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•	 open your sd card folder on the desktop
•	 click and drag all files into a folder tiiled 

with the event and date on your desktop
•	 then drag your folder into bridge to rename

•	 go through all of your photos and color code 
the usable photos green using Command 8

•	 on the left hand side choose select the green 
label and press command a to select them all

•	 Then select “tool” in the top bar and select 
Batch rename

•	 Batch rename your 
photos and save 

•	 edit/color correct 
photos

•	 After accessing the server, create 
a new folder titled with your name 
under the designated event

•	 drag the renamed photos from the 
desktop into that folder

1. click command k 
2. type in 
“afp://10.7.11.22”
3. Select the 
server you want 
“Yearbook” or 
“photo”

upload photos 
within 2 days 
of taking them

upload photos 
within 2 days 
of taking them

using photosusing photos
•	 Right click and copy the photo you want to use 

(do not remove photo from original location
•	 paste the photo you are using into the spread 

folder

save the original 
folder with all of 
your photos, from 
the desktop, into 
your personal folder 
on the server


