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Meet today’s presenter

Sally Benny
Digital Archivist
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Voice of
Sally Benny
Digital Archivist
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Lifecycle of Digital Stewardship
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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 

Resolution
Color Mode Notes

Printed documents 
(bound or unbound)

300‐400 ppi grayscale (8 bit) 
or color (24 bit)

Higher resolution and color 
recommended for rare and 
illustrated materials.

Handwritten documents 
(bound or unbound)

400 ppi color (24 bit)

Oversized documents 
(over 11 x 17 inches)

300 ppi color (24 bit)

Photographs (8 x 10 
inches or less)

400 ppi grayscale (8 bit) 
or color (24 bit)

Image should be 4000 
pixels on long edge; adjust 
resolution accordingly.

Photographs (8 x 10 to 11 
x 14 inches)

400‐600 ppi grayscale (8 bit) 
or color (24 bit)

Image should be 6000 
pixels on long edge.

Photographs (over 11 x 
14 inches)

600 ppi grayscale (8 bit) 
or color (24 bit)

Image should be 8000 
pixels on long edge.
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Scanning Settings, continued
Document type Minimum 

Resolution
Color Mode Notes

Photographic film, 
including negatives and 
slides (4 x 5 inches or 
less)

800‐2800 ppi grayscale (8 bit) 
or color (24 bit)

Image should be 4000 
pixels on long edge.

Photographic film (4 x 5 
to 8 x 10 inches)

800‐1200 ppi grayscale (8 bit) 
or color (24 bit)

Image should be 6000 
pixels on long edge.

Photographic film (over 8 
x 10 inches)

800 ppi grayscale (8 bit) 
or color (24 bit)

Image should be 6000 
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

Digitizing Your Family History Collections, File Management

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center 10



File Names: Unique & Descriptive
• Should be relatively short

• Use alphanumeric characters, hyphens, and underscores

• Use meaningful names

• Write dates in yyyymmdd, so the filenames sort 
chronologically

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

Example: Brown_Mary_189407.tif
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Folder Trees: Don’t
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Folder Trees: Do
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File Organization
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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
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Embedded Metadata
• Embedded 

metadata stays 
with the file.

• Compatible 
with many 
different 
programs.
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www.photometadata.org/META-Tutorials-Adobe-Photoshop

Digitizing Your Family History Collections, File Management

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center 18



Metadata in XnView MP
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Metadata in XnView MP
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Using Separate Files
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Using Separate Files
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Image Management Software
• Metadata is saved within the software program

• Fast and easy to search

• Could be difficult to use that information in other 
programs
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Photoshop Elements
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Photoshop Elements
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Tip
Keep it simple
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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
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Storage Options
• Cloud service 

• External storage 

Cary Grant, The Philadelphia Story
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Cloud Storage
• Your photos, documents, music, email, etc. are 

stored and managed on servers that belong to 
someone else

CompuCom
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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
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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
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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

www.erewise.com
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LOCKSS – Lots of Copies 
Keeps Stuff Safe
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Usability
• Will you be able to open and use your records 5 

years from now? 10 years? 20 years?

• Be mindful of the following:
– File Formats
– Storage Media
– Storage Location
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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
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Image Editing
• Always edit a copy, not 

the original!

• Imaging requirements:
– Resolution and size
– File format

• Photographs
– Brown_family

• master-images
• working-copies

– Gibson_family
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Image Editing
• Rotate

• Straighten

• Crop

• Brightness

• Contrast

• And more!
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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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