Scan ] Letter2_envelope_front.tif Letter from William Lowe to his
Scanning software used: Epson Scan H mother, Clara, dated June 3, 1918

File format used/compression level:( letter_2.tif 1 page letter to his mother, front only
Date of digitization: 2011-@5

Folder: Lowe\Photographs\France_October_1919

photol.tif Captain William Lowe, June 4, 1919 in camp at Brest,
France written on back.

photo2.tif William Lowe in uniform at barracks, 1919, identified
by son Amos Lowe.

Folder: Lowe‘\Papersh%1918\Russia_Archangel_1918
letterl_envelope_front.tif Letter from William Lowe to his wife,
Mary, dated May 5, 1918

letterl _pagel.tif first page of letter to his wife
letter?_envelope_front.tif Letter from William Lowe to his
mother, Clara, dated June 3, 1918

letter_2.tif 1 page letter to his mother, front only

Folder: Lowe\Papers\Diary

cover.tif Cover of Lowe's war diary

inside_cover.tif Inside cover of diary, with Lowe's name and
signature

scanl.tif Diary pages 1 and 2 scanned together
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Image Management Software

* Metadata is saved within the software program
* Fast and easy to search

e Could be difficult to use that information in other

programs
Import - EZZY recrle  Places  Events Create -  Share -

B Abums il Folders < | All Media Sort By: Ratings = * # & # # [ Auto Curate
— - . . . 5 . =
f W Tags @ information

: |» General

My Folders
[a2 2017-Finland-Oct

v Metadata

~ FILE PROPERTIES
Filename: IMG_3720JPG
Document Type: imagejpe:
Date Created: 6/15/3019 4:10 PM
Date Modified: 6/6/2019 1:05 PM

Height: 2448
Color Mode: RGB
Resolution: 72.0
File Size: 3.50MB
Color Profile: sRGB IEC61966-2.1
Crearor: 12.2
IPTC ==
~ CAMERA DATA (EXIF)
Make:
Model: iPhone 6
—_— Date Time: 6/6/2019 8:05 PM
Date Time Original: 6/6/2019 8:05 PM
Date Time Digitized: 6/6/2019 8:05 PM
Exposure Time: 1/100 sec
Shutter Speed: 1/100 sec
Exposure Program: Normal program
F-Stop: /2.2
Aperture Value: £/2.2
15O Speed Ratings: 32
ocal Length: 4.2 mm
Flash: Did not fire, suppressed
Metering Mode: Spot
Pixel X Dimension: 3264
Pixel Y Dimension: 2448

| | Image Tags
LB |

9 Finland

9 Paijanne Tavastia
@ Asikkala
- . 5. [~ 7. : P
b5 & T F B @ @ —o— (@]
Hide Panel © Undo Rotate ° AddLocation AddEvent ' InstantFix Editor ° Slideshow * Home Scraen Zoom Keyword Infc
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Create ~ Share -~

Import ~ Media People Places Events
!_ Albums i Folders .'..*’ Named :‘? UnMNamed
My Folders = AlEReopis
[aZ 2017-Finland-Oct
[aZ] 2019-Finland-June
af edits
Alisa 7 Arja (29)
Sally Benny (138)
1A (1743 Valka (7
: : : PN, : = N
; _ = : A, ; X W)
<l D ol (] o & N
Hide Panel ° Undo ° Slideshow ° Home Screen Cenfirm Not this person Rename Don't show again

10 People

Photoshop Elements
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f‘i Friends
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Media People Places Events Create ~ Share ~
3\1 MNamed :? UnMNamed
<  Grid L 4 54 of 172 > Ratings = # # # # # [ ]Auto Curate

o Information

~.General
Caption: |L||Ia and Kaija in the park at Lautlasa-|
Name: [IMG_3519,JPG
Notes:

Ratings: # +# # & ¥
1] Size: 4 40MB 3264x2448
Date: 6/4/2019 3:12 PM
Location: Macintosh HD/[Users/sally/Pictures/2019-Finland-Jjune/

Audio: <none>

b Metadata

F Histary

Image Tags

* & & & * Ulla & and Kaija in the park at Lauttasaari
6/4/2015 3:12 PM =y Kaija Ulla
0 : b
= a, 4
- : Ll ‘
Fix Editor ° Slideshow ° Home Screen Mark Face Zoom Info

My alog

Photoshop Elements
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Storage and

Preservation
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Digital Preservation

* Follow the 3-2-1 rule:
— 3 copies
— on at least 2 types of media

— 1 copy stored in a different location
* Check your images at least once a year

* Copy your files to new media every 5 years

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Storage Options

 Cloud service

* External storage

| [
Hello friends and enemies.

Cary Grant, The Phila
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Cloud Storage

* Your photos, documents, music, email, etc. are
stored and managed on servers that belong to
someone else

CompuCom

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Cloud Storage: Examples

* Google Drive - 15 GB Free Storage

* Apple iCloud - 5 GB Free Storage

* Dropbox - 2 GB Free Storage

* Box- 10 GB Free Storage

* Microsoft One Drive - 5 GB Free Storage

* Amazon Drive - 5 GB Free Storage

Comparison of Cloud Services:
http://en.wikipedia.org/wiki/Comparison of online backup services
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Cloud Storage: Pros and Cons

Sync data from multiple devices and access
data anywhere from any device

Security and privacy concerns

Provides backup and recovery of data

File type restrictions

Inexpensive storage option for small
amounts of data

Companies and services are not permanent
and can change
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External Storage

Stores data outside of your computer, laptop, camera,
phone, or other device

— External hard drive
— USB flash drive

— DVD

— Blu-ray

— CD
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External Storage: Pros and Cons

You can store an unlimited amount of data
outside of your device

Drives can be damaged or lost

Provides a backup for your data if your
device is lost or damaged

Data can rot and decay over time

Cheaper than cloud storage

More expensive than an internal drive of
equal capacity
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What do you mean, data can “rot”?

Bit rot is defined as the slow deterioration in the
performance or integrity of data stored on media
formats

) save IS PowerPoint cannot open the file Howe TiBook
\ (_J HD:Users:chowe:Desktop:ppt-corrupt.ppt. The
i\u file may be corrupt, in use, or of a type not
recognized by PowerPoint.

Www.erewise.com
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LOCKSS - Lots of Copies
Keeps Stuff Safe

If one copy is corrupted, you have a back up

Need to sync and monitor multiple systems

Convenience of local copy with security of
possible geographic distribution

Additional cost of managing multiple options

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Using and Sharing

Your Images
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Access and Use

* What do you plan to do
with the images?

* We've spoken about access
by discussing:
— Naming conventions

(for files and folders)

— Storage options

— Summaries and descriptions

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Image Editing

e BEOGE- QAR ¢ co@|¥rra s uu
o R t t i Presets:| Bs] V] Apply to image
O a e 1 i V| Preview
S
@
* Straighten :
* Crop
. O Brightness 0 -18 1% |@| Temperature Q 0 &allle)
I'lg Ness et 0 @)
Gamma {) 100 |5 |g|
‘ Red {) 0 E[@) e 0 o @
- S Green () 0 (2@ uohtness Q o @
) (it | Wl A
ﬁzll &4551109-bo)@ﬁ-fullﬁg-ﬂl-l_edil.qu 241 MiB 3198x2225x24 (1.44) 5.33:3.71 inches 26% — = __

e And more!

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center 41



Digitizing Your Family History Collections, File Management

Summary

* File management
— What file names will you use?
— How will you organize your files into folders?

* Metadata
— What information do you want to include?
— How will you create and save your metadata?

* Digital preservation and storage
— How many copies? What media?
— When will you check your files?
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THANK YOU!

AmericanAncestors.org
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