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Managing Digital Camera Images 

In managing your images from the cameras and diskettes, you’ll follow a three-step 
process: 

1. Create a folder for the pictures on each diskette or for each event. 

2. Copy the pictures to that folder. Repeat for all of your diskettes. 

3. Rename the pictures. 

Optional: Erase the files from the diskette. 

 

Transferring Files From Diskette to Your H Drive: 

A good strategy is to save have all your disks ready to go and do the transfer in batches.  

1. Plug in your first diskette. 

2. Go to the Desktop. 

3. Click your right mouse button on My Computer. Click on Explore. 

4. You’ll get a two-sided window like the one below. You’re going to click and drag 
files from your A drive to your H drive. Here’s the basic layout of the window 
you’ll be using: 

 Double click on a folder or drive to 
show the contents. 

 Click and drag items from one drive 
to the other (A to H). 

 You can drag files from left to right 
or right to left. 

Click on the
+ signs to 
see what’s 

inside a 
folder or 
drive. 
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Here’s the Process For Copying Files: 
 

1. You already have My 
Computer open and your first 
diskette is in the drive. 

2. On the left, double click on 
your H drive. The files and 
folders should appear in the 
right side of your window. 

3. In the right side of your 
window, you’ll need to create a 
folder to keep your images. 

a. Click your right mouse 
button on the right side 
of the window.  

b. Click on New. 

c. Click on Folder. 

d. A new folder appears. Start typing the name 
you’d like to give the folder. (Since the text 
appears highlighted, it will disappear once you 
start typing.) 

 

4. In the left side of your window, double click on 3½ Floppy (A:). Your files should 
appear on the right hand side of the window. 

5. Select all the files you need to copy. (See below for ways to copy more than one 
file at a time.)  

Once the files are selected, you can copy and paste the files or drag them to 
their new location: 

Copying & Pasting 

1. Your files are highlighted. 
2. Go to Edit. 
3. Go to Copy. (Not much happens.) 
4. In the left side of your window, find the new folder you created. 
5. Click your right mouse button on top of the folder. A new menu 

appears. 
6. Click on Paste. 
7. The files will copy to the folder. You can double click it to be sure. 

 
Dragging 

1. Your files are highlighted on the right side of your window. 
2. Click and Hold on one of the files. 
3. Drag your mouse to the left side of your window and over the new 

folder you created. Let go. 
4. The files will copy to the folder. You can double click it to be sure. 
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Renaming the Pictures: 

1. Double click on your new folder. 

2. The files appear in the right side of your 
window. 

3. You can change the views of your 
window to make it easier to sort and 
rename your pictures. Click your right 
mouse button on the right side of your 
window. (See the pictures for examples.) 

4. Click on View. 

5. Click on Thumbnails. You’ll be able to 
see a sample of each picture. 

6. Click on the title or file name for the 
picture. Wait one or two seconds. Click 
again. The file name should be 
highlighted. Type in the name you want. 

7. Click on the next picture and repeat. 

 

Deleting the Pictures From the Diskette: 

1. Double click on the 3½ Floppy (A:). 

2. Click your mouse in the right side of 
your window. 

3. Press CTRL + A or click on Edit. Click on Select All. 

4. Press your Delete or Backspace key. 

5. You’ll get a message asking if you would really like to delete the files. Click Yes. 

 

If you need to select more than one file, to copy or move, 
use SHIFT or CTRL: 
 
Select consecutive files:  
Press and hold SHIFT with your left hand. 
Click on the first file. Click on the last file.  
All the files in between should be selected. Let go of SHIFT. 
 
Select non-consecutive files:  
Press and hold CTRL with your left hand.  
Click on each file you want to move. 
 
Select all the files: 
Click on one file.  
Press CTRL + A. 


