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About Drugs & (dis)order 

‘Drugs & (dis)order: building sustainable peacetime economies in the aftermath of war’ is a four-year research project 
generating new evidence on how to transform illicit drug economies into peace economies in Afghanistan, Colombia and 
Myanmar. It is an international consortium of internationally recognised organisations with unrivalled expertise in drugs, 
conflict, health and development.  Led by SOAS, University of London, project partners are: Afghanistan Research and 
Evaluation Unit (AREU), Alcis, Christian Aid, Kachinland Research Centre (KRC), London School of Hygiene and 
Tropical Medicine (LSHTM), Organization for Sustainable Development and Research (OSDR), Oxford School of Global 
and Area Studies (OSGA), PositiveNegatives, Shan Herald Agency for News (SHAN), Universidad de los Andes, and 
Universidad Nacional de Colombia. 
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This research was funded via the UK Research and Innovation, as part of the Global Challenges Research Fund 
(GCRF). The views presented in this paper are those of the author(s) and do not necessarily represent the views of 
GCRF, the UK Government or partner organisations. 
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About the guidance  
 
This document provides guidance for GCRF Drugs & (dis)order project partners on 
organising, documenting, managing and analysing digital photos, using digiKam software.  
 
digiKam’s many features are described in detail in the digiKam Handbook. This document 
only describes key features essential for managing photos for Drugs & (dis)order. 
 

About digiKam  
 
digiKam has been selected as a free and open source tool, that is actively developed and 
supported. It is licensed under an open GNU General Public License . 
 
The software allows you to: 
 

• Organise photos into folders and albums. 
• Use metadata already incorporated in the photo files (e.g. name, date, location). 
• Batch rename photos. 
• Add metadata such as tags to photos individually or in batch (e.g. title, author, 

keywords, topics). 
• Add geotags (location) to photos individually or in batch. 
• Add captions (e.g. describing content or facilitating analysis). 
• Search and retrieve photos using the tags. 
• Edit photos. 
• Store photos locally (e.g. on your laptop or PC hard drive), externally (e.g. external 

hard drive) or remotely (e.g. cloud service). 
• Incorporate all added metadata into the image files. 
• Export photos with incorporated metadata. 

 
The setup is that all your photos are ideally held in one location (although multiple locations 
can be used). All the metadata and tags will be held in a separate (SQL) database linked to 
the photo collection. You can decide whether you want new metadata that you create to be 
written onto the image files or not. 
Short video clips, such as those taken by camera or mobile phone (MP4, MOV or AVI 
format) can be managed with digiKam alongside photos.  
 
 

  

https://docs.kde.org/trunk5/en/extragear-graphics/digikam/digikam.pdf
https://www.gnu.org/licenses/gpl-3.0.en.html
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Getting started  
 

1. Download and install digiKam: https://www.digikam.org/download/ 
 

2. Decide where is the best place to store your photos and the database of metadata: 
e.g. your laptop or external hard drive. The folder where the photos are stored needs 
to be named during setup. 
 

3. Decide which is the best way to organise your photos into folders. For example, 
photos can be organised by year, then by field trip or location or researcher or topic. 
First design this hierarchical structure for your photos, as a collection of folders 
within a single overarching ‘photos’ folder, for example ‘Photos_GCRF’ (See Figure 
1). 
 

4. During first start-up, set the folder where your photos are stored. Note that if needed, 
folders containing photos can be moved from your PC or laptop to a new location. 
Do this whilst digiKam is in session (active), so that digiKam will link the new location 
of your photos to the digiKam database. 
 

5. Set the folder for where to store the database of metadata. 
 

6. Decide during setup whether you want metadata that you will create for images to be 
automatically written to the image files or no If you write metadata to the image files, 
you can embed information such as copyright, authorship, captions and tags in the 
internal metadata of each image (this can be seen via the properties) and you can 
later also use the metadata in another photo management system. 

Figure 1. Example folder structure for photos 

 

 

 

 

 

  

https://www.digikam.org/download/
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Working with digiKam 
 
When you open digiKam, you will see various ‘areas’ (see Figure 2): 
 

• The central area (called image area) shows the photographs, with thumbnails and 
previews. 
 

• The top left corner of the preview area has buttons for moving back and forth through 
the album, image rotation, etc. 
 

• At the top is the menu bar and main toolbar. 
 

• At the bottom is the status bar. 
 

• The left sidebar allows you to switch between nine ‘views’: Albums, Tags, Labels, 
Dates, Timeline, Search, Fuzzy (Search), Map, and People. 
 

• The right sidebar can be used to show and edit (partly) all image information and 
metadata. 

Figure 2. Screen view of digiKam showing image area and the various menus 
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Renaming files 
 
To change the filename for a single photograph: right-click over a thumbnail and select 
‘Rename’. 
 
To batch rename multiple photographs:  
 

• Use the Batch Queue Manager in the top menu 
 

Select multiple photographs and press F2 or right-click and select ‘Rename’. A dialog box 
will open showing the list of selected photographs with their current name and the new 
name.  

 
Adding tags 
 
Tags (or keywords) are labels that can be attached to individual images or to groups of 
images. Once a tag has been set to an image, the image can be found again by selecting 
the tag or doing a search. Tags can be arranged in a hierarchical tree, even after they have 
been assigned to images. This allows you to organise your tags in a logical manner.  
When a tag is selected in the left sidebar, all the images that are marked with that tag are 
displayed in the view area.  
 
Before assigning and using tags, you can first define them. If you import photographs with 
tags already assigned, then digiKam will build an appropriate tag tree during import.  
 
To assign a tag to a single photograph or multiple photographs, select the photograph(s), 
right click and select ‘Assign Tag’, select the tag or add a new tag. Alternatively, drag and 
drop the selected photograph(s) onto the tag in the tags tree. 
 
You can label a photograph with as many tags as you like. You can, for example, assign a 
tag for the place name (where the photograph was taken), an event, the person in the 
photograph, the photographer, the photograph access level, etc. 
 
Tags appear at the bottom of the thumbnail of the photograph. 

 
Adding labels 
 
Labels can be assigned to photographs, such as star ratings, colour flags and picks. 
To assign a label to a single photograph or multiple photographs, select the photograph(s), 
right click and select ‘Assign Labels’. 
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Adding captions 
 
A caption is textual information that you assign to an individual photograph, for example a 
brief description of the photograph content, or the reason why it was taken. Captions can 
help with analysis of images in research. The caption is shown on the thumbnail, above the 
tags. 
 
To add a caption to a picture: 
 

• Select the photo(s) in the image area. 
 

• Select ‘Captions’ in the right sidebar. 
 

• Select the ‘Description’ tab. 
 

• Add your text to the captions text box. 
 

• Press ‘Apply’. 
 

Figure 3. digiKam image view showing captions (green), tags (orange) and star rating labels (red). 
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Authorship and copyright 
 
Authorship and copyright can be added to individual or multiple photos by creating a 
copyright template and assigning it to the photos. First, decide whether you will assign 
authorship and copyright of all your photos to your organisation; in that case you can create 
just one copyright template. If you assign authorship to multiple photographers or 
organisations, then you need to create a template for each. 
 
To create a new template: 
 

• Go to ‘Settings’ (in the top menu). 
 

• Select ‘Configure digiKam’. 
 

• Select ‘Templates’ section. 
 

• Give your template a name in the ‘Template Title’ field. 
 

• Fill out the rest of the available fields, for example: 
 
- Author name: name of the photographer or of your organisation.  

 
- Credit: this can be author name or organisation name. 

 
- Copyright, for example: Copyright 2019 Kachinland Research Centre. 

 

• Press the ‘Add’ button to save the template 
 
To apply the template to photos (see Figure 4): 
 

• Select the photo(s). 
 

• Select ‘Captions’ in the right sidebar. 
 

• Select the information section. 
 

• Select the template from the ‘Template’ drop-down list. 
 

• Press ‘Apply’.  
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Figure 4. Assigning authorship and copyright by applying a copyright template (purple) 

 

 

Writing metadata to image files 
 
To activate writing all metadata to image files: 
 

• Select ‘Settings’ in the top menu. 
 

• Select ‘Configure digiKam’. 
 

• Select ‘Metadata’ section. 
 

• Select ‘Behaviour’ tab. 
 

In the ‘Write This Information to the Metadata’ panel, activate which metadata items you 
want to write to the metadata embedded in the image files. 
 
You can double-check that such metadata are indeed written to image files by checking the 
‘Properties’ of your photo files. 
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Online support guides 
 
Useful information and additional support on using digiKam can be found here: 
 

• digiKam tutorial, University of Washington Libraries. 
  

• The digiKam Handbook. 
 

• The digiKam support page: any bugs or feature requests can be reported to the 
developer.  

https://libguides.wustl.edu/c.php?g=634125&p=4521669
https://docs.kde.org/trunk5/en/extragear-graphics/digikam/digikam.pdf
https://www.digikam.org/support/
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