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• We will look at best practices for including photos in your 
genealogy records, keeping track of them and using them to 
help you tell your story



How do you have your Photos and 
Documents Now?
•Paper
•Film
•Slides
•On a camera
•On a phone
•On digital media



Managing Your Physical Photos & 
Documents
•Set up a filing system based on surnames and time periods.  
•Wear gloves when working with documents or photos. The 
older the photo, the more susceptible it is to damage. (To 
find: search “archivist gloves” on Amazon)

•For long-term storage, invest in archival quality storage 
boxes. We use Hollinger Edge boxes

•Separate groups of photos into archival safe plastic bags to 
keep them organized during digitizing.



Tips for Working with Non-Standard 
Formats
• Glass plate negatives, 35mm slides and other 

transparencies are harder to preview and sort but worth 
the effort. 
- Consider a negative scanner like MemoryVaultBox
- Local store like Photo Archivers or EverPresent

• Charlestown Archives service converts VHS to DVDs
• Vintage albums and scrapbooks are incredibly fragile. 

Touch them as little as possible, especially if the binding is 
loose, and put them high on your list of digitizing priorities.

https://memoryvaultbox.com/
https://photoarchivers.com/
https://everpresent.com/our-locations/ellicott-city-md


Work with Physical First

• LABEL EVERYTHING whether in paper or digitally!
• Keep in archival containers and/or acid-free folders.
• Prepare/Organize plan for scanning.
• Do not throw out paper just because you have the photo 
digitally.  Somebody or some archive should inherit the original 
although the digital images will reach many more family 
members. 



Tips for Physical Artifacts You Want to Preserve

• Avoid bright or direct light.
• Maintain a consistent temperature, one the average person 

would feel comfortable in year-round.
• Keep objects clean. Clean carefully removing dust with a soft, 

lint-free cloth and avoiding harsh commercial cleansers or 
solvents.

• Guard against insects and pests.
• Avoid excess moisture. Don’t store items in the basement or 

anywhere else where humidity and mold are common.



Folder Organization
• Start with family folder and create paper folders for each 
individual family. Where multiple pics exist for a generation or 
person, break where it makes sense.  

• The folder for each person contains additional subfolders for photos 
and documents. 

• Choosing when and where to split your family folder into ancestral 
and contemporary groups is up to you if you do it at all. 

• Some of these folders may remain empty for some time, but as you 
discover more about your history, you’ll fill them up!

• The process of organizing your digital photos mirrors what you do 
with your physical ones – it’s just done on your computer, tablet. And 
you can add terms to describe what you want to capture about a 
picture. 



Examples of Boxes/Folders

• Elijah Howe (1792-1880)    [put in ambrotype box/folder]

[Sturtevant box]
• Avis Hazard Nelson (1822-1877)
• Cullen Friend Sturtevant (1795-1889) and Harriet Morey 

(1807-1874)  
• Francis Crayton Sturtevant (1838-1916) and Harriet Helen 

Ellis (1848-19050
• Florence, Harry, Francis Raymond and Albert Morey 

Sturtevant



Ambrotype of Oliver Hunt 
Howe

The earliest picture of Oliver 
Hunt Howe is his ambrotype 
baby picture about 1860



Label everything (or be happy when someone else does)

In this case my Grandmother Avis Atwood wrote the notation about her maternal Grandmother Avis Hazard 
Nelson (1822-1877) and her picture with her twin taken in 1850.



Cullen Friend Sturtevant (1795-1889 AND Harriet Morey (1807-1874) - 
painted on wood, now in the Shelburne Museum  - attributed to Thomas Ware, c. 1823



Francis Crayton Sturtevant and wife Harriet Helen Ellis Sturtevant. 
Crayton (1838-1916) is the son of Cullen and Harriet Morey



Florence, Harry, Francis Raymond and Albert Morey Sturtevant, 
children of Francis Crayton Sturtevant and Harriet Helen Ellis

A separate folder for each because of number of photos and documents



Capturing physical photos/documents to digital format

Have it scanned?  
• Memories Renewed
• ScanMyPhotos

Scanning Software
• Adobe Scan
• Apple Scan
• Photomyne (https://photomyne.com/)
• Notes (Apple) or One Note (Microsoft)

https://www.memoriesrenewed.com/
https://www.scanmyphotos.com/
https://www.nytimes.com/wirecutter/reviews/best-mobile-scanning-apps/


Capturing physical photos/documents to digital format
Scan yourself? 

  Using smartphone
  Using computer
  Using scanning printer

Software options
• File types and extensions
• Resolutions and pixels



Scanning with “Notes”

1. Create Document.
2. Click Scan Documents.
3. It will prompt you to take 

scan with your smartphone





Digital File Management

•Set up a computer folder system based on the paper filing 
system, but use subfolders to keep families connected. 

•Add new subfolders as you find or scan new information





Organize via titles and metadata
• Beyond sorting into folders, organize your files with metadata and file 
names. It will make it easier to find the photo you are looking for without 
having to look through every photo and document in your archive.

• For example, the filename of the baby photo is Oliver Hunt Howe 1860 
Cohasset Mass.

• Metadata is the info you want to add to an image file, like keywords. 
Metadata is the information you want to put on the back of physical 
photo but don’t have space for. 

• Very important part of the process.  You can even use specific software 
or use a spreadsheet to keep track of metadata notes. If you are working 
with a lot of digitized photos, keep a log of where they are stored. Items 
to keep in your log could include . . .



Metadata
• Date of file/image (date scanned may need to be changed to 
date of event)

• Filename
• Subject of image or description of file
• Individuals included: names and years
• Computer location (subfolder)
• Location of the original (if you ever need to rescan)
• GPS Coordinates (from camera) or Location of Event
Use metadata to add historical context, identify people & 
locations, flag your favorites. 



How to Add or Edit Metadata

For Mac:
• Select Photo File
• Right Click
• Select “Get Info”
• Edit the Metadata 



How to Add or Edit Metadata

For iPhone:
• Select Photos 
• Pick a photo and click on it
• Click on the circled i
• Edit the metadata



How to Add or Edit Metadata

For Windows
• Select a photo file from File Manager
• Right click and select Properties
• Select Details
• Add or Edit: Title, Subject, Comments or Tags

(Results may vary depending on the file)



How to Add or Edit Metadata

For more versatility in Mac or Windows, use dedicated software. 
Photoshop, Photoshop Lightroom, Photoshop Elements, Preview, 
etc. There are many more.

Google “photo Medadata editing” for more choices.



How do you handle materials born digital?
LOCKSS - lots of copies makes stuff safe

Use the 3-2-1 backup rule for your loved ones’ history. 
This involves saving three copies of your data
On two different types of media, 
With one copy stored offsite. 

Saving your digital files on the cloud, plus on a computer or an external hard drive, 
is ideal.

When do you make paper copies? 



Backing up Digital

• If you backup your digital files to Cloud or USB drive (which we 
highly recommend doing!), then include the name/number and 
physical location of that media in the file location column.

• You can’t backup or share your physical version the way you 
can your digital versions. Make sure you have what is really 
needed to be saved in a digital form, and you will be protected 
from fire, flood, etc. 



Improving and Restoring Photos
• Online options 

• Uploading and downloading files
• www.pixlr.com/express autofix
• Photo Restoration Free Service on Facebook 

https://www.facebook.com/groups/134089711030/

• Software options
• Adobe Photoshop Express (free for Apple and Android)
• Adobe Photoshop Elements
• AI Programs: Perplexity, ChatGPT, Firefly, etc.

• Save originals!

http://www.pixlr.com/express
https://www.facebook.com/groups/134089711030/


Improve and restore photos

• Restore faded photos
• Improve brightness and contrast
• Remove backgrounds
• Crop
• Improve color balance
• Sharpen
• Remove flaws: torn photos, scratches, etc.

(AI is changing photo editing rapidly )



Palette.fm

to colorize old photos

https://palette.fm/


Wrap Up

The Best Advice on Preserving, Storing, and Digitizing Family 
Memories, 
updated February 9, 2026. It covers physical storage, digitization, 
metadata/file naming, and the 3-2-1 backup approach.

https://www.nytimes.com/wirecutter/reviews/digitizing-family-memories/
https://www.nytimes.com/wirecutter/reviews/digitizing-family-memories/
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Walt Howe
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