How To Prepare Photographs For Upload
1.  Reduce image for upload to 640 x 480 pixels 

2. Decide which parish and folder your image is to be loaded to
3. Firstly edit the image file name – see notes on file naming below

4. Once you are happy that you have named the file correctly (not duplicating the file name of any item already in the gallery) you need to copy the file name (right click on the file name and copy) 

5. Go to image properties and in details paste the copied file name

6. Add the copyright if there is need of one 

7. Close and Save in you own folder not the gallery folders

8. Repeat this for each image you are wanting to upload to the galleries

9. Once you have completed labelling and setting properties for each image (remembering to check if any duplicate file names have been used so they don’t overwrite any items already in the master folders)  Transfer the files requiring upload to galleries to the master folders

10. Let Administrator know the folders you have added to and they will then replace the existing gallery with a new one. 
Tips on File Names For Individual Images

The following format should be used for naming images 
Potterne – St. Mary Interior – Font (1)

Potterne – St. Mary (1); Potterne – St. Mary (2) etc. (for church exteriors) 

Potterne – St. Mary Churchyard (1) etc. for general views – 
If for a headstone – use Potterne – St. Mary Churchyard – Pope, Mary (1) or Potterne – St. Mary Churchyard – Pope, Mary & William (1)

Just follow the numbering system in existing files 

If for example in the interior of a building, you can try and keep them in a certain viewing order by using the file name as 

Potterne – St. Mary Interior (1) – Font; Potterne – St. Mary Interior (2) – Roll of Honour (1) (if more than one image taken to show close ups etc).

Please note that at present you cannot sort google photos by file name – this is something we keep asking google to address – hopefully they will listen at some point but for now the viewing order needs to be a manual one 

