How to Organize Pictures

BY NASIM MANSUROV

| wrote this basic guide on how to organize pictures for those, who
occasionally take pictures with digital cameras and who are looking for ways to
organize images on their computers. This is NOT a guide for serious
photographers with large catalogs of photographs

During the last 10 years, all kinds of digital cameras have flooded both
traditional and online stores. Today, the market is over-saturated with a wide
array of digital cameras for personal and professional use and tough
competition among the manufacturers pushed the prices so low, that most US
households now own one or more digital cameras. Digital cameras have gotten
so popular, that they made their way into our phones and other electronic
devices as well. With such a wide array of sources where pictures come from,
how do we keep them organized?

Most people do not even bother organizing pictures. They take pictures, leave
them on their cameras and mobile devices and use them when needed to share
a picture via Facebook or to send the latest pic to their friends and family. As a
result, many pictures get lost and memories are gone forever. So, what should
you do to keep your pictures organized and saved?



1) First, find all of your photographs

Start with your computer and try to locate every single picture. Common
places to look for photographs are in your My Documents or My Pictures
folders, but you might have pictures in other folders as well. Just search your
computer for all files with JPGE extension and see what it finds. Create a local
folder on your desktop and move all your pictures there. If you have other
computers/laptops at home, perform the same search and try to find every
single picture. Next, go through your mobile devices (iPhone, iPod, Zune, etc.)
and see if you have any pictures stored there too. Copy them all to your main
PC, into the same folder that you created earlier.

Now it is time to look for your pictures on the Internet. Log into your email
account and search for all emails with image attachments. Extract whatever
you can find and save them to the same location. Next, go to all social media
sites that you participate in (Facebook, My Space, Twitter, etc.) and look for
other pictures there. You might find your pictures in your friend’s albums too.
Request your friends to send the high-resolution versions of the photos to you.
Try to remember if any of your friends took your photos on their cameras and if
they did, give them a call or email them and request them to send the high-
resolution versions of your photographs. Save all new photos to the same
temporary folder that you created on your desktop.



2) Storage and Backup

Before thinking about how to organize your images, think about where you will
be storing your images and how you will be backing them up.

2.1) Where to store your photos

Some people like to store pictures on external drives and other storage media,
but I store all of my photographs in my computer’s second internal drive (the
first one is for the operating system). Internal hard drives are very inexpensive
nowadays and you can buy a very large drive of 1 Terabytes or more for less
than $100. If you have a laptop, it is probably better to store your pictures on
an external drive instead, because the internal drives on laptops are typically
small and slow. If you have a small number of pictures (less than 1,000), you
can easily store them on your computer’s main drive. On the other hand, if you
have a large collection of photos, then | would recommend putting them on a
separate hard drive.

2.2) Where to back up your photos

No matter where you store your pictures, the first thing you need to think
about is how you will be backing up your images. NEVER fully rely on a single
storage space, whether a hard drive, a CD/DVD or a memory stick. All electronic
equipment fails at some point of time and leaving your precious data in one
place is like putting all of your eggs in one basket. So, no matter where you
decide to store your pictures, decide where you will be backing them up at the
same time. Do NOT make the mistake of backing up your data into the same
medium. The backup must be on a different physical device; otherwise, it is not
a real backup.

For backup purposes, | use a dedicated external drive that has exactly the same
folder structure as my internal drive; it is basically a Mirror of my internal drive.



3) Create main folder structure

Now that you know where to store your images and backups, it is time to think
about your folder structure strategy, i.e. how you will be storing your pictures.
There are many ways to do this and everyone can give different suggestions.

Let me show you the way | do it and | will leave it up to you to decide if it works
for you or not. | first start with the root folder and create a folder called Pictures:
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As you can see, | have another folder for Videos as well.



Next, | create folders for each year, one by one:
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4) Create one folder per event and move photos
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Then under each folder, |
create one folder per event:

Examples of events are:
Mom's Birthday Party,
Christmas Celebration, etc.
whatever fits the
description of an event. If
you have one large event
that has smaller sub-events,
then create one main folder
and smaller subfolders
underneath. For example, if

you have something like California Vacation, it could have several subfolders
inside such as Disneyland, Universal Studios, etc. Go ahead and create events
for one year based on what you have.

| used to store each folder name by Date Event, such as 01-01-2007 Aspenf, but
| chose to abandon this idea because | now use dates on my pictures instead:
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Now upload your photos into
appropriate folders. This is the hard
part, because you will have to go
through all of your photos one by one
and sort them through. Just looking at
the picture by itself is not easy, as you
might not remember when it was
taken and where. What | suggest, is
looking at the information that is
stored inside the picture. Almost every
digital camera today stores vital
information such as Camera Type, Date
and Time right into the picture when it
saves it. This information is called EXIF
and you can read my article what is
EXIF to find out more about EXIF and
how you can read this data from each
picture. Anyway, on most modern

operating systems such as Windows Vista or Windows 7, you can easily access
this information by simply right-clicking the image, clicking Propertiesf, and

then clicking on the Details tab:

Look at the Origin->Date field for the date when the picture was taken. Other
information such as Camera might be useful to determine who took the picture
(whether it was your camera or somebody else’s). Move all of your photos into
appropriate event folders and make sure that nothing is left in your original
temporary folder that you created in your desktop.



5) Rename your photographs
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Unfortunately, many cameras produce images with weird filenames like
DSC1005.JPGHE that do not make any sense. | highly recommend renaming all of
your images to make it easier for you to locate them by searching for the file
names in the future. Again, you can do this in many different ways, but I will
show you the easiest method.

Go to one of the folders that contain your pictures. It is a good idea to start
with a small folder, so pick one with only a few pictures. First, sort all your
images by date by clicking the Date column (you should be in a Detail view for
this to work). Then select all pictures by clicking on the first one and then
pressing CTRL+A (select all):



Then right-click on the first image and click Rename:

Orgamze - ) View with ACDSee Pro 3 Slide show Print E-mail Bumn New folder ==~ [ a'
2t Favorites Name : Date Type Size Tags >
B Desktop 1/10/20 ACDSee Pro 3 JPE. 10,182 KB
&8 Downloads i _DSC0977.JPG 1/10/2010 )See Pro 3 JPE.. 10,165 KB
% Recent Places 6 _DSC0978.JPG 1/10/2010 ACDSee Pro 3 JPE 10,104 KB
i _DSC0979.JPG 1/10/2010 ACDSee Pro 3 JPE.. 10,001 KB
4 Libraries i _DSC0980.0PG 1/10/2010 ACDSee Pro 3 JPE.. 9,996 KB =
¢ Documents i _DSCOQSlJPC 1/10/2010 ACDSee Pro 3 JPE., 10,007 KB
o Music 0 _DSC0982.PG 1/10/2010 ACDSee Pro 3 JPE.. 9,993 K8
&) Pictures @ _DSC0983JPG 1/10/2010 ACDSee Pro 3 JPE.. 9,943 KB
B Videos i _DSC0984.JPG 1/10/2010 ACDSee Pro 3 JPE., 9,978 KB
i@ _DSC0985.JPG 1/10/2010 3 ACDSee Pro 3 JPE.. 9,971 KB
«& Homegroup i _DSC0986.PG 1/10/2010 ACDSee Pro 3 JPE., 9,973 KB
i _DSC0987.JPG 1/10/2010 ACDSee Pro 3 JPE.. 9,976 KB
% Computer i _DSC0988.PG 1/10/2010 ACDSee Pro 3 JPE.. 9,965 KB
& Windows (C) £ _DSC0989.JPG 1/10/2010 ACDSee Pro 3 JPE., 9,957 KB
(s Storage (D:) £ _DSC0990.JPG 1/10/2010 3:3 ACDSee Pro 3 JPE..
ca Backup (G2) i _DSC0991JPG 1/10/2010 ACDSee Pro 3 JPE., 1
i _DSC0992JPG 1/10/2010 ACDSee Pro 3 JPE.. 10,020 KB
€ Network i@ _DSC0993.JPG 1/10/2010 3:34 PM ACDSee Pro 3 JPE... 10,206 KB -
< mn L
33 items selected
| ! Show more details...
& 2

Then type the date, dash, event name and press Enterl? (for example: 20070101-
Local Park). | prefer to use the year first, then month, then day; because if your
files are somehow mixed up in one folder, it will be easier to differentiate them
by year, then month then day. If you start with a month, it will all get mixed up,
because the months are repeated every year:

KA » Computr » Stnge(@) » Photos » 2001 Temp ——~ | s 5]

Organize v ) View with ACDSee Pro 3 Slide show Print E-mail Bumn New folder

Name Date Type Size

A |
X

W Favorites
B Desktop {4 20070101 -Local ParklPG__ ]20103:33 PM ACDSee Pro 3 JPE.. 10,182 KB
& Downloads i _DSC0977.JPG 1/10/20103:33 PM ACDSee Pro 3 JPE.. 10,165 KB
% Recent Places i _DSC0978.PG 1/10/2010 ACDSee Pro 3 JPE 10,104 KB
X _DSC0979.PG 11 333 PN ACDSee Pro 3 JPE.. 10,001 KB
4 Libraries i _DSC0980.JPG 0/2010 N ACDSee Pro 3 JPE.. 9,996 KB
% Documents il _DSC0981.0PG /1072010 3:33 P ACDSee Pro 3 JPE.. 10,007 KB
@ Music 6 _DSC0982.0PG 1/10/2010 3:33 PN ACDSee Pro 3 JPE.. 9,993 KB
&/ Pictures @ _DSC0983.JPG 1/10/2010 ACDSee Pro 3 JPE. 9943 KB
B videos i _DSC0984.JPG 0/2010 \ ACDSee Pro 3 JPE., 9,978 KB
i _DSC0985.PG 1/10/2010 333 PN ACDSee Pro 3 JPE., 9,971 KB
«& Homegroup i _DSC0986.PG 10/2010 3:33 PN ACDSee Pro 3 JPE.., 9,973 KB
£ _DSC0987.PG 10/2010 N ACDSee Pro 3 JPE... 9,976 KB
% Computer i _DSC0988.JPG 1072010 3:33 PM ACDSee Pro 3 JPE.. 9,965 KB
&, Windows (C:) fH _DSC0989.1PG 1/10/2010 3:33 PN ACDSee Pro 3 JPE.,
s Storage (D7) £ _DSC0990.JPG 10/2010 3:34 PM ACDSee Pro 3 JPE.,
2 Backup (G:) HE _DSC0991.JPG /10/2010 3:34 PM ACDSee Pro 3 JPE.,
i _DSC0992JPG 1/10/20 4 P ACDSee Pro 3 JPE..
€ Network HE _DSC0993.PG 1/10/2010 3:34 PN ACDSee Pro 3 JPE., 10,206 KB
4
33 items selected

Show more details...




G » Comvute » Stonge 0) » Photos » 207 » Temp ———~ &5

Organize v View with ACDSee Pro3 v Slide show Print E-mail Bum New folder =~ [ @&

: Narr 2} Vi
% Favorites Name Date Type

Bl Desktop
& Downloads

£ 20070101-Local Park (1)JPG
HH 20070101-Local Park (2)JPG
6T 20070101-Local Park (3)JPG
HT 20070101-Local Park (4)JPG
BT 20070101-Local Park (5)JPG
HI 20070101-Local Park (6)JPG
6T 20070101-Local Park (7)JPG
HE 20070101-Local Park (8)JPG
£ 20070101-Local Park (9)JPG
I 20070101-Local Park (10)JPG
62 20070101 -Local Park (11)JPG
BT 20070101-Local Park (12)JPG
£13 20070101-Local Park (13)JPG
HI 20070101-Local Park (14).JPG
£ 20070101-Local Park (15)JPG
HT 20070101-Local Park (16)JPG
HId 20070101-Local Park (17)JPG
@ 20070101-Local Park (18)JPG

< m

ACDSee Pro 3 JPE..,

5. Recent Places

ACDSee Pro 3 JPE

9 Libraries ACDSee Pro 3
<] Documents

& Music

&/ Pictures

B videos

+& Homegroup

% Computer
&, windows (C:)
s Storage (D:)
a Backup (G3)

€ Network

20070101-Local Park (4).JPG Date taken: 1/10/2010 3:33 PM

ACDSee Pro 3 JPEG Image Tags: Add atag

You should now
see that all your
files got
properly
renamed. The
system will
automatically
add a numberin
brackets at the
end of the file,
which
represents the
file sequence
number:

Do not worry if something got messed up. You can go back to what it was by
simply by going to EditlUndo Rename or hitting CTRL+Z[Z. You can also rename
the files multiple times, if needed. Repeat this process as many times as you
have folders and make sure that everything is properly renamed.



6) Backup your photos

Now that you have everything organized and renamed, it is now time to back
up your data. Since you are just storing bare files, there is no need for some
special backup program. All you need to do is to copy your files from the
current location to a different one. Just go back to your main folder, select
your Photol folder, right click on it, select Copy, then go to your destination
drive's main folder, right click on an empty area and select Pastel2. This should
start the process of copying pictures from one hard drive to another.

6.1) Backup frequency

How often should you be backing up? | suggest backing up every time you add
more photographs or when you work on your pictures. | personally try to do it
every time | upload new photos from my camera and | highly recommend that
you do the same. Unfortunately, most people do not recognize the value of
backups until their equipment fails. | once lost two weeks of my photography
just because | forgot to back up my photos! Lesson learned, now I try to
backup as often as | can and | store my images in four different locations | do
not want to ever lose my data again.

Hope this helps.



