💻 PC Backup & Organisation checklist 💻
✅ 1. Set up a dedicated "Photo Hub" folder
• Instructions:
Create a central location on your PC where all photos are stored. Call it Family Photos and create subfolders within this folder using a consistent naming system.
Example: 05-2024 Spain Holiday
This will help keep your photos organized and easy to find.
✅ 2. Delete and organise
• Instructions:
Go through each folder, delete any unnecessary photos, rotate them, and remove duplicates. This will help you keep your collection clean and clutter-free.
✅ 3. Use metadata & tags to organise photos
• Instructions:
Right-click on your photos > Properties > Details tab > Add tags, date, and descriptions to photos. This makes it easier to search for specific images later.
✅ 4. Backup photos to external hard drive
• Instructions:
Plug in your external hard drive, and copy all your organized photo folders into it for a backup. This ensures you have a second copy of your photos in case your PC fails.
✅ 5. Set up cloud backup (Google Drive, OneDrive, etc.)
• Instructions:
Choose a cloud provider (Google Drive, OneDrive, etc.) and set up automatic backups for your photo folders.
· Google Drive: Install Backup and Sync for Google Photos to automatically back up your photos, or copy them over every few months.
· OneDrive: Ensure OneDrive is synced with your Pictures folder so everything gets backed up to the cloud automatically.
✅ 6. Regularly clean up unnecessary photos
• Instructions:
Go through your photos every few months to delete duplicates, blurry photos, or images you no longer need. Use tools like Duplicate Cleaner to help find duplicate photos quickly.
✅ 7. Keep 3 backup copies of your photos
• Instructions:
· 1st backup: Store photos on your PC.
· 2nd backup: Copy your photos to an External Hard Drive.
· 3rd cackup: Upload them to a Cloud Storage Service (e.g., Google Drive, OneDrive, Dropbox).
Make sure each copy is in a different location to protect against data loss.


🚨 Remember 🚨
• Backup everything, don’t rely on one location:
Having one copy of your photos is risky. Always aim for at least two backups—one physical (external drive) and one cloud-based.
• External drives fail too:
External hard drives are more reliable than USB drives, but they can still fail, so don’t skip cloud backups.

