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The computer hard drive has become the photo shoebox of the twenty-first century. We toss digital files into our computers (or smartphone memory) much like our parents tossed snapshots into cardboard shoeboxes. Our computer and mobile devices are soon cluttered with the digital folder equivalent of old photo-processing envelopes labeled with scrawled memos like “Dad’s 80th Birthday” or “Hawaii Vacation.” Sometimes the photos make their way into albums and scrapbooks, but too often the digital shoeboxes—like their cardboard cousins—fill with more photos and are stashed away to be organized “one day.”

I was fortunate to inherit dozens of boxes of old family photos collected by several generations on both sides of my family tree. Although only a handful of tintypes and daguerreotypes survived, each successive generation added new photos snapped with the technology of their time to create a family photo timeline that followed the growth and popularity of personal photography, from cartes de visite and cabinet cards to Brownie snapshots, Polaroid prints, Kodachrome slides, and home movies.

By the time my grandmother was a young woman in 1905, she was already snapping photos with a Brownie box camera and pasting prints on black album pages. Shoeboxes bulging with black-and-white prints and negatives bear witness to her fascination with photography. My mom and aunt followed Grandma’s lead with their own photos, filling more shoeboxes with a jumble of albums, slides, movies, and loose prints that I inherited when they passed away. Now I’m looking at my own life in fading Fujicolor and realizing that printed images are only a hint of the digital deluge headed our way. More than 880 billion photos were snapped in 2014, according to Yahoo!, most of them digital pictures taken by smartphone cameras. My grandmother would have loved it!

Coincidentally, the same year I inherited my grandmother’s trunk filled with family treasures, I also brought home my first digital camera—a little Nikon Coolpix that snapped 1.9 megapixel images visible almost instantly on the camera’s tiny image viewer. As a genealogist and the designated “keeper of the stuff” for my family’s heirloom photos and documents, my digital shoeboxes were already bursting with scanned images. It didn’t take thousands of new photos for me to realize that I needed a simple yet comprehensive image management system to keep up with new digital snapshots and scanned images of my family photo collection.

In my book How to Archive Family Keepsakes, I shared my system for preserving and organizing all kinds of inherited family treasures, and basic steps for digitizing heirloom photos and documents. But as I wrote those chapters, I knew that scanning old photos was only part of the problem facing today’s family historians. It’s a golden era for genealogy that allows us to


	access original records through digitized editions available online.

	preserve one-of-a-kind photos and documents by scanning heirlooms with affordable home equipment.

	share stories, pedigrees, and research through e-mail and websites.

	create our own digital legacy with new digital photos, videos, and audio.



But all of these digital files are meaningless without a way to tap into the stories they hold and share those stories with others. How many photos are “somewhere” in your digital library, waiting until you can find them again? How many digital shoeboxes filled with family snapshots do you have stashed on your smartphone, tablet, e-reader, and computer waiting to be organized and enjoyed? Isn’t it time to get those images out of the digital shoebox and into your hands to be enjoyed and shared with family and friends?

HOW TO USE THIS BOOK

This book shares practical strategies for conquering digital image clutter and confusion so you can enjoy, preserve, and share your family photos and stories. In the same way that genealogists start with the present generation and work backward one branch of the family tree at a time, this book begins with the present to help you master your current digital clutter before you tackle the previous generations of photographs.

You will find techniques to import photos from multiple devices, locations, and photographers. If you are working with a large photo collection or digitizing project, you’ll discover time-saving tips for working with image batches. Family historians will learn ways to organize scanned images of heirloom original documents and photos, and digitized genealogy research materials. And if you’re looking for something new to do with your digital images, you’ll find twenty-five creative projects featuring all kinds of digital images.

Feel free to use this book in the way that suits your present needs. Read it from start to finish, or jump in for ideas to help with your current digital challenge.

PART 1: ORGANIZE includes basic information for working with present-day digital photos and heirloom scanned images, including how to set up your computer, digital storage, and file-naming system. Refer to this section for help working with contemporary or heirloom digital files. You’ll also find an overall strategy to help you organize and archive the everyday family photos captured today with smartphone and digital cameras.

PART 2: DIGITIZE highlights best practices for digitizing and preserving heirloom original photos and documents of all shapes and sizes.

PART 3: CREATE offers step-by-step instructions and project ideas to get you started using your digital images by creating unique photo gifts, family history books, calendars, and more.

YOUR PHOTOS, YOUR WAY

If you’ve read articles and books about organizing just about anything, you’ve probably heard a variation on the theme, “the best organizational system is whatever works best for you.” Unfortunately, that doesn’t help much when you’ve already discovered that “whatever” is not working very well, and you really need something different. In this book, I’m not going to tell you what you should do with your digital photos, but I will share with you the strategies I’ve found to work for me and for others. I hope you’ll discover the tools you need to build your own photo-management system, one that truly does work best for you.

Denise May Levenick

Pasadena, California


PART 1
Organize

The phenomenal growth of digital photography is a mixed blessing for family memories. There’s no extra cost in snapping multiple images in the effort to capture the “perfect shot.” Editing tools can erase blemishes, crop out clutter, and adjust poor exposure. Images are easily shared online and published in digital photo creations. Unfortunately, organizing and backing up photos isn’t nearly as fun as taking pictures.

We’re taking more pictures than ever before, especially with smartphone cameras that have largely replaced point-and-shoot models. But unlike our digital cameras with a removable memory card, the pictures snapped on our cellphones are saved to device memory where they accumulate until we move them or lose them.

Do any of these situations sound familiar?


	You have digital images on your smartphone, tablet, computer, flash drives, SD cards, and external hard drives, but you can’t find the picture you want.

	You have duplicate images scattered across your devices and are running low on memory.

	Your photos never seem to be the right size or resolution for the photo book you’re trying to create.

	You know you should back up your photos, but you aren’t sure how.

	You organized all your photos in file folders, but it takes forever to find the pictures you want.

	You don’t know how to manage edited and original versions of the same photo.



Part 1 of this book outlines a plan to organize and manage your ever-growing digital photo collection. The concepts will be helpful to anyone who wants more control and confidence in preserving their digital images, whether the images were snapped last week or in the last century.

If you have thousands of legacy digital images, either from your camera or from scanned heirloom family photos, I urge you to postpone adding these files to your new digital management scheme immediately. Instead, set up your system and work with it until you are comfortable with the tasks and have refined any rough spots in the workflow. Start by adding your next set of new digital images, whether they are taken on your smartphone, digital camera, or scanner. Practice each step in the workflow and tweak whatever isn’t working for you. As you have time, go back and add old image files to the new collection. And don’t be too hard on yourself if you don’t get to those old photos right away. Look to the future and aim to manage your photo collection forward from your next digital image.

I’ll start with providing you the basic information you’ll need to know to assess your digital storage needs, select storage devices, set up your computer folder system, and establish file naming and metadata strategies. From there, I’ll introduce you to the workflow I’ve used for years and share tips and techniques to help you master your own digital photo collection.

It’s a good idea to read through the chapters in this section before making any decisions or changes to your present photo system. Creating a plan to manage all of your digital photos may sound complicated, but it doesn’t have to be. The information and worksheets in this book will help you develop and practice your new photo organization system until it’s as natural as brushing your teeth.


1
Digital Imaging Basics

For past generations of shutterbugs, photography always involved a financial investment. The inexpensive Brownie box camera brought personal photography within reach of most families, but film and processing were an ongoing expense.

Often one roll of film would be used for months, recording special events and holidays, two or three photos at a time. Each image had a cost, and frugal Americans who lived through wartime rationing, the Great Depression, and the Recession made every image count. Eventually the film counter clicked to zero, indicating that all the film had been exposed, and the roll was dropped off for processing and printing at the local camera shop or drugstore. Some people saved money by ordering processing only and selected individual prints directly from the negatives. Amateur photographers often set up home darkrooms to process and print their own film.

Our attitude toward photo prints began to change in the 1980s and 1990s with the introduction of low-cost “double prints” made possible by standardized automatic photo-printing equipment. New technology brought prices down to pennies per 4x6-inch print, and vendor competition introduced triple and quad print discounts. For the first time in the history of consumer photography, family photographers were taking and printing more and more photos, both good and bad, and selecting the “keepers” after printing. Instead of one roll of film lasting weeks or months, a family photographer might use several rolls of film to document a single birthday party. This print boom lasted only until digital photography caught on, when the snap-happy mindset was a perfect fit for digital cameras.

Today’s photographer needs only a digital camera or smartphone to capture thousands of images. The minimal cost per image can make us careless about preserving priceless memories until a smartphone is lost, a computer crashes, or we accidentally hit the Delete button.

In this chapter, I present the essential tools and skills for working with and organizing your digital images, including how to set up your camera and other capture devices to work with your computer and storage media.

DO YOU KNOW WHERE YOUR PHOTOS ARE?

The first step in organizing your digital photos is knowing where they are. After all, you can’t organize your digital files if you don’t know where to find them. You may have photos scattered across devices and storage media—from your smartphone and SD card to your tablet and your computer. It would be easy to manage photos across devices if we could just drag and drop files from one device to another, but Android doesn’t play well with Apple’s iOS, and your mobile devices might not be on speaking terms with your computer. It’s complicated.

But it doesn’t have to be difficult. Organizing your digital life will be easier if you put everything in one master location. This will be a master file for all your digital images, including:


	new photos: pictures of family and friends taken with your camera or smartphone

	old photos: family keepsake photos digitized with your scanner or camera

	research images: genealogy research documents you have scanned or photographed, or you have downloaded from the Internet

	work images: business and work-related images



Once you’ve set it up, you’ll quickly see the benefits of collecting and managing your photos in one master location:


	one place to access images

	a consistent file structure that serves as a model for future image imports

	easier backups

	easier migration when you upgrade your computer or devices

	an intuitive, logical system that others can understand



Keep in mind that the best storage location option may be the simplest. For example, a large-capacity external hard drive you can use with a laptop or desktop and easily use with new equipment when necessary may be your best choice. My personal digital photo storage setup includes three external hard drives:


	Photo Library: This 1 terabyte (TB) external hard drive is attached to my desktop Mac computer at all times and stores my working image collection—the files I use on a daily basis. I think of it like a library (hence the name) where I “check out” images for viewing and editing. This is my Master Storage Location.

	Image Vault: I attach this 1TB external hard drive to my computer at the end of an editing session so all of my work is backed up from the Photo Library to the Image Vault using Carbon Copy Cloner backup software. I don’t access my images every day and like the security of knowing this storage device can’t be damaged by power surges if it’s off-line.

	Photo Archive: This 1TB external hard drive comes out of my fireproof safe for regular monthly backups of my entire image collection. Again, I use Carbon Copy Cloner to handle the backup, and I keep this drive at home so it’s easy to maintain my backup schedule. I also burn photo folders to archival DVDs to make an archival preservation set. And I keep a copy of my photos on my Dropbox <www.dropbox.com> cloud storage account. With multiple copies, there’s less risk of images being lost.



Your decision on where to store your digital images—on your computer hard drive, an external hard drive, in the cloud, or a combination of all three—depends on three main factors:


	the size of your current and old photo collection

	the size of your projected digital collection

	your available computer hard drive space



How Much Storage Do You Need?

You may already have a good idea of where you want to store your photos, but determining your current and future collection’s storage space needs can be a challenge. If you aren’t sure how much storage you’ll need, or want to know that you’ve accounted for all digital files before purchasing equipment, use the Digital Photo & Video Storage Worksheet in this chapter. This worksheet provides a quick overview for assessing your storage space needs and will help you determine if your current computer can store your digital collection or what hardware you may need to purchase.

Ultimately, when choosing a central storage location for your digital photo collection, err on the side of choosing a location with too much storage space rather than too little. Cost per gigabyte continues to drop, making it cost-effective to purchase 1 or 2TB drives rather than smaller models. If you do run out of space, the good news is that it’s relatively easy to migrate a well-organized photo collection to new higher-capacity hardware. Use your answers to the Digital Photo & Video Storage Worksheet as a guide to your present and future needs and make your best guess.

Where Should You Store Your Photo Collection?

You’ll want to consider these storage location options for your Master Storage Location:

DESKTOP COMPUTER: If you have plenty of room on your computer hard drive for your growing image library, designate your desktop computer as your Master Storage Location. If you do run out of space, you can add an external hard drive at a later time.

LAPTOP: If you use a laptop exclusively, plan to purchase at lease one external hard drive to hold your image collection. Don’t rely on your laptop hard drive for long-term photo storage: Hard drives fail, laptops get dropped or stolen, and the storage space is often too small. Instead, use external hard drives or cloud servers to help manage the digital load.

LAPTOP AND DESKTOP COMBINATION: If you use both a laptop and desktop computer, chances are you have images on both pieces of equipment. To consolidate your photo collection in one place, choose either the desktop or an external hard drive. Store your photos on equipment that is the least susceptible to damage or loss with the largest hard drive capacity available, typically a stationary desktop computer. An external drive has the benefit of portability between both devices.

EXTERNAL HARD DRIVE: Your laptop or desktop computer’s built-in hard drive has a finite amount of storage space, but an external hard drive can add terabytes of storage without upgrading your computer. If you already use an external drive as a backup device, consider adding a second external drive for photos.

HOME SERVER: If you are tech-savvy, you could even set up a home server or Network-Attached Storage (NAS) to hold images for everyone in the household.

Decide now where you will store your master file of your digital images. Will you maintain your Photo Library on your computer hard drive, on an external hard drive, in the cloud, or a combination? Storing images on your computer is best for small to average size digital image collections; an external hard drive is a good choice for large or growing media collections.
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Analyzing Your Answers

Once you complete the Digital Photo & Video Storage Worksheet, ask yourself: In what columns do most of your answers fall?


	If most of your answers are in the first column, you have minimal storage needs.

	If most of your answers are in the second column, you have average storage needs.

	If most of your answers are in the third column, you have high storage needs.



Digital Storage Tips


	Choose one Master Storage Location for your collection.

	Storing your master digital images on your computer is fine for small to average size digital image collections; an external hard drive is a good choice for large or growing media collections.




TIP

Protecting Your Digital Storage

When you set up your digital photo storage hardware, make sure those storage devices are plugged into a surge protector, not just to a regular outlet.



EQUIPMENT FOR DIGITAL PHOTO STORAGE

Once you determine the space you’ll need to store your master digital images file, you’ll need to purchase the hardware and set up your devices and storage to work together so your images can be moved to a new permanent storage location.

Here are two important pieces of equipment you may need:

EXTERNAL HARD DRIVE: Most external hard drives are simple plug-and-play devices that work with any laptop or desktop computer. Follow the manufacturer’s instructions for connecting the device to your computer. A boxy book-shaped external hard drive with its own power supply makes the drive stable on a desktop surface and often offers higher-capacity storage than a smaller portable drive. If desk or office space is a consideration or you need portable storage, look at portable high-capacity drives. Some models include a protective sleeve that can be helpful when traveling.

MEMORY CARD READER: Although digital cameras often include a camera-to-computer cable with software and instructions for moving images, it’s much faster and easier to use a stand-alone card reader or a card reader built into your computer or home printer. Plus, you don’t have to use your camera power or worry about the camera shutting off during transfer when you use a card reader. Card readers are inexpensive and come in several configurations; some accommodate multiple cards such as SD, microSD, and CompactFlash cards. Look for a USB 2.0/3.0 interface for high-speed transfer.

Many desktop and laptop computers now offer an integrated SD card slot, and many home office printers also have a built-in card reader slot. If your equipment already has a built-in card reader, you may not need additional hardware.

And remember: In addition to storing your files in your Master Storage Location, you’ll need to think about backing up those files as well (but we’ll get to that later in this chapter).

FILE NAMING

The key to organizing your Photo Library is using a simple and logical system. That system starts with digital photo file names. I recommend using short, meaningful file names that don’t need a key to abbreviations.

Use Consistent File Names

Long, complicated file-naming schemes are difficult to maintain and cumbersome to use. The end of the name may be truncated or cut off in your computer folder view or printout. Plus, more words provide more opportunities for misspellings and inconsistency. As you develop your personal file-naming scheme, create a File-Naming Cheat Sheet as a gentle reminder to help you maintain consistency between work sessions.

As you import photos to your Photo Library, either manually or with the aid of photo-management software, take time to consistently name new files. Use these standard file-naming conventions recommended by document records agencies:

KEEP FILE NAMES SHORT. Operating systems now allow long file names, but when files are uploaded to the Internet, a long name can make the URL (aka Web address) even longer. If necessary, use standard two-letter abbreviations for states and months. Be consistent in using any abbreviated family surnames.

USE UNIQUE FILE NAMES. It is essential to maintain individual unique names for photo files. Your camera assigns a unique number to each image that remains permanently embedded, even if you rename the visible file name. But that won’t help you select between two photos with the identical name: davidbirthday2013. Don’t rely on folder names to help identify files, either. For example: If you set up folders named 2013 Thanksgiving and 2014 Thanksgiving, but each includes a photo named grandpa-carving-turkey.jpg, the file name doesn’t provide a clue to when or where. It’s much better to use file names such as 2013_grandpa-turkey.jpg and 2014_grandpa-turkey.jpg.


FILE-NAMING CHEAT SHEET
	

	FIVE FILE-NAMING CONVENTIONS TO REMEMBER



	Short

	Unique

	No special characters

	Underscores and dashes

	Consistently formatted dates







	MY FILE-NAMING STYLE



	For dates
	 



	For family photos
	      



	For heirloom photos
	 



	For scanned images
	 




AVOID SPECIAL CHARACTERS. Special characters create confusing and difficult-to-read file names. And most computer operating systems do not permit certain characters in file names, including \ / | { } ( ) < > : ; * % @ and #.

USE UNDERSCORES AND DASHES. Punctuation and spaces have a special purpose when used in a file name. Periods identify the beginning of a file extension. Spaces become %20 when uploaded to a website. Slashes divide file folder locations. Instead of slashes, periods, and spaces, use underscores and dashes to separate information in your file names.

FORMAT DATES CONSISTENTLY. Choose a date scheme and stick with it. YYYY_MM_DD will sort files in year, month, and date order. MM_DD_YYYY sorts by month, date, and year.

Consider Different File Format and Document Types

Genealogists work with many different kinds of files: photos, scanned images, documents, PDF reference files, and more. I’ve learned that I don’t necessarily need the same file name structure for each document, but I do try be consistent with each kind of file.

SCANNED DIGITAL IMAGES AND IMPORTED DIGITAL IMAGES: These files are typically TIFF scanned files, PDFs, or JPG images downloaded from the Internet or photographed for research. You’ll want to find these files quickly and easily. My general file-naming scheme has four parts—name, date, place, and item—each separated by an underscore, plus the file extension. I use a dash to separate words within each part such as smith-john_19240315_co-pueblo_theater_edit.jpg. This file name has the following parts:


	surname-first name

	date (YYYYMMDD)

	place (from largest to smallest with two-letter abbreviation used for states)

	item



I prefer to use all lowercase characters and add version information at the end of the file name. I keep file names short and consistent. This file-naming scheme is echoed in all my computer files, although I may not use each part of the file name.

FAMILY SNAPSHOTS AND VIDEOS: I enjoy snapping photos and videos of family and friends at home and on my travels. These photos don’t need extensive informational file names. I take advantage of the batch-naming function of my Adobe Lightroom and iPhoto software to rename the photos as they are imported to my computer. The software gives each file a new name and sequential number:


	2010_david_bday-01.jpg

	2010_david_bday-02.jpg



NOTES AND REPORT DOCUMENTS: This type of document might include spreadsheets, charts, genealogy research notes, or timelines. I don’t need the full date and location information used in other files, so my file names for these documents look like this:


	smith-john_research-notes.doc

	smith-john_military-timeline.doc



HEIRLOOM ORIGINAL PHOTOS AND DOCUMENTS: I was fortunate to inherit a large collection of photos, documents, and correspondence from my maternal grandmother. Instead of individually naming each file, I’ve chosen to manage the collection using a label that indicates the series and item number. My scanner provides the unique file name, and when I transcribe or examine the item further, I enter identifying information in the metadata fields for title, caption, keywords, and so on. These file names may appear as:


	AAK_P00012.tif

	AAK_OP0009.tif



This system encourages me to move forward scanning and archiving the original material without the need to stop and transcribe information for a file name. I can work directly from the scanned image to study the source, and the originals are safely preserved in archival storage folders and boxes. My book How to Archive Family Keepsakes includes more popular file-naming strategies for genealogists.

How to Manage File Variations

Photo image files are likely to create more versions and derivatives than typical document files. With documents it’s common to use v01, v02, or v03 to indicate revised editions. For digital images, you can use the Save As command to create a new file after editing or changing a JPG photo. Avoid using vague names such as old, new, or revised. You may have several new versions by the time you’re finished editing. Instead use editv01, editv02, editv03 to show the version number. Save the short label edit for the final version and delete other copies if you wish.

If you’re optimizing your images for use on multiple platforms, use an abbreviation at the end of the file name to indicate the purpose: Web, print, or e-mail. For example: 2013_grandpa-turkey-web.jpg or 2013_grandpa-turkey-print.jpg.

Always use standard file extensions such as TIFF, JPG, or PSD when saving files. These file extensions help differentiate archival and working files. For example, keep the scanned TIFF archive file and photo book-ready JPG together in a folder where they are easy to organize and locate when you

FOLDER ORGANIZATION SCHEMES




	everyday snapshots of your home, family, and friends

	genealogy images of scanned photos and documents, source documents photographed on research trips, cemetery and tombstone images, snapshots from family reunions, and photos of heirlooms and family keepsakes





TIP

Photo Searching




How to Create Your Folder System







Ways to Organize Your Photo Folders











IMAGE DATA










	On a PC, right-click on the image and select Properties. Rename the file in the main window. Click the Details tab to add tags and keywords (see Image F).



	On a Mac, select an image and open the Information window with Command-I. Rename the file and add tags and keywords in the Get Info window (see Image G).






Set Up Your Camera


'









TIP

Camera File Formats




Inside the Memory Card’s Organization




Why the Correct Camera Date Is Important









PHOTO BACKUP


3-2-1 Backup




	Create 3 copies: smartphone, cloud storage service, and your home computer

	Use 2 different media: computer, USB flash drive, or external hard drive

	Store 1 copy off-site: use a cloud storage service or online backup service, or burn an archival DVD and store it off-site at a relative’s home or in a safe-deposit box



Back Up Your Computer Hard Drive



	external USB hard drive

	home network server

	online cloud storage

	online backup service

	recordable (and archival) DVDs and CDs

	USB flash drives








Back Up Your Mobile Devices






GETTING STARTED CHECKLIST

	

	Complete the Digital Photo & Video Storage Worksheet.

	Decide where to store your image collection, and purchase necessary storage device hardware.

	Set up your camera and mobile devices with the correct date and time and any other desired settings.

	Set up your storage devices.

	Purchase a dedicated media card reader if you don’t have a built-in card reader on your computer or home printer.

	Purchase and set up backup devices.

	Decide on your file-naming and folder organization structure, and set up your PHOTO LIBRARY folder system.
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DIGITAL PHOTO & VIDEO STORAGE WORKSHEE!
Consider your long-term digital photo and video storage needs by asking yourself the follow-
ing questions. Circle the best answer for each question to form an overall picture of your digital
storage needs.

PHOTOS
Questions Minimal Average Large
How many photos do you take each | fewerthan 250 | 250t01,000 | more than 1,000
year? If you have photos in folders
organized by year, check the total for two
orthree years to get an annual average.

What size are most photos snapped by | under 10MB | 10t012MB | more than 128
your camera? Open a file and skim the
image file information for a rough idea. The
file size may be measured in kilobytes (KB)
or megabytes (MB).

What format do you shoot with your RAW +JPG
camera? Most mobile devices and cameras
take JPG images,resulting in a moderate
filesize. I you use a digital SLR model,
youmay be shooting RAW format, which
creates very large fles

How many old family photos will you | fewerthan 250 | 250t01,000 | more than 1,000
scan this year? Check folders of scanned
images to gauge annual averages for future
storage needs

compressed
»G

9
photos? Images scanned in JPG will be: G

much smaller than archival TIFF files.

How many negatives and slides will you | fewerthans0 | 51t0200 | more than 200
scan this year? Film (negatives and slides)
should be scanned as high-resolution TIFF.
files to capture the fine detail in the image,
resulting in large archival files.

How many digital images will you | fewer than 250 | 250101,000 | more than 1,000

scan and photograph in libraries and

archives this year? Numerous research

trips can add considerable bulk to your
digitl collection.

How many digital images willyou | fewerthan 250 | 250t01,000 | more than 1,000
download while researching online
this year? Online research and image

downloads can result in a large number
of image files, although these are usually
smaller PDF or compressed JPG files.
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VIDEOS

Questions

Average

Large

How many old film movies will you
digitize this year? f you are archiving a
large number of old home movies, you will
need suitable storage space.

none

about 1105

more than 5

How many videos did you make this
year?\Video fles are much larger than
photo images. You'll need additional space
if you take lots of videos. Large quantities
may need additional storage space.

fewer than 15

151050

‘more than 50

How many shared videos and photos

did you save this year? Don't forget
videos and photos shared with you. Videos
downloaded from e-mails, cloud storage,
social media, and websites can add to your
storage needs but should be archived with
your other files,

fewer than 15

151050

‘more than 50

FINAL QUESTION

How much space is currently available
on your computer hard drive? Open your
computer info to check free hard drive
space and view how much is currently
being used by your digital files.






