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• Why scan your photographs?

•

y	We	Will	Discuss

Digitization basics

• Equipment, supplies and workflow

Color and imaging technology

Capturing photos via the scanning process

•

•

• Using digital photographs

• Restoration software tools

Shout	Out	t

• Online instruction very helpful

•

o	Lynda.com

Scanning Techniques for Photography, Art and Design

Scanning Techniques for Business and Home

Scanning with SilverFast

Photoshop Elements 9: Scanning and Restoring Photos

Photo Restoration with Photoshop

•

•

•

•
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Wh

• Preserve original photographs

y	Digitize?

• Save wear and tear on originals

• Digital conservation

• Repair and restore scanned images

• Improve organization and access

Allow greater use and sharing•

What	Can	You	Digitize?

Scanning	Equipment	
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Scanning	Slides	and	Negatives	

Optional film attachment

Dedicated film scanner

Slides	and	Negatives:	Mounts	

Dry scan without 
glass mount

Dry scan in glass 
mount

Wet scan in glass 
mount

Scanning	Supplies
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Creat

• Flat stable surface

Large space for entire workflow•

e	Proper	Scanning	Environment

• Scanner, computer, images and supplies

• Dust‐free environment

• Eliminating dust is key

Avoid cloth surfaces, moving air, high‐traffic areas•

• Constant temperature

• Avoid heat/cooling sources, windows, exterior walls 

Cleaning	

• Prevention better than cleaning

Your	Scanner	and	Photos

• Wear gloves every time

• Clean scanner before every session

Keep photographs in sealed containers•

• Use only proper cleaning tools

Push dust away from work area•

Initial	

• Photo albums acidic or sticky

•

Evaluation	

If possible . . .

of	Photographs

• Remove photos from albums

Remove sticking page backing

Better to leave than damage photo

•

•

• Flatbed scanner safe and effective for most

May need to use digital camera instead•
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Four	Types	of	Reflective	Images

Line art   Detailed 
(bi‐tonal  drawings 
image or  (grayscale)
document)

Black and 
Color photo

white photo 
(RGB color)

(grayscale)

Thr

•

ee	Types	of	Bit	Depth

1 bit black and white (bitonal)

• 8 bit black and white (256 shades of gray)

• 24 bit color (16.7 million RGB colors)

Most other bit depths are variations
of these three types

Epson	Scan	Software:	Image	Type

Note options for . . .
24 bit RGB color 
8 bit grayscale 
1 bit black & white
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Scanning	

•

Resolution:	Output

Optimal (maximum) output resolutions

• 100 ppi for web publishing

200 dpi for laser printers

240 dpi for standard ink jet printers

300 dpi for commercial printing

360 dpi for photographic ink jet printers

•

•

•

•

Scanning	Resolution:	Auto	Scaling

Up	and	Down	Sizing	Images

Up‐sized image

Down‐sized image
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Scanning	

•

Resolution:	Golden	Rules

Determine the optimal scanning resolution 

based on . . .

• Highest output device dpi

Adjusted for largest output image size

Best optical resolution of scanner

•

•

• Scan at highest resolution anticipated

Sample	Scan	R

•

esolution	Settings

Laser printer . . . 200 dpi x 1.5 (scale) = 300 ppi

Photo ink jet . . . 240 dpi x 2 (scale) = 480 ppi

Commercial print . . . 300 dpi x 2 (scale) = 600 ppi

High‐end ink jet . . . 360 dpi x 1.5 (scale) = 540 ppi

•

•

•

Scanning	

•

Resolution:	Simplified

400 ppi lowest when no scaling is needed

600 ppi best for most photos

Higher ppi very small photos to be enlarged

Do not exceed optical resolution of scanner

Doubling ppi quadruples digital file size

•

•

•

•
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Scanning	

•

Basics

Scan from earliest generation

Scan once, use many times•

• Master images

Use copy images•

• Store master images off line

• Purpose of master file is duplication

Digital	

•

Image	Formats

Master Images

• Archival image and your official record copy

Tagged Image File Format (TIFF)•

• Access Images

• For websites, computer slide shows or emails

Joint Photographic Experts Group (JPEG)•

File	

•

Compression	and	Interpolation

Compression reduces size of files

Interpolation•

• Substitutes real data for estimated info

Introduces image distortions•

• TIFF format (master copy) “lossless”

JEPG format (use copy) “lossy”•
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Professional 

Scanning 

Software

www.lasersoft.com

Scanning	
Process
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• Preview Scan Settings

– Document type

Exposure type

Image type

Resolution

Target size

–

–

–

–

Professional Mode

Preview Scan 

Marquee Tool

Preview Scan 

Adjustments
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RGB	Color	Channels

• Red

Green

Blue

•

•

Histogram

• RGB channels

Adjusts shadows

Adjusts highlights

Ensures tonal depth and

retains detail

Don’t cramp the data

•

•

•  

•

Red 

Channel
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Green 

Channel

Blue 

Channel

Tone Correction

or Curves
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Original Preview Adjusted Scan

Original Preview

Adjusted with 
Pipette Tool

Microsoft Office 

Picture

• Brightness and 

contrast

Color

Crop

Rotate

Resize

•

•

•

•
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Adobe

Photoshop

Elements

Adobe

Photoshop

Lightroom
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Unique	Identifier:	

•

File	Name

MIL055.TIF

Perry&Lulu_Miller_GS_300.TIF

NYSA_A3045‐78_12364.TIF

•

•

What	is	Metadata?

• Information about the image

More specifically, metadata tells you •

• What the image is about and who made it

How it can be accessed and used

How it was digitized

•

•
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Po
•

tential	Metadata	Elements
Unique Identifier (file name) 

Title 

Creator 

Subject Terms 

Description

Date Original 

Location 

Rights 

Date Digital 

Digitization Specifications

•

•

•

•

•

•

•

•

•

Title: Elephant Ranee of Charles Hunt's Circus in 
doorway of Elephant Hotel with Marcia Hunt; Somers, 

New York; 1953

Creator: Stoddard, Seneca Ray 
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Subject Terms: Automobile service stations, 
Automobiles, Buildings

Subject	Terms:	What	Words	Do	I	Use?
Art and Architecture 
Thesaurus (AAT)

Camps (temporary settlements); 
Camp Furniture; Cooking Utensils; 
Tents (portable buildings); Axes; 
Pack Baskets

Thesaurus of Graphical 
Materials (TGM)

Camping; Campfires; Outdoor 
cookery; Tents; Axes; Baskets

Library of Congress Subject Authority Headings 
and Name Authority Headings (LCSH)

Camping; Campfires; Outdoor Cooking; Campers (Persons); Tents; 
North Country (New York)

Description: The Irondequoit Grange, #849, has arranged a prizewinning 

display of fruits and vegetables at the 1915 Rochester Industrial Exposition. 

Even the letters and designs on the bulletin board behind the display have been 

fashioned from fruits and vegetables. The designs include a sickle, a hand plow, 

a star, and a sheaf of wheat.

Detailed 
information 
about the 
image
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Standard: 02 Mar 1948

Other examples:

Range of dates: 1910 – 1920

Uncertain date: circa 1977

Unknown date: Undated

Original Date

Where

the photo

was taken

Location: Chester (Village), Orange County, 
New York 

Rights: This digital image may be used for educational uses, as long 
as it is not altered in any way. Prior written permission is required for 
any other use of the images from the Woodstock Public Library District 
collection. http://www.hrvh.org/

• Who owns it?

Who may access it?

How may it be used?

•

•
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• Date digital: when the photo was digitized

Digitization specifications: TIFF or JPEG, resolution 

(PPI or DPI), bit depth, compression, scanner and 

software used 

•

• Example: TIFF, 300 dpi, 24 bit RGB, uncompressed, 

V600 Epson Scanner; SilverFast 8, Adobe Photoshop 

Elements 10, Windows 7 Professional

Metadata created as a part of Digitization:
Date and digital specifications

Manage Metadata 
and Keywords Using 
Adobe Bridge

• Ships with Photoshop Elements

Individual or batch processing

IPTC metadata properties

Adobe Lightroom as well

•

•

•

Image	
•

Management
Adobe Lightroom

Office Application Software•
• Microsoft Word ‐ table

Microsoft Excel ‐ spreadsheet

Microsoft Access ‐ database

•

•

• Digital Collection Management Software

• EmbArk‐ software tools designed to catalog and manage collections

Luna Insight ‐ software tools designed to build, manage and share digital 

collections 

ContentDM ‐ software tools designed to store, manage and deliver 

collections 

Past Perfect ‐ software tools designed to catalog and share digital 

collections, and to manage contacts

•

•

•
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Sample 
database 
application 
to manage 
images

Mak

•

e	“Backups”	by	Copying	Files

Copying files provides 

additional protection

Don’t use backup protocols

Decide frequency of backup

Find a safe storage locations

•

•

•

• Redundant hard drives

Cloud storage     •

Using	Digital	Photographs
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Display	Images	on	Website	or	Blog
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Other	Uses	f
•

or	Digital	Photographs
Publications

• Family and local histories

Newsletters •

• Social media and genealogical websites

Presentations and slideshows

Reproduce for displays and exhibits

Genealogy software

•

•

•

• Family group sheets, pedigree charts and so forth

Digital	
•

Restoration	of	Photographs
Enhance photographs

• Lighten or darken

Brightness and contrast

Improve colors

Correct skin tones 

•

•

•

• Repair photographs
• Touch up scratches and cracks

Remove dust and noise

Stitch together torn pieces 

Recreate missing information

•

•

•

Connect	with	the	State	Archives

New York State Archives

www.archives.nysed.gov


	Scanning Your Historical Photographs Cover - 2016
	Scanning Your Historical Photographs - 2016



