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Organizing Digital Files
* Requires a plan
* Identifying the scope
* Family research vs Special Project
* Active Research
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Scope

* Determine the primary focus of the images:
— Family documents

— Historical Subject
— Special Project

* If family related treat images like you would paper
copies.

* Special projects may be done differently.

Family Research
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Paper Files and Computer Files

* Consider adopting the same system you use with
your paper files and create similar folders on the
computer.

* Digitized everything in paper files

» BACK UP digital files (preferably in more than
one place)

Family Folders
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RESEARCH INVENTORY
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Digital Pictures in Folder
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Electronic Inventory
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Tip

Save research logs in

the family files or create
a separate file
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Combining Paper and Digital

* Take digital photos of your paper files and put
them in the appropriate computer folder.

* Rename the images of the documents from the
paper folder to coincide with the index/inventory
sheet in your paper files.

* Do this whenever you work on a family for which
you have paper files.
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Digital folder for Guy Standerfer
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Paper and Digital

RESEARCH INVENTORY.

1/27/2026
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Document Scanner
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Document Scanner

Document Scanner Software

Scanning Paper Files
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Document Scanner Files
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Creation of Electronic Inventory
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Tip
Have BACK-UP files in

the cloud
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