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File renaming
Good digital asset management strategy starts 
with having unique, meaningful filenames. For 
creative professionals — who can easily produce 
huge volumes of media in a relatively short time 
— this is particularly important.

When an image collection grows past a thou-
sand files it is easy to have filename problems, 
such as having two images with the same name. 

Most digital cameras have a sequential photo 
numbering option. With this option on, every image 
will have a unique filename, such as DSC0211.jpg, 
DSC0212.jpg, DSC0213.jpg, etc.

Sequential numbers allow you to move files 
around easily without having to rename them to 
avoid duplication of filenames. Sequential numbers 
are also useful when you must find other photos 
that were taken at the same time or in the same 
place.  However, sequential numbering is only part 
of the solution to a good filename. 

Filenaming  conventions
A valuable filename also includes additional infor-
mation such as date, author, client name, project 
name or subject of a photo shoot. It also might 
contain business-related information such as prod-
uct or part numbers (see figure below). 

Standardizing on a particular filenaming con-
vention offers several advantages for photo man-
agement workflows:

• It is difficult to create two files with the same 

filename. This makes them easier to identify 
and reduces problems with duplication. 

• If you always include a standardized date in 
the filename, such as the Capture Date, you 
can easily locate a file. 

• With sequentially numbered files, a folder 
of images on your desktop is automatically 
sorted into chronological order. 

• Workgroups use the same conventions, there-
by promoting consistency across the organi-
zation and facilitating file retrieval.

• By looking at just the filename, you will know 
a lot about the image (i.e. date created, person 
who took the image, subject or client, and the 
order in which it was created). 

• If you decide to switch image management 
applications, or are running several database 
applications, important metadata can be 
derived from the filename.
Your filenaming convention should be spe-

cific to your business and archiving needs. For a 
large catalog of stock  images, you could use the 
Dewey Decimal or U.S. Library of Congress system 
to identify the subject of the photographs. 

The key is to integrate the naming system into 
your workflow so that every file is named properly 
before it ends up in an archive.

Ultimately, if you create specific guidelines for 
filenaming and stick to them, you and everyone 
you work with will be able to easily identify, locate 
and share those files. 
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Filename examples Name components

lexus_newsletter_0904_001.tif Client name, project, publication date and sequential numbering

wegatv_KDF42WE655_012.jpg Product name, product ID and sequential numbering

hourmedia_040623_066.pdf Client name, 6-digit date (YYMMDD) and sequential numbering

hollywood_040721_0457.jpg Subject, 6-digit date (YYMMDD), slide ID (for scanned images)

smith_jones_040721_sb_0215.jpg Bride, groom, 6-digit date (YYMMDD), creator’s initials, sequential numbering

job314_040727_0013.jpg Job number, 6-digit date (YYMMDD), sequential numbering

20040721_P_0525.jpg 8-digit date (YYYYMMDD), subject code (Portrait) and sequential numbering

For recommendations for image filenaming strategies, see David Riecks’ Controlled Vocabulary web site. 
http://www.controlledvocabulary.com/imagedatabases/filenaming.html
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Batch renaming in MediaPro
To rename all selected catalog items, as well as the 
corresponding original files, choose Action › Batch 
Rename. The Batch Rename function provides 
four options for renaming files: Date, Text, Sequen-
tial Numbering, and Filename. Up to three options 
can be combined in various ways to create unique 
batch renaming instructions.

Example 1 - Incremental: Use the date, a string of 
text and numbering sequence for renaming your 
items (see figure above).
1. Select a group of items and choose Action › 

Batch Rename. If you select a single image, the 
function will be not be available.

2. Choose Date from the Rename Options drop-
down menu. This function will automatically 
insert either the IPTC Date Created, the EXIF 
Capture Date or the file Creation Date in that 
priority.  MediaPro will display date tags, such 
as MM-DD-YYYY, which you can reorder and 
use different separators, such as YY_DD_MM.

3. Click the plus sign (+) button to add another 
Rename Option. Choose Text in the Rename 
Options drop-down menu. 

4. Enter a text string: For example, a string might 
be a subject, location or the photographer’s 
initials. Use text that will be meaningful to all 
items being renamed.

5. Click the plus sign (+) button to add another 
Rename Option. Choose Number From in the 
Rename Options drop-down menu. 

6. Define starting increment: An increment is the 
numeric value that is used to start sequential 
numbering. For example: if you type “10”, files 
will enumerate: sb10.jpg, sb11.jpg, sb12.jpg, etc.  
Incremental renaming ignores file types and 
will continue to incrementally enumerate 
regardless of the file type. This means that if 
your first two files are TIFFs and the next two 
are JPEGs, then they would be named: 1.tif, 2.tif, 
3.jpg, 4.jpg.

7. In the field next to the increment, define num-
ber of digits for the sequential numbers. For 
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For repeat use of your 
settings, save them 
using the Option Sets 
pop-up menu. 

Change case to:
lowercase, UPPERCASE 
or Title Case.

Preview window 
shows a list of your 
files before and after 
the batch rename.

Date uses the IPTC 
Date Created, the EXIF 
Capture Date or the 
file Creation Date to 
rename items. 

You can adjust the date 
using various tags:

MM = Month
DD = Day
YYYY = 4-digit Year
YY = 2-digit Year
hh = Hours
mm = Minutes
ss = Seconds

Adjust the zero padding 
by defining the number 
of digits for sequential 
numbering.








