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How to Create “Access Copies’ of Preservation-Grade
Files

Use this guide to create JPEG copies from the TIFF files you have already scanned.

Scanning items to TIFF format creates high-quality, preservation-grade files. These files
stay clear and sharp, even when enlarged for printing or presentations. However, TIFF files
are large and can be difficult to share.

A common solution is to keep two versions of each scan:

¢ Apreservation copy (TIFF) for long-term quality.
e Anaccess copy (JPEG) that is smaller and easy to view or share.

[\ [\

TIFF * JPEG

Equipment You Will Use:
e MemoryLab computer

Software You Will Use:
e |rfanView

Time Required:
e 5 minutes to prepare a batch, plus a few seconds perimage to convert.
e Allow 15 minutes at the end of your appointment to transfer the digital files
to your external storage device or upload to the cloud.
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Step 1: Convert the Files

Step 1: Open the Software

On the desktop of the Memory Lab computer, double-click the IrfanView64 icon. When
you first open the program, the window will be black.

IrfanView 64

Figure 1: Software icon.

Step 2: Convert the Files

Option A: Convert one file (quick method)
1. Dragthe TIFF file into the black window.
2. Save the file as JPEG.
Option B: Convert multiple files (batch method)
1. Openthe File menu in the top left of the IrfanView window.

2. Select Batch Conversion/Rename (see Figure 2).

#E Irfanview - O X
File | Edit Image Options View Help

Open... o WP

Reopen Shift+R

Open Recent files >

Open with external editor >

Open as >

Thumbnails T

Slideshow... W

Start slideshow with current file list Ctrl+W

Batch Conversion/Rename... B

Search files... Ctrl+F

Rename File... F2

Move File... F7

Copy File... F8

Nelata Fila

Na
Figure 2: Batch Conversion/Rename window.
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3. Inthe Batch Conversion window, navigate to the folder containing your TIFF files.

4. Click Add all, then remove any files you do not want to convert by selecting them
and clicking Remove.

The selected images will be listed in the Input files text box at the bottom of the
window. Figure 3 shows that four photos are selected.

#E Batch conversion %
Work as:

. ° [0
(@) Batch conversion Lookin: | My Photos v o7 3~
(O Batch rename

(O Batch conversion - Rename result files *

Batch conversion setings Quick access

Output format - -

JPG - JPG/JPEG Format v Options el |
Desktop Chidsey becavy Scans Chidsey Library Scans  Chidsey Library Scans

Use advanced options (for bulk resize. ) Advanced — 01,jpg 02jpg 03jpg

Batch rename settings: =
Libraries

Name patlem

This PC W

W
=

B,

Network Chidcey liheary Seane Chideey | ihrary Scane  Chidsey |ihrany Seans 3¢
File name: v
Files of type Allfles (".") ~
Output folder for result files: (or placeholders, like: $D
fop ! Sortfles Remove Move up Load TXT
Add all Remove all Move down Save as TXT
Use current ("Look in') folder Browse vputSes::(4)

C\Users\jgoodman\Desktop\My Photos\Chidsey Library Scans 04 jpg
C\Users\jgoodman\Desktop\My Photos\Chidsey Library Scans 01)pg
& TP C\Users\jgoodman\Desktop\My Photos\Chidsey Library Scans 02 jpg
[[Jinclude subfolders (for "Add all” button: not ) C\Users\jgoodman\Desktop\My Photos\Chidsey Library Scans 03 jpg

[[)Show Preview image

Stan Batch

un fest rename Preview image

Cancel

< >

Figure 3: Four images are highlighted (top right); four files are listed in the text box (bottom right).

5. Onthe top left of the Batch Conversion window, under Work as, select the button
for Batch conversion.
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Under Batch conversion settings (see Figure 4, next page), make the following
selections:

a. For Output format, select JPG - JPG/JPEG Format.
b. Skip the Options button.
c. Checkthe box Use advanced options.

d. Clickthe Advanced button. The following settings are recommended:
i. Uncheck the CROP box.
ii. Checkthe RESIZE box.
iii. Click the button for Set new size.
iv. Click the button for Set long side to.
e Forimages 8x10” or smaller, use 3000 pixels.
e Fordocuments, use 4000 pixels.

e. Inthe bottom left list, check only these three boxes:
e Preserve aspectratio
e Use Resample function
e Don’t enlarge smaller images

f. For Set new DPI value, enter 96.
g. Uncheck all other boxes in the second or third columns.

h. Click OK in the bottom right to apply changes and return to the Batch
Conversion window.
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Set for all images:

[CJcroP:
X-pos: 0 Y-pos: 0 (canbe
Width: Height negative)
Start Lefttop Righttop
cormer: Center Get current sel
Left bottom Right bottom

RESIZE:
(@ Setnew size:

(O Set one or both sides to:

Width: Height
@ pixels

(® Setlong side to: 3000 Ocm

(O Setshort side to: Ojinches

(O Setimage size to: MegaPixel

(O Setnew size as percentage of original:
Width: %. Height: %

Preserve aspectratio (proportional)

Use Resample function (better quality)
[:| This is the maximal size (if both sides set)
[C] This is the minimal size (if both sides set)
[C]Resize based only on new/old DPI value
Don'tenlarge smallerimages

[]Don't shrink bigger images

Setnew DPI value: l% ‘

[CJCHANGE COLOR DEPTH:
16.7 Million colors (24 BPP)
256 Colors (8 BPP)

16 Colors (4 BPP)

2 Colors (black/white) (1 BPP)

Custom colors: 4 (2-256)
Use Floyd-Steinberg dithering

Use best color quality (slower for large images)

[JAuto-adjust colors
[JHorizontal fiip

[ vertical fip
[JRotate left

[CJRotate right
[TJconvertto grayscale
[[INegative
["]Auto-crop borders
[Jcanvas size Settings

[[JAdd overlay text Settings

Add watermark image Setlings
O 9 g

[CJReplace color Settings
RGB to:

[JreG []BGR []BRG []GRB [ ]GBR

[C]Sharpen: 1 | {1-99)
[]Brightness: E (-255 - 255)
[CJcontrast (127 - 127)

[J (0.01 - 6.99)
[: (-255 - 255)
D (-255 - 255)
S (-255 - 255)
[ﬁ (-255 - 255)

[ Gamma correction:
[[]saturation
[CJcolor balance -R:
[CJcolor balance - G:
[CJcolor balance - B:

[Blurfitter (1 - 99)
DMedian filter: | 3-9

[C]Fine rotation: :] (-360.0 - 360.0)
MISCELLANEOUS:

[C] Overwrite existing files

[C]Delete original files after conversion
[[]create subfolders in destination folder

[[] save files with original date/time

[C]Apply changes to all pages (TIF/PDF saving)
[[] Custom processing order Change order

Load settings

Save settings

Cancel

Figure 4: Recommended settings are in the left panel.

7. Inthe field Output folder for results files, select a folder to save your files. Best

practice is to save the converted JPEGs to a different folder than the original TIFFs.

To easily create a new subfolder for your JPEGs:

a. ClickUse current ('Look in') folder to select the folder with your originals.

b. Clickin the text box listing a file path and enter a new folder name such as

Access Copies or JPEGs. (See Figure 5.)

QOutput folder for result files: (or placeholders, like: $D)

C:\Users\jgoodman\Desktop\My Photos\Access Copies|

Use current('Look in") folder

Browse

Figure 5: Enter a name such as “Access Copies” to create a subfolder.
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8. Click the Start Batch button. Awindow showing the progress of the file conversion
process will appear. At the end of the process, the program will display the number
of files successfully converted and will indicate if any errors were encountered (see
Figure 6).

Batch conversion done

Processing file: C\Users\jgoodman\Desktop\My Photos\Chidsey Library Scans 04.jpg
Ok - C\Users\jgoodman\Desktop\My Photos\Access Copies\Chidsey Library Scans 04 jpg

Processing file: C\Users\jgoodman\Desktop\My Photos\Chidsey Library Scans 01,jpg
Ok - C\Users\jgoodman\Desktop\My Photos\Access Copies\Chidsey Library Scans 01jpg

Processing file: C:\Users\jgoodman\Desktop\My Photos\Chidsey Library Scans 02 jpg
Ok - C:\Users\jgoodman\Desktop\My Photos\Access Copies\Chidsey Library Scans 02 jpg

Processing file: C\Users\jgoodman\Desktop\My Photos\Chidsey Library Scans 03 jpg
Ok - C:\Users\jgoodman\Desktop\My Photos\Access Copies\Chidsey Library Scans 03 jpg

4 Files - Errors: 0. Wamings: 0

Copy to clipboard Stop Pause/Resume Return to batch Exitbatch

Figure 6: The number of files and errors is highlighted.

9. Click Exit Batch.

10. Navigate to the folder selected in Step 7 to save your converted files. The JPEG files
should be much smaller than the TIFF files, but the quality should be sufficient for
sharing and viewing.

Continue to the next page for instructions to transfer your files and complete your
Memory Lab session.

=3

i
Sarasota County

FIND 9"
WURSEE | PAB




Memory Lab Guide 3: How to Create “Access Copies” of Preservation-Grade Files | 7

Step 2: Transfer Files and Complete Memory Lab Session

Transfer your new digitized files from the desktop folder to your own storage using one of
the options below. Large files or multiple files may take up to 15 minutes to transfer.

OPTION A: Use an external storage device (e.g. a hard drive or thumb drive):

Connect your external device to a USB port on the Memory Lab computer.
Double-click your folder on the desktop to open it.

Select all files by pressing Ctrl + A (or by clicking and dragging over them).

If File Explorer isn’t already open, click the yellow folder on the taskbar.

Click This PC, then locate and select your external storage device.

Drag the files from the desktop folder to your external storage device. A file transfer

o0k wbd-=

progress bar will show the status of the transfer; see Figure 7.

N

Once complete, the files should appear in the external storage device.
8. After all files have transferred, right-click on your desktop folder and select Delete.

53 9% complete -

Copying 1 item from Videos to My Device
9% complete 1 x

() More details

Figure 7: File transfer progress bar.

OPTION B: Upload to a cloud storage service (e.g. Dropbox or Google Drive)

1. Use a browser on the Memory Lab computer to access the internet.
2. Loginto your web-based email or cloud storage service to upload your documents.
3. After allfiles have uploaded, right-click on your desktop folder and select Delete.

Before You Leave:

e Confirm your files are saved to your personal storage.
Files are deleted daily from the Memory Lab computer!

e Collect your original media from the Memory Lab equipment.
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