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Import and Export Wizard
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2. Decide - Export Social Media

Download Your Information

7. Jeremy  Home

‘You can download a copy of your Facebook information at any time. You can download all of it at once, or you can select only the types of
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3. Organize - Directory/Folder Structure

Birth
: Photographs -
o Children i ol Census
2018 o City Directories
o Death
-~ Documents | 2018-07 o . Family group sheets
o . Family History | 2018-08 d JLo:tmals .
o Internet 2018-09 : Life history
o Locations
a photographs T o Marriage
2018-11 o Military
=S 201512 Fins
o Videos 2018-12-01 Baum Family Christmas Party o Oral History
o . Other Documents
o Work | 2018-12-11 Elizabeth's Birthday Party -
. 2018-12-22 Myntti Family Christmas Party - z‘:’\"sl'
a . Schooling
. 2018-12-25 Christmas o Stories
o Voter Registration
o Wills and Estate




3. Organize - Filenames

Be descriptive

Don’t be generic

Be consistent

Use an appropriate length

Do what makes sense to you

Do what can be understood by others



3. Organize - Filenames

e Use letters, numbers, and hyphens/underscores
o A-Za-z0-9-

e Assume other special characters won’t work
o l@#S % MN&*{},?’ ;" :~"|\/<>



3. Organize - Filenames

e Avoid spaces
o Use dashes or camelCase
o myntti-jeremy-] or  MynttiJeremyd

e UPPERCASE vs. lowercase
o Myntti-deremy-J
o myntti-jeremy-
o MYNTTI-JEREMY-J



3. Organize - Filenames

e Zero-pad sequential numbers
o 0001, 0002, 0003, 0010, 0100, 0101
o NOT 1, 10,100, 101, 2, 3

e Use standardized dates
o YYYY-MM-DD or YYYYMMDD (2019-03-01)



3. Organize - Filenames

e Use some descriptive text
o YvonneOQOlsonScrapbook
o Doyce-Shepherd high-school-graduation
o Myntti_letter-to-Baum_ 2007-02-14



3. Organize - Filenames

Good examples:

e 1965 YvonneOlsonScrapbook 0061.tif
e 2004-08-08_ Myntti-thesis.docx

Not so good examples:

e 2019-02-28 08.20.20.jpg

e photo1.tif

e March 1, 2019 - scan.jpg

e Final final draft (revised) 3.pdf



3. Organize - Open File Formats

Moving images: MOV, MPEG, AVI
Sounds: WAV, AlIFF, MP3

Still images: TIFF, JPEG, PNG, GIF
Tabular data: CSV, TSV

Text: XML, PDF/A, HTML, ASCII TXT



3. Organize - Metadata

Filename

Tray1image001.jpg
Tray1image002.jpg
Tray1image003.jpg
Tray1image004.jpg
Tray1image007.jpg

Tray1image008.jpg

Description

San Fernando Stake Center where Lennart Myntti was
custodian

Kerttu Myntti at ?

Lennart Myntti and Kerttu Myntti on Myntti boat

Roy Myntti, Robert Myntti, Kerttu Myntti

Lennart Myntti on ferry between Finland and Sweden

On the Gripsholm

Date

1962-08
1965-04
1977-06
1965-04
1973-07
1953-07



3. Organize - Metadata

ok J[ Concsl |[ ey

]

= 2010_Olson-Siblings_600dpi_24bit.jpg Properties 3] E 2019-01-11 12.06.54,jpg Properties
| General | Secuy | Details | Previous Versions | [General | Securty | Detais | Previous Versions
Property Value il Property Value 2
Description Width 4032 pixels
Title Olson Siblings, 2006 = Height 3024 pixels
Subject Yvonne Childs, Darrel Olso... Horizontal resolution 72 dpi
Rating Vertical resolution 72 dpi o
Tags Bit depth 24
Comments Photo taken at the funeral of Compression =
i Resolution unit 2
Color representation Uncalibrated
Authors Compressed bits/pixel i
Date taken 1/14/2019 11:59 AM
Program name Adobe Photoshop CC (Win... Camera
Date acquired 6/18/2006 1:34 PM Camera makcer Apple
Copyright cco CFZ:‘n:;m model ifF/’l;osne X
Iinge Exposure time 1/30 sec.
image D IS0 speed 150-25
Dimensions 5968 x 4785 Exposure bias 0step
Width 5368 pixels Focal length 4mm
Height 4785 pixels - Max aperture 3
Unvenmd =l cmmnl dime NN A — N =
Remove Properties and Personal Information Remove Properties and Personal Information

OK

J [ Cance

Apply



3. Organize - Metadata

Name Date Type s| . 2019-01-18 16.11.47jpg, ... Properties [
(2 2019-01- i 118/ . < —
:w 2019-01-18 16.05.31.jpg 1/18/2019 4:05 PM JPEG image ]Wloe—taﬂsl
|[&=] 2019-01-18 16.05.32,jpg  1/18/2019 4:05 PM  JPEG image
(&= 2019-01-18 16.10.04.jpg  1/18/20194:10 PM  JPEG image Property Value -
|&=] 2019-01-18161147.jpg  1/18/2019 4:11 PM  JPEG image Description
15'51 2019-01-1816.11.48-1... 1/18/20194:11 PM JPEG image Title Butterfly Biosphere| l =
(=] 2019-01-18 16.1149,jpg  1/18/2019 4:11 PM  JPEG image Subject
= 2019-01-181611.50,jpg  1/18/2019 411 PM  JPEG i fae A
;uﬂ g L e Tags Butterflies; Thanksgiving ...
(&= 2019-01-1816.11.53,jpg 1/18/20194:11 PM  JPEG image .
(5] 2019-01-18 16.11.59.,jpg  1/18/20194:11 PM  JPEG image Ovigin
|[&=] 2019-01-181613.52jpg  1/18/2019 4:13 PM  JPEG image | | Authors
|[&=] 2019-01-18 1613.59,jpg  1/18/20194:13 PM  JPEG image [ Date taken 1/18/2019 4:11PM
[Z=] 2019-01-1816.15.48.,jpg  1/18/20194:15PM JPEG image |'q Program name 121.2
&= 2019-01-18161551jpg  1/18/20194:15PM  JPEG image | Em f":;‘"ed
‘ 1 opyrig
|[&=] 2019-01-1816.16.03.jpa 1/18/2019 4:16 PM_JPEG image | :
[ mage
I3 -01- 3 |
& 2019-01-1816.16.03 _1 Cut gt
| &= 2019-01-18 16-16-08-JF| Copy Dimensions 4032 x 3024
(&= 2019-01- 29, Width 4032 pi
:w 2019-01-18 16.16.29 j[I T ». 32 qxels
(= 2019-01-18 16.16.30.j;| Height 3024 pixels £
— Delete Uncimambal cmmal idine 77 Ani
(= 2019-01-18 16.16.48 j
= : Rename Remove Properties and Personal Information
(5= 2019-01-1816.17.19
= - )
(&= 2019-01-18 16.17.30. Properties
= J
E "C> — o (ot ) (oo
(5] 2019-01-1816.18.27-1... 1/18/20194:18 PM  JPEG image

Name

[ 2019-01-18 16.05.31.jpg
(= 2019-01-18 16.05.32.jpg
(= 2019-01-18 16.10.04.jpg
(= 2019-01-18 16.11.47.jpg
(= 2019-01-18 16.11.48-1...
(= 2019-01-18 16.11.49.jpg
{Z= 2019-01-18 16.11.50.jpg

Tags

Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point

&= 2019-01-18 16.11.53.jpg

Butterflies; Thanksgiving Point

& 2019-01-18 16.11.59,jpg
&) 2019-01-18 1613.52,jpg
&) 2019-01-18 16.13.59,jpg
] 2019-01-18 16.15.48,jpg
&) 2019-01-18 16.15.51.jpg
& 2019-01-18 16.16.03,jpg
&= 2019-01-18 16.16.03-1...
& 2019-01-18 16.16.08.jpg
& 2019-01-18 16.16.29,jpg
&) 2019-01-18 16.16.30,jpg
=] 2019-01-18 16.16.48,jpg
=] 2019-01-18 16.17.19,jpg
&) 2019-01-18 16.17.30jpg

Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
Butterflies; Thanksgiving Point
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X Info

Bellagio, Las Vegas

. Organize - Metadata

<  People & Pets

Jeremy My...  Elizabeth M...

ALBUMS

Las Vegas, DLF Forum 2018
308 items - Oct 14-18,2018

Jeremy Myntti | Elizabeth Myntti

& Places DETAILS

E Oct 14,2018
Sun, 3:28 PM

= IMG_6929.HEIC
7.2MP 2320 x 3088 786.5 KB

Chicago | ! i Yellowstone National Park
@ Apple iPhone X
f/2.2 1/120 2.87mm 1S0125

Las Vegas, NV 5
©  Estimated location

What's an estimated location?
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3. Organize - Folder Level Descriptions
i | README.txt - Notepad EEREER

File Edit Format View Help

This folder contains photographs from 2008,
including the following major family events: =

>

February Elizabeth’'s retirement party
March Sheryl Myntti's birthday party
Easter

New York City work trip
Eli's first ultrasound

April Michael Bendall’'s birthday party
Hogle Zoo
New York City work trip
May Mother 's Day =
June Linda Peay's graduation

Jacksonville, FL work trip
Palisades camping trip

July Yellowstone and Tetons
Jeremy's birthday
August Baby showers
September Eli’'s birth
Disney Studios and ARL tour
october HalTloween
November Thanksgiving B
December Baum Family Christmas Party

Mxngti Family Christmas Party
christmas
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4. Maintain - Digital Storage

SONY

0" {0 \('//}‘
| . Thesis. Enc/ﬁu'r




4. Maintain - Digital Storage

Persona/ Digital Archj ving

Jeremy ppy i
Sy myntti@ytyy, edy

March 1, 2014
et/ iy I/RT362; gi&
OO agyy




4. Maintain - Storage Conditions

|




4. Maintain - Storage Conditions




4. Maintain - Cloud Storage

0'0)

" FOREVER

Google Drive

amazondrive

23 Dropbox



4. Maintain - Making Content Accessible

Google Sites
Wi X com W

<% Dropbox

5 Google Photos o ancestry

WORDPRESS

P FamilySearch



4. Maintain - Sharing Your Archive

Password . [**************** ]
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Personal Digital Archiving

| R T *';I“HHE s
Jeremy Myntti

|
Philbrick, Mark A. (2007) "Harold B. Lee Library, Brigham Young University."
https://commons.wikimedia.org/wiki/File:Harold_B._Lee_Library.jpg

This file is licensed under the Creative Commons Attribution-Share Alike 3.0 Unported license.



Additional Resources

American Library Association. Preservation Week.
http://www.ala.org/alcts/preservationweek

American Library Association. Preservation Week Webinars.
http://www.ala.org/alcts/preservationweek/webinars

Library of Congress. Personal Archiving.
http://digitalpreservation.gov/personalarchiving/

Library of Congress. Personal Digital Archiving Day Kit.
http://digitalpreservation.gov/personalarchiving/padKit/index.html



http://www.ala.org/alcts/preservationweek
http://www.ala.org/alcts/preservationweek/webinars
http://digitalpreservation.gov/personalarchiving/
http://digitalpreservation.gov/personalarchiving/padKit/index.html

Additional Resources

Columbia University Libraries, Digital Humanities Center. Personal Digital
Archiving: Online Resources.
https://library.columbia.edu/locations/dhc/personal-digital-archiving/online-res
ources.html

Personal Digital Archiving Conference, University of Pittsburgh Library, May
2-4, 2019. https://library.pitt.edu/pdai9

Purdue University. Personal Digital Archiving: The Basics.
http://guides.lib.purdue.edu/PDA

University of Michigan. Preserving Personal Digital Files.
https://www.lib.umich.edu/files/services/preservation/PreservingPersonalDiqit
alFilesGuide.pdf



https://library.columbia.edu/locations/dhc/personal-digital-archiving/online-resources.html
https://library.columbia.edu/locations/dhc/personal-digital-archiving/online-resources.html
https://library.pitt.edu/pda19
http://guides.lib.purdue.edu/PDA
https://www.lib.umich.edu/files/services/preservation/PreservingPersonalDigitalFilesGuide.pdf
https://www.lib.umich.edu/files/services/preservation/PreservingPersonalDigitalFilesGuide.pdf

Additional Resources

e Marshall, Briana H. The Complete Guide to Personal Digital Archiving.
https://www.alastore.ala.org/content/complete-quide-personal-digital-archiving

e Redwine, Gabriella. Personal Digital Archiving.
https://www.dpconline.org/docs/technology-watch-reports/1460-twr15-01/file

e \Wikipedia. Personal Archiving.
https://en.wikipedia.org/wiki/Personal_archiving



https://www.alastore.ala.org/content/complete-guide-personal-digital-archiving
https://www.dpconline.org/docs/technology-watch-reports/1460-twr15-01/file
https://en.wikipedia.org/wiki/Personal_archiving

Additional Resources

Calvin’s Genealogy. File Naming Conventions for Digital Photos, Scans, and
Documents. https://calvingenealogy.com/blog/filename-convention/
Desperately Seeking Surnames blog. Tagging to Organize Your Digital Family
Documents.
https://www.desperatelyseekingsurnames.com/2016/06/tagging-to-organize-y
our-digital-family.html

EaseUS. Tips: How to Download Text Messages from iPhone to Computer.
https://www.easeus.com/iphone-data-transfer/download-text-messages-sms-f
rom-iphone-to-pc.html

TunesBro. How to Transfer Text Messages from Android to Computer in 4
Ways. https://www.tunesbro.com/transfer-sms-from-android-to-computer.html



https://calvingenealogy.com/blog/filename-convention/
https://www.desperatelyseekingsurnames.com/2016/06/tagging-to-organize-your-digital-family.html
https://www.desperatelyseekingsurnames.com/2016/06/tagging-to-organize-your-digital-family.html
https://www.easeus.com/iphone-data-transfer/download-text-messages-sms-from-iphone-to-pc.html
https://www.easeus.com/iphone-data-transfer/download-text-messages-sms-from-iphone-to-pc.html
https://www.tunesbro.com/transfer-sms-from-android-to-computer.html

	Personal Digital Archiving
	Original Publication Citation
	BYU ScholarsArchive Citation

	BYU FHL Webinar - Personal Digital Archiving

