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Introduction

• Adobe Lightroom (LR) offers multiple ways of organising and tagging 
your photos to help you find what you are looking for. 

• All of these approaches can be used in combination.

• As for photo-editing, the process is non-destructive – LR simply 
maintains a database of all the tags you associate with each photo

• This session will briefly cover:-
• Catalogs

• Folder Structure / Naming

• Simple attributes e.g. star-rating, colour-rating and flag status

• Keywording

• Using collections

• All information / screenshots relate to LR Classic – the desktop version 
of LR



LR Catalogs

• An LR session can only access a single catalog

• People often worry about the implications of having all their photos in a single 
catalog, particularly with respect to computer performance.

• LR was launched in 2007, having evolved from Rawshooter Premium when 
Adobe acquired Pixmantec in 2006.  In those days, computers were slower and 
had a lot less memory than is the case today, and so there was a general 
perception that dividing your images between multiple catalogs was probably 
sensible.  Plus, digital photography was still relatively new, so there was not 
much real information about.

• Current computer processing power, graphic card processing power and on-
board memory have removed all previous concerns, and the general consensus 
now is that there is no problem with using a single catalog – and it is certainly 
much more convenient to do so.

• At least 2 HCC members currently have LR catalogs with around 100,000 images, 
without issue.  There is anecdotal information that Adobe are aware of a user 
with >1.5 million images in a single catalog.

• With all your images in one place, then you need to make use of all the tools LR 
provides for tagging and grouping your images to find the ones you are looking 
for……



Folder Structure & Folder Names

In the left-hand pane, LR lists the drives where your photos 
are stored.  Each can be expanded to display the folder 
structure.  Maintaining a systematic naming convention is 
strongly recommended.  My approach is shown.

Each day’s photos 
are in separate 
folders.  Adding 
subject or location 
information to the 
file name means 
that you can easily 
search for all 
matching folders



Searching for Folders

By entering a term you have used in the naming of one or more folders into the 
Folder Search box, LR will quickly display all matching folders (which can be multi-
selected for viewing all their images).

Note that all of the same files within those folders could also have been located 
by selecting the ‘Text’ Library Filter and entering the same search term (leave 
the other 2 boxes at their defaults (‘Any Searchable Field’ and ‘Contains All’)



Simple Attributes and their Shortcuts

• Flagging / Picking 

• Either click on the flag icon in the top left corner of the grid image, 
or type P (= pick) with the image selected.          

• To unflag, either click again on the flag icon or type U (= unpick).

• Rating

• A star rating (1-5) can be applied simply by typing 
the numbers 1-5 with a photo selected.  
The rating is displayed below the photo
(Type 0 to remove any star rating)

• Colour ratings can be applied by typing the numbers 6-9, or by clicking on the 
coloured icons in the bottom panel

6 = red
7 = yellow
8 = green
9 = blue
(purple has
no shortcut)

The frame of the 
photo will change 
to reflect the 
colour rating

The first step in any workflow is usually to identify the better images.  There are 
multiple ways



Selection Based on Simple Attributes

Images can be selected using the Library Filter panel in Grid view.  Click on 
Attribute to open the relevant options:-

Here you can select any of the simple attributes (singly or in combination) to 
display only the matching photos in the Grid.

Note that for the star ratings, the preceding icon allows you to select between 
images matching that star rating (=), or instead are greater than or equal to (≥) or 
less than or equal to (≤)

For colour ratings, you can select single or multiple colours so, e.g. by selecting 
them all, you select all images that you gave a colour rating to.



Keywords – What are They?

Keywords are simply labels that
i. Make sense to you
ii. Are what you think of when you want to locate a photo

They usually relate to things like the subject, location, genre or other context 
relevant to the photo.  Individual images can of course have multiple keywords e.g. 
subject & location, as required

By default, the keywords would simply be an alphabetical list of terms, but that 
very quickly becomes an unmanageably long list and you will soon want to group 
them into ‘families’ of related terms e.g. 

i. Family & Friends (containing keywords for each of their names)
ii. Birds (containing keywords for each individual species)
iii. Etc.

Multiple layers can be nested if necessary and there is apparently no limit to the 
number of terms you can use.   The more keywords you envisage, the more 
structure / hierarchy you need to build in order to maintain usability.  Images can 
be selected from any level of the hierarchy.



Adding Keywords to Images

To add a new keyword, select the 
image(s) and then type into the 
keyword box in the right-hand pane.
NOTE keywords are case sensitive

As you type, LR automatically 
displays all existing matching 
terms – if appropriate, simply 
select the applicable term, or 
keep typing to enter a new term

You can also scroll to an existing 
keyword and click on the box 
next to the term to apply it to a 
photo



Creating a Keyword Hierarchy

The Keyword List is displayed in the right-hand 
pane.
Right-clicking within the keyword list opens the 
menu displayed

You can assign a keyword to an image by 
clicking on ‘Add’

‘Edit’ allows you e.g. to correct typos
or to add synonyms for the same term
(e.g. to include a Latin name for a species) 

‘Create’ allows you to create a ‘group term’ 
e.g. the letters of the alphabet, as shown here, 
or a sub-group e.g. ‘MAMMALS’. (There is an 
option to include/exclude the selected photo 
when you create the keyword.)

‘Create…inside’ allows you to add a new term 
into a group.  Select the group prior to bringing 
up the menu.



Selecting Photos by Keyword

The number of images linked to each keyword 
is displayed next to it.
When you select, or simply hover over, any 
keyword, a white arrow appears at the right-
hand side.  Simply click on the arrow to display 
all photos that match the term.
If you select a group term, as shown here, then 
ALL images linked to keywords nested under 
that term will be displayed.

The keyword filter also allows you to quickly select 
keywords.  Simply start entering a term to reduce 
your keyword list to only the matching terms.

The Library Text Filter will search any field by 
default, but can be narrowed only to look at 
keywords.  NOTE that this filter allows searching 
of keyword synonyms, which is not possible using 
the Keyword Filter



Other Uses for Keywords – Exporting Images

The Export menu allows you to include 
keywords (and lots of other metadata) 
as part of the title of the exported file.
In the File Naming section, click on 
Custom Settings, scroll down and click 
on ‘Edit’
In the Metadata section, open the first 
dropdown, and select ‘Keywords’ from 
the list.
Select any other required information, 
and then click ‘Done’ to save

The filename is 
indicated in the 
‘Example’ row.



Other Uses for Keywords - Photobooks

The Book module of LR allows you to compile photobooks and export them 
directly to a printing company (Blurb).

Adding labels to images can be tedious, but can be greatly simplified by setting up 
LR to automatically create captions using the keywords you have already assigned, 
as shown in the example below.



Collections

Collections are one of the most useful and powerful ways of organising your 
images in LR.  They allow you to bring together images from different folders, so 
you are no longer constrained by how the physical images are organised. 
There are 3 main types:

1. A Quick Collection (not named, for temporary use )
2. Collections where you select the images to be included, and 
3. Smart Collections, where LR automatically compiles a collection based e.g. on 

metadata / attribute criteria. You can set up any new Smart Collection simply by 
selecting the criteria that you want.

As with Keywords, collections can also be grouped into ‘Collection Sets’, again 
simplifying navigation and selection.  For example, you could create a Collection 
Set called ‘Holidays’ and within that have separate collections with images from 
each holiday.

The options are limitless.  You can create a collection for any project you are 
working on, or one for all images submitted to HCC competitions!  Individual 
images can be linked to multiple separate collections.



The Quick Collection

The Quick Collection is intended as a ‘holding 
area’ for images that you only want grouped 
together on a temporary basis e.g. to export as a 
batch or to process in the same way.

Images in the Grid view can simply be dragged 
into the Quick Collection, or added via the 
‘Right-mouse-click’ menu on the selected image.

To remove the image from the Quick Collection, 
the ‘Add’ option is replaced by the ‘Remove’ 
option in the ‘Right-mouse-click’ menu 



Creating a New Collection

Collections are shown are in the left-
hand pane below Folders

Click on the ‘+’ to open the menu to 
create a new collection.  There are 
also options to create a Smart 
Collection or a Collection Set

Enter an appropriate name

If the new collection is to be part 
of an existing collection set, check 
this box and select the set

If any image(s) is selected, this 
box will be checked by default.  
Un-check this to start with an 
empty collection.

Check this box to sync this collection 
with LR for mobile devices



Linking Images to a Collection

Your new collection will be listed in the Collections pane.

To add images to the collection, simply select them in the Grid view and drag 
them into the collection.  (The images do not change their physical location – all 
you are doing is linking them to that collection.)  

The icons displayed at the foot of the image include one
that indicates that the image is in at least one collection. 
Clicking on that Icon displays a list of the collections that 
the image is linked to.

Tip:  If you are considering using the LR Book module to create a photo-book, 
then you should first create and populate a collection containing only the images 
you want to include.  That makes the task of linking the images into the book 
much simpler and more time-efficient.

Note: You cannot delete a photo directly from a collection.  Your options are to 
remove it from that collection or to mark it for deletion (type ‘X’ with the image 
selected).



Creating a Smart Collection

When you select ‘Create Smart Collection’, the window below appears, from which 
you define the criteria for LR to include images.

The dropdown 
list shows all 
the criteria 
available for 
defining your 
collection

Click on ‘+’ to add 
more criteria

Click on ‘Create’ when 
all your criteria are 
defined

This box allows 
the rule to be All, 
Any or None of 
the criteria you 
define


