
Naming Your Image Files for 

Individual-Entry Competitions 

This guide shows you how you can manually name and set out your image files on a USB stick when you enter 

them into an LPS competition that takes individual image entries. 

 

 

 

 

Your competition entries are processed automatically by software that the Competition Secretary uses, and 

getting your competition entry files named correctly and arranged in folders helps the process out a great deal. 

If you use the proper form of file name and lay out your folders correctly, your entries can be processed in a few 

seconds. They’ll still be entered in the competition if you don’t, but because there are human actions involved, 

mistakes may occur – an entry might be missed, or set up with the wrong details, or perhaps the wrong images 

entirely will be chosen. 

File naming and folder arranging is actually quite simple, so follow the steps here and you’ll be right every time. 

For Windows users, the LPS Entry Preparer application does everything automatically for you, and we strongly 

recommend you use it. But you can carry on here with this method if you choose. 

STEP 1: Get some folders ready 

Let’s start the process by getting some folders ready. For this, it’s easiest if you work on your computer’s hard disk 

– we’ll put them on the USB stick for hand-in at the end. 

Begin by creating a folder named for the competition. We’ll use Competition 4 as the name here – make sure this 

name clearly identifies the competition you’re entering. 

We’ll create this on the computer’s desktop, but you can do this elsewhere if you 

prefer. 

Click the right mouse button on an empty area of 

the desktop, select New in the menu, and then 

select Folder. Name the folder for this example 

“Competition 4”, like this: 

 

 

 

 

 

 

If you are using Windows, you’re strongly advised to use the 

LPS Entry Preparer application, which does all of this work 

automatically for you. The application can be downloaded 

from the LPS website and runs on Windows 7, Windows 8, 

Windows 8.1 and Windows 10. 

Here we show you how to set out your 

images when each image is an individual 

entry. There’s a separate guide describing 

what you do when entering a competition 

taking panels of images. 

The guide is for users of Windows, and the examples 

shown are for Windows 10. There’s a separate guide for 

users of Mac computers. 

Here’s the new folder, named and 

ready 

Right-click, select New and then 

select Folder to create the folder 



Now double-click on this folder to open it, and inside it create one folder called 

Colour and one folder called Mono. 

You won’t be surprised to learn that your colour images go into the Colour 

folder, and the monochrome images go into the Mono folder. 

 

 

 

STEP 2: Copy your image files into the folders 

So now you can take your images and put them into the two folders. It 

doesn’t matter here what they are called – we’ll get the file names sorted in 

the next step. 

Make sure the colour and mono images go into the right folders, and make 

sure that haven’t entered more images than the competition allows. 

For our example we have our three JPEG images in the Colour folder. 

 

 

In the same way, put your monochrome entries into the Mono folder. 

STEP 3: Naming your files 

So now we come to the file naming, which is actually very simple once you get the hang of it. 

The name of each image file has to contain three pieces of information: 

• Who you are – we get this from your initials. 

• The image’s priority – this is a number from 1 to (usually) 3 that ranks your images in the order you want 

them used. If there are too many entries to send to the judge, we’ll discard the Priority 3 images, then the 

Priority 2 images, until the set of images is manageable. 

• The image’s title – you invent this, and it can be (with some exceptions) whatever you want. 

These three pieces of information are separated by hyphen characters (“-“). 

So a typical file name might look like this: 

AP-1-Spinning Top At Rest 

 

 

 

 

(Depending on how you’ve got Windows configured, you may see an extra “.jpg” on the end of the names. 

Normally Windows hides things like that from you. If you do see it, make sure you keep it.) 

The initials 

come first 

Then the 

priority 

number 

Then the title. You can 

use up to 48 

characters for this 

We’ve just used the names that 

came out of the camera here 



So now let’s rename the three image files in the Colour folder.  We’ll call them: 

AP-1-The Inferno 

AP-2-The Hut In The Woods 

AP-3-The Wall 

As you do this, check that: 

• You’ve got your initials correct and you’ve used the same set of initials 

on each image. 

• You have one image with Priority 1, one image with Priority 2 and one 

image with Priority 3 (or up to the number of images you want to 

enter). 

• You’ve used hyphens between the three parts – not spaces, and not 

underscore characters (“_”) 

• You’ve spelled your title as you want it to appear 

• You don’t have the same title on any two images – whether colour or mono. 

You can rename your entries in the Mono folder in the same way. Remember you can’t use the same title for 

more than one image. 

STEP 4: Transferring to your USB stick 

So now we are all ready to go to the USB stick. If you’ve followed the steps correctly: 

• You have a folder named for the competition on your desktop (here we used “Competition 4” as the 

name) 

• Inside this are folders called Colour and Mono 

• Inside each of these are your colour and mono entries 

• Each of your entries has a name like “AP-1-Spinning Top At 

Rest” 

So now plug your USB stick and open it up. 

Right in the top folder, create a folder called 

LPS Competition Entries 

(You might have already got this from last time, of course) 

 

Then open up this folder, and inside it create a folder named for the LPS 

Season. 

Here we’re setting up entries for the season that runs from September 

2018 to May 2019, so we call this folder “2018-2019” 

 

 

 

And now you can open up this folder. 

You can’t have more than one entry with the 

same title, even though they might be different 

priorities and one might be colour and one 

mono. Every image must be titled differently. 



Go to your desktop, and drag the Competition 4 folder in, ending up with 

something like this: 

You’ve now got your entries arranged properly in the right set of folders. Using 

the names as we have here means that the entries can be processed 

automatically, hugely reducing the time needed to prepare the competition 

and also reducing the chance of your entries being used wrongly. 


