Imaging Protocol for FSU’s Robert K. Godfrey Herbarium

Imaging Procedure

Last updated 4 May 2012

1. Turnon lights and allow them to warm up for at least 10 minutes.
2. Turn on camera and remove lens cap.

a. EOS-1Ds Mark Il will appear as below:
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3. Open Digital Photo Professional using the icon located on the desktop.
4. Ensure that folder highlighted blue is HDB Raw as depicted
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5. Ensure that the values in the EOS-1Ds Mark Il window are correct: M, 60, F11, K, 4200,
100, Raw (as shown above). If a value differs from this, click on the value and use the
arrows (circled in green below) to change the incorrect value to the correct value. Do not
worry about the “ONE SHOT” Number as it varies from time to time.
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6. Look through the folder to be imaged to ensure that all bar codes are in sequence; affix a
yellow post-it over out-of-sequence bar codes to alert you to change the bar code

sequence before shooting this specimen.
7. Click File and then Preferences on the EOS-1Ds Mark Il window. The following window

will appear:
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Basic settings | Destination Folder | File Mame | Download Images| Remate Shaoting | Linked < ¢ *

[ 5ave also on the camera's memory card

|:| Rotate image

Ok ] [ Cancel




8. Click on the tab Destination Folder (circled in blue below).

Preferences

Basic setkings Eestination Fuldég File Name | Download Images | Remate Shooting | Linked = 4 *

[J5save also on the camera's memary card

|:| Rokate image

File name when [Do not modify] is selected in the File name settings

File: Prefix

MG |
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Start | 68540 |
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9. Ensure that the Destination Folder is D:\Womble Pictures\HDB Raw as shown below.

Preferences

Easic settings | Destination Folder | File Mame | Download Images | Remate Shooting || Linked £ 4 #
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Download Images
Remote Shoating
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[ D:\womble Pictures\HDE Raw
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10. If this is not the save destination folder, click “Browse” and search for the folder name
HDB Raw so that is highlighted in blue as such:
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11. Click OKk.
12. Click on the File Name tab so the following appears:

Preferences

X
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Murber of Digits | a |
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Example:
IMG_000065945,xxx
(xxcac: File extension will be the same as the ariginal file name)

[ Ok ] ’ Cancel ]

13. Ensure the File Prefix is IMG and the Number of Digits is 9.
14. Type the barcode number of the specimen into the box next to Start.



15. The following are examples of barcode numbers entered correctly into the box next to
Start:

Preferences f'5_<|

Basic settings | Destination Folder| File Marne |Download Images | Remote Shooting | Linked 2 % *

|Prefi>< + Murniber v |
| MG |

Assign Sequence Mo,
Mumber of Digits | a |

Start | 555555 |

Example:
IMG_000555557, xxx
{00 file extension will be the same as the original file name)

[ oK ] [ Cancel

Barcode Number: 000555555
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Basic settings | Destination Folder| File Mame |Download Images | Remoke Shooking | Linked = 4 *
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| MG |

Assign Sequence Mo,
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IMG_000001990,:xx
(e file extension will be the same as the original file name)

[ OK. l [ Cancel

Barcode Number: 000001990

16. After entering the barcode number click Ok.
17. Take the first image by clicking on the “blue camera” icon in the lower right corner of the
EOS-1Ds Mark Il window.
a. Warning: Ensure that all text information is faces in the direction of the imaging
compulter.



18. Continue with the next specimen until you reach a specimen with a barcode that is not in
series.
a. [For sequences that are not in series click File, then Preferences in the EOS-1Ds
Mark Il window (See step 7).
b. Change the barcode number (See step 12). Repeat as necessary for each barcode
not in series as you image.
19. Warning: There are specimens that are like the following link displays:
http://herbarium.bio.fsu.edu/view-specimen.php?RecordID=3934
a. Inthe instance of finding a specimen like the following proceed in the following
manner:
i. Image the specimen before the specimen as displayed in the link (i.e.,
follow step 17).
ii. Place the specimen that is similar to the specimen image in the link
provided as normal in the imaging frame.
iii. On the camera lens, look for the following option circled in red in the
following image:

iv. Switch the option from “AF” to “MF” by sliding it up.
v. Proceed to take image as in step 17.
vi. After imaging switch the option from “MF” back to “AF” by sliding it
down.
20. Warning: There are specimens that are in folded pieces of paper.
Place the specimen in the imaging frame as normal
Unfold the pieces of paper so that the specimen is visible.
Use the weights placed by the camera to hold the fold pieces of paper down.
Take image of specimen as normal.
Remove the weights from specimen.
Refold the paper to its original folding.
The following links displays the procedure outlined in the steps above (i.e., steps
a-c): http://herbarium.bio.fsu.edu/view-specimen.php?RecordID=73590 ;
http://herbarium.bio.fsu.edu/view-specimen.php?RecordID=73576
21. Continue imaging specimens as in step 18.
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http://herbarium.bio.fsu.edu/view-specimen.php?RecordID=3934
http://herbarium.bio.fsu.edu/view-specimen.php?RecordID=73590
http://herbarium.bio.fsu.edu/view-specimen.php?RecordID=73576

Conversion Procedure

1. Close the EOS-1Ds Mark 11 window.
2. In Digital Photo Professional, click the Select All option (circled in red).

3. Click Rotate Left (circled in blue).
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4. Click Tools (circled green in the image above), then Start Trimming/Angle Adjustment

tool.
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6. Left click on the image (i.e., not black borders) to draw a square around the image.

a. The dimensions of the square are as follows:

i. X=0,Y =469, Width = 3270, Height = 3842.
ii. Note: These values can only be entered after an attempt to draw a square.

b. The following square was placed around the image as seen below:

1/42 D:\Womble Pictures\HDB Raw\IMG_000068537.CR2
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7. Click Copy and then click Apply All.
8. The following window will appear:
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9. Click Ok.
10. Click Ok again (as shown below circled in red):
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11. The window will disappear so that the following window is open:
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12. Click Batch process as indicated above (circled in green).
13. A window such as the following image will show up after you click Batch process:
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14. Ensure that the Save folder is D:\\Womble Pictures\HDB Tiff. If it is go to step 20.
15. If the save folder is not as listed above, click browse.
16. The following window will show up.
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17. Click on HD_D(D:) (circled in red)
18. After clicking on HD_D (D:) click on Womble Pictures as indicated below (circled in

blue).
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19. After clicking on Womble Pictures, click on HDB Tiff (circled in green) and then click
ok.
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20. Now that the save folder is D:\\Womble Pictures\HDB Tiff click “Execute” as indicated
below in red.
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21. A window like the following will appear:

Digital Photo Professional - [ 2 /42 ]

Processing file
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22. Note the numbers in the brackets. These numbers indicate how many images you have
taken (i.e., 42) and the number of images you have converted from the Raw format to the
Tiff format (i.e., 2 at this time).



23. When all of your images have been converted from the Raw to Tiff format the window as
pictured above in step 13 will look like the following:

i Digital Photo Professional - [ 42 / 42 ]

Processing file
Output File
Mormally processed: 42
Errar: o
[ close diglag when finished

24. Click exit.
25. Close Digital Photo Professional.
a. The following window will appear:

Digital Photo Professional

Image was edited. Do you wank to save?

IMG_000068537 . CR2

[ Yes ] [ Yes bo all ] [ Mo ][ Mo ko all ] [ Cancel

b. Click “Yes to all.”




26. Go to the desk top and click on the rename (RN) program so that the following window
appears:
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28. Double click on Womble Pictures.
29. Scroll to HDB Tiff and double click.



30. Change the filenames by:

a. checking Whole Name (circled red in image below)

b. Checking “Replace.”

c. Place “IMG_" in first box and nothing in the second box (circled blue in image
below)

d. “First change case to” lower case by clicking on the arrow and scrolling to “lower
case” (circled green in image below).

e. Then left click Start (circled yellow in image below).
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31. The following image displays that the filenames have been properly changed:

Lm 1-4a Rename ¥1.56.0 Superb Batch Renamer
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=0R stant 1-4a Rename with "/e

32. If the filenames are not correct repeat step 30 until the filenames look like the filenames in the
image above.
33. Close the Rename Program.



Processing Images

1. Right click the start menu and then left click Explore. The following window will appear:
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2. Repeat step 1 once more so that two windows that look like the image above are open.

3. Left click on the “minus sign” in both windows for Local Disk (C:) (circled in red in the
above image under step 1).

4. Left click on the “plus sign” in both windows for HD D (D:) (circled in blue in the image
below).
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Left click on Womble Pictures in both windows. The following image shows after left
clicking on Womble Pictures in one window:
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Ensure that both windows are as the image above shows.



7. The two windows should be open side by side as indicated in the image below:
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8. Inthe right window (circled in green above) double left click on HDB Tiff (circled in
black above).

9. In the left window (circled in red above) double left click on HDB Crop Tiff (circled in
blue above).

10. In the right window, left click the first image as the following window shows:
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11. Click “Shift” on the keyboard and use the arrow keys to highlight no more than 40
images.
a. The number of images highlighted is indicated in the lower left corner as the
following image shows:
Womble
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12. Left click and hold onto your highlighted images and drag them to the left window and
place on top of “Adjust Level Tiff” droplet as the following image shows:
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13. After placing the highlighted images on the “Adjust Level Tiff” droplet, Adobe
Photoshop CS5 will open.

a.
b.

Photoshop will automatically preform the action “Adjust Level Tiff.”

Photoshop will have finished performing the action after it reaches the last image
highlighted.

After Photoshop reaches the last image highlighted, left click on the two windows

from the start toolbar that were previously opened.
14. Highlight the remaining set of images (see step 11) in the right window (no more than 40
at a time) as the following image shows:
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15. Repeat step 12.

16. Repeat steps 12 to 14 as necessary.



17. After all Tiff images have been converted using the “Adjust Level Tiff” droplet, click on
the HDB Jpeg folder in the right window (circled in red) as indicated in the image below:
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18. The right window will look like the following image:
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19. Left click on the left window.
20. Repeat steps 10 and 11.

a. Note: now the window is the left window instead of the right as indicated in steps
10 and 11.

b. The corresponding image associated with Step 11 (a) is the following image:
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21. Repeat steps 12.
a. Note: Drag them to the right window and place on top of “Tiff to Jpeg” droplet as
the following image shows:
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b. Continue as necessary following steps 14, 15, and 16 until all tiff images have
been processed to jpegs.



22. Left click on the left window. Left click on HDB Thumb.
23. Proceed to follow steps 10 to 16 to convert the jpeg images to thumbnails.
a. Note: Drag them to the left window and place on top of “Jpeg to thumb” droplet
as the following image shows:
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Uploading Images to server

1. After completing steps 10 to 23 in Processing Images, left click on the icon “FileZilla”
on the desktop. The following window will appear:
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2. Left click on “File” circled in red in the image above.
3. Left Click on “Site manager...” so that the following image appears:
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4. Click “Connect” which is circled in blue in the above image.



5. Search for “Womble Pictures” on the left side of the window as indicated in the
following image (circled in green):
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6. Double left click on the “Womble Pictures” folder.




7. Double left click on the folder “HDB Crop Tiff” as the following image displays circled
in red:
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The following image shows after double left clicking on the folder “HDB Crop Tiff”:
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EUUUU?WIU.HF 37,720,548  TIF File 2{25/2012 4:51:28 PM ‘ i File Folder 2f24f2012 5:33... ¢
EDDDD?3?11.HF 37,721,736 TIF File 2/25/2012 4:51:29 PM 264  PHF File 5172006
5L 000074177 kF 37,721,068 TIF File 2/25/2012 4:51:31 PM
0000741756 37,720,468 TIF File 2/25/2012 4:51:32 PM
EDDDD?‘H?Q.HF 37,722,072 TIF File 2f25/2012 15134 P
< ) ' - |3 |z >
Selected 1 file, Tatal size: 37,721,912 bytes 1 file and 4 directories. Tokal size: 264 bytes
ServerfLocal file Direckion =~ Remate file Size | Priority Skatus
Queued files | Failed transfers Successful transfers
£ EE Queue: emply @9

Double left click on the folder “tiffs” in the right window of FileZilla as indicated in the
above image (circled in blue).



10. Use the Shift key to highlight no more than 40 images. (Refer to step 11 in the
Processing Images if necessary)
a. The number of images highlighted is indicated in the lower left corner (circled in
black) as the following image shows:

2 herbarium - herbftp@herbarium. bio.fsu.edu - FileZilla

File Edit Wwiew Transfer Serwer Bookmarks Help
i-FEere v ke EXTA
Hosk: I:I Username: | | Password: | | Port: | ” Quickconnect ]E]

Response: 150 Cpening BINARY mode data connection For 'fbinls', Y
Response: 226 Transfer complete, B
Skatus: Calculating timezone offset of server...
Cammand: MDTM 000003562, ki
Fesponse: 213 20120224223310
Status: Timezone offsets: Server: -18000 seconds, Local: -18000 seconds, Difference: 0 seconds, =
Status: Directary listing successful v
Local site: | Diwomble PicturesiHDE Crop TifFy w | Remate site: | fimages herbariumtiffs v
=) Warnble Pickures Al 3 i
[C3) Anderson 0 =) images
() Andrew =) herbarium
1L2) Gils Paw ipegs
|79 HOB Crop TiFF ' restricted
|) HOB Jpeg B thurnbniails
[C3) HDE Raw 129 tiffs
{71 HOB Thurnb e e
Filename Filesize | Filetype Last madified Filename Filesize = Filetype Last madified A~
f 00000001 . kf 32,254,636 TIF File 11/2fz0
000000002, kF 32,577,312 TIFFile 5172006
000000003, kF 32,571,824 TIF File 5172006
000000004, tiF 32,577,628 TIF File S/17/2006
000000005, ki 32,576,184 TIF File 51712006
b 000000006, kit 32,574,876 TIF File 51712006
000074359.kf 37,722,683 TIF File 2/25/2012 4:52:36 PM 000000007 . kF 32,575,568 TIF Fils 5172006
000074360.5F 37,720,100 TIF File 2/25/2012 $:52:37 PM v 32,577,552 TIF File 5172006 I

| ¥

00000005, LiF
\ i

<
|‘elected 40 File, Tokal size: 1,508,831,572 bytes 6642@3: 1,903,475,926,298 bytes

e

ServerLocal File Direction = Remote file

Queued files | Failed transfers Successful kransfers

£ EE Queue: emply

11. Left click and hold onto your highlighted images and drag the images to the right window
in FileZilla as indicated in the above image circled in green.




12. The images will then be uploaded onto the server. The following image displays what
will show after completing step 11:

Z herbarium, - herbftp@herbarium.bio.fsu.edu - FileZilla

File Edit Wwiew Transfer Serwer Bookmarks Help
=== &l = T ———
4 TP 2% & ¢ |5 & F n
Hosk: I:I Username: | | Password: | | Port: | ” Quickconnect ]E]
Command: STOR 000073708, tF A
Response: 150 Cpening BINARY mode data connection For '000073703. EF, b
Fesponse! 200 Type set to I,
Command: PASY
Fesponse: 227 Entering Passive Mode (128,1586,14,53,251,126)
Command: STOR 0000685813, HF =
Response: 150 Opening BINARY mode data connection For O00065813. 4, v
Local sike: | D:iwomble Pickures\HDE Crop TifF, + | Remote site: | fimagesherbarium/tiffs “
=) Warnble Pickures A2 |
[C3) Anderson =) images
() Andrew =) herbarium
1L2) Gils Paw ipegs
|79 HOB Crop TiFF ' restricted
|) HOB Jpeg B thurnbriails
[C3) HDE Raw 129 tiffs
{71 HDB Thumb M
Filename Filesize | Filetype Last madified = Filename Filesize = Filetype Last madified A~
=3 3
EUUUUUUUUI.HF 32,254,636 TIF File 11/2{2006
__DDDDDDDD2.tiF 32,577,312 TIFFile 5172006
. |000000003. 32,571,824 TIF File 5117} 2006
/000000004, tF 32,577,625 TIF File 5/17/2006
"5 /00000000s. 32,576,184 TIF File 5/17/2006
I TIF File EDDDDDDDDS.HF 32,574,876 TIF File 51712006
000074359.kf 37,722,683 TIF File 2/25/2012 4:52:36 PM EDDDDDDDD?.HF 32,575,568 TIF Fils 5172006
__DDDD?436D.tiF 37,720,100 TIF File 2/25/2012 $:52:37 PM v EDDDDDDDDS.HF 32,577,552 TIF File 5172006 I
4 ) : - T " B o 3
Selecked 40 files. Tokal size: 1,508,831,572 bytes 66425 files, Taotal size: 1,903,475,926, 298 bytes
ServerLocal File Direction = Remote file Size | Priority Status b
L herbftp@herbarium.bio.fsu.edu B
|:' D:\womble Pictures\HDE Cra... > fimages/herbariurm,tiffs/000065513. tif 37,721,912 Maormal Transferring
00:00:02 elapsed — 00:00:01 left  [IOOICER 37,721,212 hytes (28,1 MB/s)
|:' D:\Womble Pickures\HDE Cra... == fimages/herbarium/LiFf /000073708, tif 37,720,084  Mormal Transferring
L7 elapsed 00:00:02 left 36,831,232 bykes (27,3 MBfs) v
Queued files {40)) Failzd transfers Successful kransfers
£ EE Queus: 1.5 GiE L X

a. Note: The lower left corner says “Queued files” (circled in red in the above
image). This number should read 40 since the amount of images being uploaded
to the server is 40 images.

b. Note: Also in the lower left corner is a tab that says “Successful transfers” circled
in blue in the above image.



The following image displays that 147 images have been successfully uploaded
onto the server circled in green and that there are 13 more images to be uploaded
to the server (i.e., Queued files) circled in red:

z herbarium - herbftp@herbarium. bio.fsu.edu - FileZilla

File Edit View Transfer Server Bookmarks Help
i-|FEer e & BTN
Host: |:| Userniame: l:l Password: | | Part: | ” Quickconnect ]E]
Response: 226 Transfer complete, ~
Skakus: File transfer successful, transferred 37,720,340 bytes in 7 seconds B
Stakus: Starting upload of D:i\Womble Pictures\HDE Crop TiFF00007 4992, HF
Command: PASY
Response: ZZ7 Entering Passive Mode (128, 186,14,53,221, 186)
Command: STOR 000074992 kif |
Respanse: 150 Opening BIMARY made data connection far ‘000074992 kF hd
Local site: | C:iWomble Pictures\HDE Crop TifFy + | Remote site: | fimages herbatium/tiffs v
(=) wamble Pictures AllE@E!
IC5) Andersan B = images
{22 Andrew =1+ herbarium
125 ils Raw ipegs
| HDE Crop Tiff restricted
{C) HDB Jpeq - 17 thumbnails
[C3) HOB Raw 1= tiffs
{71 HDE Thumb b
Filename Filesize  Filetype Last modified i~ Filename # Filesize  Filetype Last modified 7
B a. =
= 000000001 tF 32,254,636  TIF File 11/2j20086
&/ 000000002 F 32,577,312 TIF File /1712006
5. 000000003 L 32,571,824 TIF File 51712006
. 000000004, 4F 32,577,628 TIF File 5/17/2006
5. 000000005, LF 32,576,184 TIF File 5{17/2006
./ 000000008 32,574,576 TIF File /1712006
~ | "= oooooooo i 32,575,565  TIF File /1712006
v . 000000008 L 32,577,552 TIF File 51712006 v
< | ¥ < | >
Selecked 40 files, Total size: 1,508,851,096 bytes 66572 files, Total size: 1,909,020,925,366 bytes
Server/Local file Direction  Remote File Size | Priority Skakus A
i herbftp@herbariurn, bio,Fsu,edu =
D:iWomble Pictures\HDE Cro...  --=3> limagesherbariurn/tiffs /000074991 kiF 37,720,092 Mormal Transferring
00:00:08 elapsed  00:00:02 left OGO | 35,548,192 bytes (20,5 ME/s)
|:| D:\womble PFicturesiHDE Cro. .. E) fimagesherbariurntiffs (000074992  tif 37,720,528 Mormal Transferring
00:00:03 elapsed  00:00:02 left  (INMNEEIGANEN | 33,226,752 bytes (24.5 MBs) A7
ueued files {1 Failed transfers ccessful transfers (147
£ B Queue: 467.7 MIB @0




13. After uploading the amount of tiff images to be uploaded onto the server, scroll to the top
on the left side of the screen to double left click on the folder as the following image
shows:

iz herbarium - herbftp@herbarium.bio.fsu.edu - FileZilla

File Edit Wiew Transfer Server Bookmarks Help
4 - |; _|t|£| SdBKY EHN TN
Host: I:l Usernanne: | | Password: | | Port: | | I Quickconnect ]E]
Fesponse: 200 Type set to I ~
Command: PASY B
Fesponse: 227 Entering Passive Mode (128,186,14,53,255,6)
Command: LIST
Response: 150 Cpening BINARY mode data connection For 'fbinls',
Fesponse: 226 Transfer complete. -
Skakus: Directary listing successful hat
Local site: | [:\Wamble Pictures\HDE Crop TifF, + | Remote site; | fimagesherbarium/tiffs w
=-{3) Womble Pictures A~ B!
I Andersan =3 images
1) Andrew =7 herbarium
15) Gils Puaw ' ipeas
{2) HDE Crop Tiff 1'% restricted
{C3) HDB Jpeg T 7% thurmbnails
[C3) HOB Raw I tiffs
{71 HDB Thurb v
name Filesize = Filetvpe Last modified b Filename 7 Filesize = Filetype Last modified 5
= =
0065813, kF 37,721,912 TIF File 2/25/2012 4:51:22 PM EDDDDDDDDI.HF 32,254,636 TIF File 11/2f2006
0000737056 37,720,054 TIF File 225/2012 4:51:24 PM -_-DDDDDDDDZ.tiF 32,577,312 TIF File 51712006
EDDDD?S?DQ.HF 37,719,244 TIF File ZI25{2012 4:51:26 PM EDDDDDDDDS.HF 32,571,824 TIFFile 51712006
EUUUU?WIU.UF 37,720,548  TIF File 2{25/2012 4:51:28 PM EUUUUUUUU‘LHF 32,577,628 TIFFile 517 /2006
EDDDD?3?11.tiF 37,721,736 TIF File 2/25/2012 4:51:29 PM EDDDDDDDDS.HF 32,576,184 TIF File 5172006
EDDDD?‘H??.UF 37,721,068 TIF File 2/25/2012 4:51:31 PM EDDDDDDDDS.HF 32,574,876 TIF File 5/17/2006
& 000074178 f 37,720,468 TIF File 2/25/2012 4:51:32 PM -_-DDDDDDDD?.tiF 32,575,568 TIF File 51712006
EDDDD?‘H?Q.HF 37,722,072 TIF File 2f25/2012 15134 P EDDDDDDDDB.HF 32,577,552 TIF File 51712006 v
< ) ' - ] i B - ¥
154 files. Total size: 6,866,457, 416 bytes 66607 files, Total size: 1,910,341,158, 006 bytes
ServerfLocal file Direckion =~ Remate file Size | Priority Skatus
Queued files Failed transfers Successful transfers (1582)
£ EE Queue: emply @9




14. The following image should appear:

iz herbarium - herbftp@herbarium.bio.fsu.edu - FileZilla

File Edit Wiew Transfer Server Bookmarks Help

- |[FEer BV R&y E/XTN

Host: I:l Usernanne: | | Password: | | Port: | | I Quickconnect ]E]
Fesponse: 200 Type set to I ~
Command: PASY B
Fesponse: 227 Entering Passive Mode (128,186,14,53,255,6)
Command: LIST
Response: 150 Cpening BINARY mode data connection For 'fbinls',
Fesponse: 226 Transfer complete. -
Skakus: Directary listing successful hat
Local site: | [:\Wamble Pictures), + | Remote site; | fimagesherbarium/tiffs w
=) Womble Pictures A~ B!
I Andersan = images
{3 Andrevs [=-1C3) herbarium
03 Gils Reaw jneas
|5 HOB Crap TiFF ¥ restricted
{C3) HDB Jpeg T 7% thurmbnails
[C3) HOB Raw I tiffs
{7 HDE Thurmb b’

Filename  # Filesize | Filetype Last maodified Filename Filesize | Filetype Last maodified 5
= N (=D T
[ anderson File Folder ZiEEIZ011 12:33: 1., S 00000001 ki 32,254,636  TIF File 11422006
[ andrew File Folder 12/1}2011 3:42:15 PM 000000002, 32,577,312 TIF File 5/17/2006
(il Raw File Folder Sf2/2011 3:52:33 PM 'on| 000000003, Lif 32,571,824 TIFFile 51712006
[C3HDE Crop TiFF File Falder 2{25/2012 4:56:28 PM EUUUUUUUU‘}.HF 32,577,628 TIFFile 517 /2006
[C3IHDE Jpeg File Falder 2/25/2012 5:10:46 PM 5./ 000000005, kF 32,576,184 TIF File 5117}2006
[C)HDE Raw File Folder 2/75/2012 3:39:47 PM .| 000000006, LiF 32,574,876 TIF File 5117/2006
EHDB Thumb File Folder 225/2012 5:14:55 PM & 000000007 . kif 32,575,568 TIF File 51712006
[ HDE TiFF File Folder Z125{2012 4:50:48 PM 'on| 000000008, Lif 32,577,552 TIF File 51712006 v
[ Jose File Folder 2{N2012 104408 .., &l : = T s
9 directories 66607 files, Total size: 1,910,341,158, 006 bytes

ServerfLocal file Direckion =~ Remate file Size | Priority Skatus

Queued files Failed transfers Successful transfers (1582)

£ EE Queue: emply @9

15. Double left click on the folder on the right screen, circled in blue in the above image.



16. The following image shows after double left clicking on the right side of the screen:

iz herbarium - herbftp@herbarium.bio.fsu.edu - FileZilla
File Edit Wiew Transfer Server Bookmarks Help

- [FEeFesnxgaadrn

Host: I:l Usernanne: | | Password: | | Port: | ” Quickconnect ]E]
Fesponse: 200 Type set to I
Command: PASY
Fesponse: 227 Entering Passive Mode (128,186,14,53,255,6)
Command: LIST
Response: 150 Cpening BINARY mode data connection For 'fbinls',
Fesponse: 226 Transfer complete.
Skakus: Directary listing successful

Local site: | [:\Wamble Pictures),

Remate site: | fimages/herbarium

=25 Womble Pickures =i
I Andersan =P images
{3 Andrevs [=-1C3) herbarium
03 Gils Reaw [ ipeas
|5 HOB Crap TiFF 1'% restricted
{C3) HDB Jpeg 1) thumbnais
|5) HOB Reaw |25 tiFfs
{7 HDE Thurmb
Filename ¢ Filesize = Filetvpe Last modified Filename 7 Filesize = Filetype Last modified
= =
5 Anderson File Folder FI2E/Z011 12:33:1... qﬁjpegs File Folder Zl24)z012 238, 1
125 andrew File Falder 12/1/2011 5:42:15 PM Bﬁ%d File Folder 2lz4fz012 544,
) Gils Reaw File Falder glzf2011 3:52:33 PM 1 File Folder 2lz4f2012 549,
[CSIHDE Crop TiFF File Falder 2/25/2012 4,56:28 PM —JEirrs File Folder 2lzef2012 600, ¢
CQHDE Jpeg) File Folder 2/25(2012 5:10:46 PM [Eindex.pho 264  PHP File 5/17/2006 ]
| [C3)HOE Raw File Falder 2/75/2012 3:39:47 PM
CLHDE Thumf 2 File Falder 212512012 5:14:55 PM
[ HDE TifF File Folder Z125{2012 4:50:48 PM
I5) Jnse File Falder 20912012 10:44:08 .., <
9 directories 1 file and 4 directories. Tokal size: 264 bytes
ServerfLocal file Direckion =~ Remate file Size | Priority Skatus

Queued files Failed transfers Successful transfers (1582)

£ EE Queue: emply @9

17. Double left click on the “HDB Jpeg” folder on the left side of the screen (circled in green

in the above image).

18. Double left click on the folder “jpegs” on the right side of the screen (circled in red in the

above image.

19. Repeat steps 10 and 11 until all jpegs have successfully been uploaded to the server.

20. Repeat steps 13, 15 except double left click on the “HDB Thumb” folder on the left side
of the screen (circled in blue in the image above) and then double left click on the folder
“thumbnails” on the right side of the screen (circled in black in the above image).

21. Repeat steps 10 and 11 until all thumbnails have successfully been uploaded to the

Server.




22. Repeat steps 14 and 15. The following image shows what the screen will look like after
repeating steps 14 and 15:

Z herbarium, - herbftp@herbarium.bio.fsu.edu - FileZilla

File Edit Wiew TransferCServer) Bookmarks Help
=l @&l = - == TR
N E SRR AR
Hosk: I:I Username: | | Password: | | Port: | | I Quickconnect ]E]
Skatus: Disconnected From server A
Skatus: Retrieving directory listing. .. 0
Command: coup
Fesponse: 250 CWD cammand successful,
Command: P
Fesponse: 257 "fimagesfherbarium" is current directory, 3
Status: Directary listing successful v
Local site: | Diomble Pictures), w | Remate site: | fimages/herbarium v
-5 Womble Pickures AllE@!
[C3) Anderson =) images
() Andrew =) herbarium
1L2) Gils Praw 107 ipeas
{5 HOB Crop TiFF ' restricted
|) HOB Jpeg 0 15 thurmbnails
|2) HOB Raw I3 tiffs
{71 HOB Thumb v
ilename £ Filesize | Filetype Last madified Filename Filesize = Filetype Last madified
(=. ..
nderson File Falder Alzafzoll 12331, Clipegs File Folder 2/24/2012 538, ¢«
122 Andrew File Falder 12/1/2011 3:42:15 PM ) restricted File Folder 2/z4/20125:44... ¢
[ Gils Reaw File Falder 8/Z[2011 3:52:33 PM (Cthumnbnails File: Folder 2/Z4/20125:49...
[COJHDE Crop TifF File Folder 21252012 4:56:25 PM [C)tifFs File Folder Zl25fz01Z 6:00..,
[CSIHDE Jpeg File Falder 2lZ5/2012 5 10:46 PM index.php 264  PHF File 5/17/2006
[CHHDE Raw File Falder 225(2012 3:39:47 PM
[CIHDE Thumb File Falder 2/25/2012 5:14:55 PM
[C3)HDE TiFF File Folder 2/75/2012 4:50:45 PM
15 Jose File Folder 292012 10:44:05 ... < 5
9 directories 1 file and 4 directories. Tokal size: 264 bytes
ServerLocal File Direction = Remote file Size | Priority Status
Queued files Failed transfers Successful kransfers (S46)
#'EE Cueue: emphy CE ]

23. Double left click the folder on the left side of the screen again (circled in green in the
image above).

24. Left click “Server” (circled in red in the above image).

25. Left click “Disconnect.”

26. Exit the FileZilla program.



27. Proceed to the windows open (i.e., HDB Thumb and HDB Jpeg).
28. Highlight all images in HDB Thumb as the following image shows:

@% D:\Womble Pictures\HDB Thumb

File Edit view Favorites Tools  Help z’

@ Back - J l.@ p Search v Ll Folder Sync

Address |@ D:\womble PicturesiHDE Thumb

[)E‘_ Folders

b Go

Folders
@ Desktop
@ Iy Docurments
= :i My Computer
& 314 Floppy (A}
e Local Disk (C:)
= e HD_D (D)
I3) DownLoad
B ) womnble Pictures
I3 Anderson
I3 Andrew
1) Gils Raw hurmbnail. jpg
[C2) HOB Crop TifF I'uurrutnna!l.?pg
I3 HOB Jpeg : |'I|Jr|'||:|r|a!|,:!|:u;|
IC3) HOB Raw a-thumbinail.ipg
[ HDEB Thumb
[0 HDE TiFF
123 Jose
2 DVD-RAM Drive (E:)
“e My Book 2TE (F:)
5 herbarium on 'B1I0-LAB4 Samba S
[} Cortral Panel
‘ﬂ My Nebwark Places
# Recyde Ein

S-thurmbnail.jpg
thumbnail.jpg

humbnail.jpg
humbnail.jpg
hurmbnail.jpg thumbnail.jpg

< ¥
65 objects selected 2.15 MB d Iy Computer

29. Hit Delete on the keyboard.

30. Confirm Multiple File Delete by left clicking yes.

31. Repeat steps 28 to 29 for the HDB Jpeg window.

32. Navigate to HDB Crop Tiff by left clicking on the folder HDB Crop Tiff in the left
window.

33. Repeat steps 28 to 29.

34. Navigate to HDB Raw in the right window by left clicking on the folder HDB Raw.

35. Repeat steps 28 to 29.

36. Navigate to HDB Tiff in the right window by left clicking on the folder HDB Tiff.



37. Left click in left window on “My Book USB 3 (G:)” (circled in green in the following

image):

File  Edit  Wiew

@Back < J

Favorites  Tools

l.‘ﬁ: ;\J Search

Help

FET_ Falders v Ll Falder Sync

H=1E3
aw

Address |w o,

V|Go

Folders

@ Desktop
My Documents
= i My Computer
_ﬁ 314 Floppy (A2
e Local Disk (C:)
E=Y D D (D
[5) DownLoad
= 23 Womble Pictures
[ anderson
£ Andrew
C5) ils Raw
[C5) HOB Crop TiFE
[C3) HOB Jpeq
[C5) HOB Raw
[£5) HOB Thumb
[C5) HDE TiFF
EJ Jose
2h DVD-RAM Drive (E:)
“g My Book 2TE (F:)
22 herbariumn on 'BIO-LAB4 Samb
O contral Panel B
|28 EOS-1Ds Mark 11
\3 My Network Places
< |

W

>

£

fan —\

’J DownLoad
|

—

’J ‘womnble Pictures
|

= Wa_FTP.LOG EEE- zZF5U_000044203, TIF
= Text Docurnent & | | 3328 x 4992
= | 1rB O TIFFile

4 objects (Disk free space; 733 GB)

47.5 MB '§ My Computer




38. Double left click on the folder “Herbarium Server TIFFS” (circled in red in the following
image):

Favarites

l.‘ﬁ: ;\J Search

File  Edit  Wiew

@Back < J

Tools  Help

FET_ Falders v Ll Falder Sync

e
[z

Address |w =}

V|Go

Folders

@ Deskkop

My Documents

B i My Computer
_% 314 Floppy (A2
e Local Disk {C:)
e HD_D(D:)
s DWD-RAM Drive (E1)
S My Book ZTE (F:)

IC3) Hard Drive Info
IC5) Herbarium Server TIFFs
Z# herbarium on 'BIO-LAB4 Samba =
G‘ Contral Panel
(8 EQS-1Ds Mark 1T
‘:g My Network Places
_ibl Recycle Bin

< | >

’:J Hard Drive Info
|

o

Herbarium Server TIFFs

2 objects (Disk free space; 751 GB)

0 bytes

:a My Computer




39. Highlight all the tiff images in the right window by pressing “Ctrl+A” as the following
image shows:

@ D:\Womble Pictures\HDB Tiff

File Edit ‘Wiew Favorites Tools  Help ﬂF
e Back = -\_"l lﬁ; p Search ‘EC‘ Folders " S _'l Falder Sync
Address |3 Diwamble PicturestHDB TiF v B
Folders x & i

@ Desktop

My Documents
= 5& My Computer
,% 314 Floppy (A5
S Local Disk (C)
=) S HD_D (D)
I2) DownLoad
= ICT) womble Pictures
[ Anderson
) Andrew
[25) Gils Raw
[C2) HDB Crop Tiff
[C2) HDE Jpeq
[y HDE Raw
[C2) HDBE Thumb
(23 HOE TiFF
E] Jose
L DYD-RAM Drive (E:)
S My Book 2TE (F:)
2 herbarium on 'BI0-LAB4 Samba 5
G" Control Panel
‘ﬂ My Metwork Places
2 Recyde Bin

< >
6 objects selected 2,39 GE j Iy Camputer




40.

41.

42.

43.
44,
45,
46.
47.
48.

Double left click on the folder “Herbarium Server TIFFs” in the left window so that the
following image appears:

8% G:\Herbarium Server TIFFs

File Edit ‘iew Favorites Tools  Help

lD My Documents
= j Ty Compiter
5 314 Floppy (A2
“a Local Disk (C:)
e HD_D(D:)
i DWD-RAM Drive (E:)
“a My Book ZTE (F:)
[= = My Book USE 3 (5:)
|2) Hard Crive Info
) Herbarium Server TIFFs
Z# herbarium on 'BIO-LAB4 Samba =
[} Contral Panel
|18 E0S-1Ds Mark 11
‘3 My Network Places
2 Recycle Bin

Barcodes 32529-40421 Barcodes 40422-51848

Barcodes 51849-56487

Barcodes S6489-59560

Barcodes 59561-63127

Barcodes 63125-66961

Barcodes 70016-73770

Barcodes 66962-70015

Barcodes 77066-79290

Barcodes 73771-77065

Barcodes 52001-85000

Barcodes 79291-52000

Barcodes 85001-88000 Barcodes 85001-20000

bbb
bbb

< >

‘ - ) ) |
[9 Back. o ? 7 Search b= Faolders E\ 2| Folder Sync
Address |[3) Gr\Herbarium Server TIFFs i
Faolders £
@. Desktop Barcodes 29497-32525

16 objects (Disk free space; 751 GE) 0 bytes j MMy Computer

Drag all the highlighted tiff images to the left and place them in their respective folder
(based upon barcode number) in Herbarium Server TIFFs.

a. Note: Refer to step 12 in Processing Images if necessary.

b. Note: If the barcode images being dragged to the external hard drive are in the
barcode range 73771-77065, place tiff images only into the folder labeled
“Barcodes 73771-77065.”

I. Note: The same will follow for all other barcode images with varying
barcode ranges.
After all highlighted images have successfully copied to “My Book USB 3 (G:)” in their
respective folders, left click on the right window and hit delete on the keyboard.
Close both windows and Adobe Photo Shop.
Left click on the Recycle Bin in the lower right corner of the desktop.
Left click “Empty the Recycle Bin” and left click yes to “Confirm Multiple File Delete.”
Close the Recycle Bin.
Turn off lights, camera, and computer/speakers/computer monitor.
Replace lens cap back onto camera.

Protocol written by: Andrew Martin, Tim Andrus, and Austin Mast




