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HOW tO Organlze PlCtU reS = from article by Nasim Mansurov

This is NOT a guide for serious photographers with large catalogs of
photographs

During the last 10 years, 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 JPG 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.




First, find all of your photographs -

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

| 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. Storage and Backup

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.




3. Create Main Folder Structure

Now that you know where to store

':_)“ = b Computer » Storage (Dz) » - Search Steroge (D) gl

your images and backups, itistime | s e
to think about your folder structure | «ncee = o .
strategy, i.e. how you will be storing || T, U e

your pictures. There are many ways | "

to do this and everyone can give "B docuness

different suggestions. ]

. Videos

Let me show you the way | do it and | <"
| will leave it up to you to decide if it | "o
works for you or not. | first start with S
the root folder and create a folder i
called Pictures:

Photos  Date modified: 1/3/2010 5:36 PM
Jk File folder



4. Create One Folder per Event
& Move Photos

Then under each folder, | create one |
folder per event:

Ognlzz' “Op Include in library + Share with ~ Bum Mew folder

o Favorites Name Date modified Type

Examples of events are: Mom's B e = T
Birthday Party, Christmas S | By ol
Celebration, etc. whatever fits the . Lonics N (e

w4 Libraries L. Eldorado Springs 2/8/2009 6:56 PM File folder

description of an event. If you have 8 o ! ot o it
one large event that has smaller sub-| = § o' ity T Hietens

i Videos L. Home Pics 1/7/201012:43PM  File folder

events, then create one main folder S
and smaller subfolders underneath. W Horiewia BAIMGREIEN, | Rt

|, Mark's Birthday 12/8/2009 6:57 PM File folder

For example, if you have something | %o, s e
like California Vacation, it could have | s v LRSI istode

a Backup (G3) | Omar's Birth 1/7/2010 1247 M File folder

several subfolders inside such as B R ok
Disneyland, Universal Studios, etc. e Ll e oeomen e
Go ahead and create events forone | g s, v svmses

year based on what you have.




4. Create One Folder per Event
& Move Photos -

| used to store each folder name by
Date Event, such as 01-01-2007
Aspen, but | chose to abandon this -

ACDSee Pro 3 JPE...

2007;

Home,

idea because | now use dates on my 8 2T e U2 0
. . . 2 Recent Places 6 20070105-Home Pics-003  1/5/2007 1:07 AM
pictures instead: i e T A
i Libraties i 20070222-Home Pics-005  2/22/2007 7:58 P

[ Documents HE@ 20070222-Home Pics-006  2/22/2007 7:58 P

o Music i 20070222-Home Pics-007  2/22/2007 8:36 PM

= Pictures E 20070222-Home Pics-008  2/22/2007 9:36 PM

H Videos 1 20070224-Home Pics-008  2/24/2007 1:55 PM

i 20070224-Home Pics-010  2/24/2007 1:56 PM

% Homegroup i 20070226-Home Pics-0L1  2/26/2007 1:34 AM

HE 20070226-Home Pics-012  2/26/2007 4:51 PM

1% Computer @ 20070226-Home Pics-013  2/26/2007 4:58 PM

£ Windows (C:) HT 20070226-Home Pies-014  2/26/2007 5:02 PM

4 Storage (D7) HE 20070226-Home Pies-015  2/26/2007 5:00 PM

i Backup (G2 BT 20070226-Home Pics-016  2/26/2007 5:12 PM

HE 20070226-Home Pics-017  2/26/2007 5:14 PM

€ Network £ 20070226-Home Pics-018  2/26/2007 5:23 PM
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4. Create One Folder per Event
& Move Photos -

Now upload your photos into
appropriate folders. This is the hard
Part, because you will have to %o
hrough all of your photos one by one
and sort them'through. Just looking at
the picture by itself is not easy, as you
mlg t not remember when it was taken
and where.
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| General I Semn’ry| Details |Previous Varsions|

Property Value
Description

Title

Subject

Rating %d Tl BF BT T

Tags 2007; Aspen; Year

Comments {c) Nasim Mansurov
Origin

Authors Nasim Mansurov

Date taken 9/8/2007 2:38 PM

Program name Ver.1.01

Date acquired

T

Look at the information that is stored
inside the picture. Almost every digital
camera today stores vital information
such as Camera Type, Date and Time

Copyright = Nasim Mansurov

gi{ght into the picture when it saves it. mensars o
ou can easily access this information - ;
b SI.mplg right-clicking the image, S
C |ck|ngD roperties, and then clicking

on the Detalls tab:




4. Create One Folder per Event
& Move Photos -

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.

| General I Sect.u'lty| Details |Previous Versions|

Property Value
Description

Title

Subject

Rating

Tags 2007; Aspen; Year

Comments {c) Nasim Mansurov
Origin

Authors Nasim Mansurov

Date taken 9/8/2007 2:38 PM

Program name Ver.1.01

Date acquired

Copyright Copyright © Nasim Mansurov
Image

Image 1D

Dimensions 3872x 2592




5. Rename your Photographs

Unfortunately, many cameras produce

images with weird filenames like J B ¢ Comoutc b Storage(®) » Photos » 207 » Temp
DS 1005JPG that do not make any Organize ¥ 3 ViewwithACDSeePro3  Slideshow  Print  E-mail . = bl @
sense. | highly recommend renamin & ot tome =
all of your images to make it easier for || o = mewmes e e
¥ou to locate them by searching for the || &rore  Gowsere s soreere e
lle names in the future. Again, you can| _ Doomr  monm e wao
do this in man%/ different ways, but | "B T T
will show you the easiest method. |
ﬂ Videos @ _DSCO934.0PG 333 PM ACDSee Pro 3 JPE... 9978 KB
Go to one of the folders that contain & i e R e
your pictures. It is a good idea to start T T T T T T ST S T TT—

Wlth asm a” folder, SO plck one Wlth i Computer fT _DSC0988.PG 1/10/2010 333 PM ACDSesPro3JPE..  9.965KB

only a few pictures. First, sort all your | Sicee —|(@umome mmsm sommes e
images by date by clicking the Date S TN )
COIUmn (yOU ShOUId be in a Detall view € Metwork @j;scbggilps' 1_:'10,:'251;;;3491\‘4 af_l:-s::p::aw; 1-5‘,3;5KE
for this to wor_kz(._Then select all ————— e
Plctures by clic |nlg on the first one and | B oo
hen pressing CTRL+A (select all): C




Then right-click on the first image < T
and CIiCk Rename: Organize B View with ACDSee Pro 3 Slide show Print E-mail Bum ”_.r;e;l;;d;r = [0 e

$r Favorites Name - Date Type Size Tags

B Desktop W 1/10/2010 3:33 PM ACDSee Pro 3 JPE... 10,162 KB

T h en type th e d ate ’ d as h ’ eve nt 8 Downloads i@ _DSCO977.IPG 1/10/2010 3:33 PM ACDSeePro3JPE..  10165KB
. % Recent Places i _DSC0978.JPG 1/10/2010 3:33 PM ACDSee Pro 3 JPE... 10,104 KB

name an d p ress E nte r (fo rexam p | e. i _DSC0979.0PG 1/10/2010 333 PM ACDSeePro3JPE.. 10,001 KB

20070101-Local Park). | prefer to o | L
use the year first, then month, then | “5n S505 000 o OE
day; because ifyourfilesare =~ | ™ = @efl el moa
somehow mixed up in one folder, it | <=~ SEEEE T S O
will be easier to differentiate them by | % S5 000 Do T OE
year, then month then day. If you el
start with a month, it will all get Vo (e

mixed up, because the months are -
repeated every year: ! | R



You should now see that all your files &
got properly renamed. The system &=
will automatically add a number in s re— T
brackets at the end of the ﬁle, which Jla;:sn;:p i 20070101 -Local Park (JBG  1/10/2010333 PM ACDSeePro3PE.  10182KB
represents the file sequence e (A O e e
n u m be r: @ 20070101 -Local Park (4)JPG 1/10/2010 3:33 PM ACDSee Pro 3 JPE.., 10,001 KE

=4 Libraries @ 20070101 -Local Park (5)JPG 1/10/2010 3:33 PM ACDSee Pro 3 JPE... 9996 KB
[ Documents FT 20070101 -Local Park: (6)JPG 1/10/2010 3:33 PM ACDSee Pro 3 JPE... 10,007 KB

Organize = £ View with ACDSee Pro3 - Slide show Print E-mail

o Music @ 20070101 -Local Park (7)JPG 1/10/2010 3:33 PM ACDSee Pro 3 JPE.., 9993 KB

Do not worry if something got 5 s @ iormrs VDO e 990G
messed up. You can go back to what | " S i s oy e
It WaS by Slmply by gO|ng to Edlt I 20070101 -Local Park (11)JPG  1/10/2010 3:33 PM ACDSee Pro 3 JPE.. 9973 KB

I 20070101 -Local Park (12)JPG 1/10/2010 3:33 PM ACDSee Pro 3 JPE.., 9976 KB

U n d 0 Re n a m e 0 r h itti n g CT R L+Z 1% Computer @ 20070101 -Local Park (13)JPG 1/10/2010 3:33 PM ACDSee Pro 3 JPE... 9,965 KB
. - & Windows (C:) BT 20070101-Local Park (14)JPG 171072010 233 PM ACDSes Pro 3 IPE... 9057 KB
You can aISO rename the f| IeS s Storage (D3) i 20070101 -Local Park (15)JPG  1/10/2010 334 PM ACDSeePro3JPE..  10307KB

a Backup (G3) HH 20070101 -Local Park (16)JPG  1/10/2010 334 PM ACDSee Pro 3 JPE.. 10,221 KB

mUItiple times, if needed- Repeat thiS @m-LocaIParku?JJPG 1/10/2010 3:34 PM ACDSee Pro 3 JPE.., 10,020 KB
process as many times aS you have € Metwork : gml-m—qztpm_uwm = il.n.-zofﬂns:a.'.w.a ACDSee Pro 3 JPE... . 10,206 KB
folders and make sure that e e

everything is properly renamed. e




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 Photo folder, right click on it, select Copy, then go to your
destination drive's main folder, right click on an empty area and select
Paste. This should start the process of copying pictures from one hard drive
to another.

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.



