Working with Digital Images

Getting files off the camera.
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File names are typically generic like DSC_0001.jpg.

You can rename the files in batches.

Decide on a folder system to store the files until they can be processed.
Make sure the camera is set to at least 300dpi for the photos.

Getting files from a scanner.
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Use the scanner software
Use a program, like Photoshop Elements or Picasa
Depending on what you use to scan the files, the file names may be similar to the camera file names or you may
be required to name the files.
Be sure to scan the images at 300 dpi or more depending on the type of image. Print only documents can be
scanned at a lower resolution, but probably no less than 140 dpi.
Decide whether to give the file a temporary name to speed up your scanning or to give a final name.
a. One method for the initial naming is to use the date of the scan or photo as the first part of the file.
b. Photoshop Elements has a renaming facility that lets you rename a batch of files.
Decide on a folder system to store the files until they can be processed.

Getting files from the Web.
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Site like Ancestry.

Other web sites.

You should provide the file name when you download.

Decide on a folder system to store the files until they can be processed.

Now you have the file on your computer—what next?

Organizing Your Images

Start by creating folders to store the files.

1.
2.

3.

Use folders by year or year and month to organize photos and scans that are current.
For genealogy documents, you will use a different system.
a. Oneis to create a folder by location for the images.
b. One s to create folders by surnames.
Organize the folders in a way that makes sense for you and that will allow you to find images later.

Rename the files.

1.

Editing

File names can be up to 255 characters. They can also include characters like hyphens and commas.

The name must be unique.

One method for the initial file naming is to use the date of the scan or photo as the first part of the file name
and additional information following, e.g., 2002-01-08-Birthday Party for Doris Gonsalves.

Another is to name the files by Surname of your grandparents or great-grandparents, e.g., Gonsalves-Doris-
Birthday Party-2002-01-08.



1. Editingis up to you and is a topic that will take longer to cover.
2. There are several programs that allow editing; some are more automated than others. Two examples are:
a. Photoshop Elements--$79.99 from Costco for both PC and Mac.
b. Picasa (Google)—free and for both PC and Mac.
3. Always save the original image and do any editing on a copy of the original.
a. Have alocation on your computer or a drive on which you keep the originals.
b. Make backups of the originals.

Key Word Tags (Metadata)

Picasa and Photoshop Elements both have some capabilities to add data to the photo that will make it possible to search
by the Keywords.

Image files have a way to store the metadata so that you don’t need particular software to search the images. Both
Picasa and Photoshop have an option to save the information you give it to the metadata for the file.

Sharing Images

e Printing and mailing—Use at least 300 dpi for printing and mailing the prints.

e Emailing—If the viewer is only going to look at the image on a computer, the image can be resized so that it is
small enough to email. Some of the photo software will allow you to send the image from the software and do
what is needed to size the image.

e CDs and DVDs—Save the files to a CD or DVD. You can also use software to create more customized slide shows.
PE has options to create CDs and DVDs as a slide show or a movie.

e Website/Cloud—Use some of the services available to put your images up to be shared with others. Privacy
options vary. Picasa (Google) can do it.

¢ Dropbox, SkyDrive, Google, Flickr—You can save the original files to one of these sites and give another
person permission to access a folder where you store the data. This is good when you want someone to
have the original image for printing.



Digital images On Ancestry.com
Uploading to your Ancestry tree

Go to the profile for the person that will have the file.
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Continue following the screen prompts. Note the file size limitations—15 mb for photos and other documents, including
PDFs and Word files.




Adding Media to FamilyTree Maker

Adding to a Person

Then select the image from your computer.

Tell FTM where the file should go:



If you follow what we described above, you will copy the file to the
FTM folder for this type of media. Select the type from the categories.
You can also set this as your default choice.

Click the “OK” button.

Now the image appears with the other media.




Adding Metadata to Your Images Without Using a Separate Software Program

Use Windows Explorer to open a folder with images.

Find the image you want to modify. Right-click on the image.

Select the “Details” tab.



Click in the area you want to edit. Typically, you might want to add
a Title, Subject, Tags and Comments. The most important is “Tags.”

You can add the names of the people in the photo, the place, when
it was taken, the event and anything else you might use to search
for the image.

When you are done, click “OK.” Now you will be able to use
Windows to search for photos with particular names and places in
them.

For example:
Using Windows Explorer again, go to the Search box in the upper right corner. The Search will look through whatever
folder you are in. You can also search by going to the Search Programs and Files in the Start Menu.

Type the name you want to find in the box and hit enter. You can force the Search to find only specific terms by
enclosing them in quotes. Here | search for Amelia Gonsalves.



Note that the results are not coming from the file names because none of them include “Amelia Gonsalves” in the file
name. One doesn’t have Gonsavles at all. But if | go look at the details, | see “Amelia Gonsalves” in the Tags.

When you take a photograph with a digital camera, the data in the Image section will be filled in automatically. If you
edit the file as shown in this example, the image information will appear. For scans and other images, the information
will be slightly different. It will record the date and the file size, the scanner or camera used and more.



