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TCD 
photocopies 
from Visual 

Services

Copy CD images to folder 
on desktop, labeled with 

instructor & course #

If 9 digits, Move 
tiff to Working 

Scans folder for 
editing

Enter appropriate information 
in as many other Slide Image 
Database fields as possible

Open local tiff 
in Photoshop

Do any needed editing 
(e.g., rotation, cropping, 

dust/scratch cleanup, color 
adjustment, sharpening)

Note all editing in 
Photoshop Notes field in 
Slide Image Database

NEXT CD
Locate CD in 

boxes

Find the first image 
matching the CD 

number written on the 
photocopy.  Rename 
file with  Accession # 

from photocopy

If CD Images 
folder is 
empty If CD Images 

folder is not 
empty

NEXT IMAGE

If not 9 digits, Move to 
Old Numbers folder for 
editing (create folder for 

the class if needed - 
check ImageStore)

When you complete a group of images, be sure to check the boxes for the tasks you've 
completed only, and then place them in the proper taskbox (see description).

File CD in 
filebox, in order 
by CD number


