
Turn on Computer

Create New Folder
and name it

“ORIGINALS 2010”
Open Windows

Explorer

Goto My
Documents > My
Pictures/Images

This is your folder where you will copy your original
images. Next year make a new folder and name it

“Originals 2011”… and so on.

Goto My Documents > My Pictures/
Images> “Originals 2010” and

within it create another sub-folder
and give it a suitable name for your
images, say “Castle Park July 10”

Connect camera to computer or
take storage media from camera
and insert into a Card Reader.

COPY images from Card into the
newly created sub-folder
…“Castle Park July 10”

When finished copying disconnect
camera/take storage media from

computer but do not delete images at
this stage

Open Adobe Bridge (Windows
Explorer or some other viewing

software) and undertake first
review of images, deleting

those which you do not wish to
keep.

Close Adobe Bridge/
viewing software

Connect separate
portable hard-drive to

your computer

COPY images from “Castle
Park July 10” on to portable

hard drive. This is your means
of disaster recovery in the event

of computer failure

Now open and close 3
separate images from your

Portable Hard Drive  to ensure
images open successfully.
BUT DO NOT EDIT THEM

When satisfied all is okay
disconnect Portable Hard Disk from

computer and keep safe.

Go back to your
computer

Now open and close 3
separate images from the

“Castle Park July 10” folder
on your main computer  to

ensure images open
successfully. BUT DO NOT

EDIT THEM

IF ALL THE IMAGES OPENED
SUCCESSFULLY, YOU CAN

NOW DELETE THE IMAGES BY
REFORMATTING YOUR CARD

IN THE CAMERA, which is
ALWAYS better than simply

deleting them.
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JOB DONE!
You can now

start the image
editing

process

The Folder/Sub-Folder structure should match that on
main hard drive described previously


