PIMA COUNTY REGIONAL FLOOD CONTROL DISTRICT
ADMINISTRATIVE PROCEDURE

POLICY NO.: Administrative Procedure, ADM-212 EFFECTIVE DATE: June 7, 2007
POLICY: A procedure for the processing of digital photographs.

PURPOSE: An internal procedure for documenting and cataloging digital photographs. The
purpose of digital photograph cataloging is to properly manage the multitude of photographs being
taken, which consume significant amounts of storage space on the network. Additionally, it is
important to consistently name and document photographs for future use.

PROCEDURE:

A. Processing Digital Photos for Complaints and Permits:

1. Download the photos to I/Data/FPM-division/DCs or FPUP/07/Temp Photos/your name

2. Separate photos into individual folders, labeled with DC or FPUP Number (hereafter, file
number). Use these folders to process the photos. Delete duplicate or unnecessary
photos at this time. Rename/convert files in Irfan (see Section C). When naming the
files, use the following naming convention—(year-file #-numerical order (##)). Photo
number shall be a 2-digit number (01, 02, 03.....10.....etc.). Example: 07-001-01.jpg

3. Create thumbnail contact sheet in Irfan (see Section D). If there are only a few photos,
skip this step.

4. Convert contact sheet (or individual photos, if only a few) into a pdf (see Section E).
Add necessary commentary to pdf contact sheet/photos (i.e., direction photo was taken,
flow arrows, site specific information, etc.) Name the final pdf the following: Photos-
year_month_day-last name of photographer. Example: Photos-2007_01_15-smith.pdf

5. When photo processing is complete, transfer contents of temporary folder to appropriate
file folder on the I:\drive (I/Data/FPM-division/DCs or FPUP/Q7/file #).

6. When the drainage complaint is logged out (i.e., no action, AVAP, achieved compliance),
administrative support shall merge the photos with other scanned information and
transfer them to the county-wide network for viewing through Mapguide.

Requirements for photo cataloguing DC’s in PDF format based on enforcement action:

1. No Action, non-regulatory — if a site visit was made and photos taken, delete all photos
2. No Action, other — Contact Sheet Only
3. NOC/NOV - Contact sheet and photos pertinent to the enforcement action

C. Batch Conversion of Photos in Irfan:

1. Open Irfan.

2. Go to File/Batch Conversion Rename. A window will open-up as shown in exhibit A. In
the “Batch Conversion” window, adjust settings to match exhibit A. For the first time
using Irfan, go to “Set advanced options” and adjust settings as shown in exhibit B.

3. Inthe “look in” pull down menu, locate the folder containing the photos. Select all
photos (ctrl+A). Drag the photos to the window on the left. View sequence of photos
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prior to beginning the conversion/rename, if the photos are out of order, reorganize into
correct sequence. Use the naming convention outlined in Section A.2. Click on “start”.
Irfan will reduce the size of the photos and rename each photo sequentially (01, 02,
03,....)

Depending upon the directory where the converted files were saved (“output directory”
box), the photos may need to be transferred to the working folder on the I:\ drive. Delete
the pre-conversion photos.

D. Creating a Contact Sheet in Irfan:

1.

2.

3.

For first time use, ensure settings are correct. Open Irfan. Go to
File/Thumbnails/Options/set thumbnail options... Adjust settings as shown in exhibit C.
To create a contact sheet: Go to File/Thumbnails, select the folder containing photos.
Select all photos (ctrl+A). Select File/create contact sheet from thumbnails.

A “create contact sheet” window will open. Ensure settings are as shown in exhibit D; a
contact sheet with four photos per page will be created. Save contact sheet to working
folder on the I:\ drive.

E. Creating Adobe Acrobat PDF:

1.

Go to working file on I:\drive. Select files for final archiving (individual photos and/or
contact sheet). Right click mouse and select “combine in adobe acrobat...”. Ensure the
sequence of photos/contact sheets is correct. Select “ok”. A PDF file will be created.
Save the PDF file to the working file on the I:\drive and name in accordance with Section
A4
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[~Batch rename settings:———
Setrename options | Mame paltemn: |2Uﬂ7-07-057-ﬂﬂ

Mo file Ioaded {use File->Open menu)

= Officeview Pro l Inbox - Micrasoft... | __) DC procedures i '] Pima County Map... ] ) 010-Condttions - ... [ 9] Document1 - Micr... ! [#] DC Phato SOP.da... ' H IrfanView P B« I_E NS 4usem

qf—=5tarti |



MTrevino
Text Box
Exhibit A


Exhibit B
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] i I~ Contrast: i (127 - 127)
7 —{" Sel new size as percentage of original: ~ ; it et
sl ]—-‘-‘ . Height: I——== 5 Gamma correction: ! (0.01 - 699
' I~ Saturation 1 (255 - 255)
= : .
[ b i—“ Preserve aspect ratu? [propmrtlnna!]‘ L e (255 - 256)
- ¥ Use Resample function [better quality) _ 1
— | I Don"enlarge smaller images I Color balance - G: | [-255 - 255
S R e R AT Set DPl value: ]?- ™ Color balance - B: ]—“- [REENEh ]
— CH&MGE COLOR DEPTH: — MISCELLANEQUS:
€ 16,7 Millon colors [24 BPP) I~ Canvas size __ Gettings
Preview image W Previe {256 Colors (8 EFP) [~ Add overlay test Setfings
{~ 16 Colors [4 EFP) ™ Overvite existing files
" 2 Colors (black Awhite] [T BEP) I~ Delete original files after conversion
0% [0 st ohlors Fﬂ=z 2 - 256) I Create subdirectories in destination folder

I Save files with original date/time
V¥ Apply changes to all pages (if TIF saving)

¥ [l:e Floyd-Steinberg dithering

Load settings l Save settings 0K Cancel



MTrevino
Text Box
Exhibit B


ﬁnﬁa loaded (use File->Open menu)

ﬂ[‘Stertl | == OfficeView Pro

Exhibit C

25 Floppy ()

# =3 Local Disk (C2)

! %) DVD-RW Drive (D:)
() Fed an ‘sppimafs1’ (I:)
=) Floodplaing on 'sppima
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Thumbnail options

Thumbnail quality:

W Use Resample instead of Resize for cieating thumbnails
[slower, but better quality)

- Thumbnail size;

(T - | Fiscls

I~ Suetch small images ta thumbnail size

Thumbnal display:
I Paint thumbrai borders

Thumbnai background color: Choosa
Window background color: Choose !

¥ Warming if not True Color display

Thumbnal MRUDs:
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Clear MRUDs {most recently used directories)

Misc.:
I Show common shel folders (Deskiop, My Pictures )
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Exhibit D
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Create Contact Sheet

— Sheet dimensions:
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Sheet color: |
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{™ Create first page only
(™ Print all pages
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