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Working with Digital Photos
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http://Picasa.Google.com

Picasa is a computer application for organizing and editing digital photos. In July 2004, Google acquired Picasa from 
Idealab and began offering Picasa for free download. 
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Add an icon to your Desktop to 
quickly launch Picasa

Add a shortcut to the small menu 
down by your “Start” menu

Whenever a search engine is 
required, it will open to Google

Usage statistics do include the following:
•How often different features are used, and which 
preferences are changed. 
•How often different buttons and menu items are 
clicked. 
•How long the Picasa application remains open. 
•General information about the photo library, such as 
the overall number of photos in the library, what 
percentage of the library is comprised of videos, and 
what percentage of the library is uploaded to Picasa 
Web Albums. 



7

This is if you want Picasa to be the default picture viewer for your 
computer. If yes, choose the file types (or leave the ones checked that 
are already done). If no, click “Don’t use Picasa Photo Viewer” and click 
“Finish”. Any of this can be adjusted in the settings at any time.
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Picasa will scan your entire computer for pictures and display them to you in the 
software. It WILL NOT move, copy, duplicate or delete any photos.
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Import
To import photos from a digital camera, plug the hardware into your computer using its usual connection device, such as a USB 
cable or your camera cradle. Open Picasa. Click the “Import” button and select your device or folder from the dropdown menu (your 
camera should automatically be detected). Your photos will automatically begin to appear in the “Import Tray.” After your photos 
have finished loading, click the “Finish” button. Picasa will save the folders on your computer (in the My Pictures directory under a 
folder name you create) and display them in the “Folders” collection.
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When you double-click on a photo, it will show the photo along with some enhancement options on the left side.
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Crop
Use the “Crop” button to cut out parts of a photo that you don’t want to see. In 
the “Crop Photo” view, you can select a pre-determined photo size (for 
instance, 4x6) or manually select the part of the photo you’d like to keep. To 
crop a photo, drag and drop the bounding box directly over the photo. Click on 
and drag the corners of the box to change the cropped selection while 
maintaining the same proportions. Click “Apply” to save your changes in Picasa 
or “Cancel” to return to the “Basic Fixes” tab.

Straighten
Use this feature to fix photos taken with an off-kilter camera. Select a photo and 
click the “Straighten” button. In the “Straighten Photo” view, use the slider at the 
bottom of the screen to align the photo against the boxed grid. Click “Apply” to 
save your changes in Picasa or “Cancel” to return to the “Basic Fixes” tab.

Red eye
Use this feature to remove red eye from any photo. First, click the “Red Eye”
button. In the “Red Eye” view, click and drag the mouse around each eye 
separately to select it. As you do this, a selection box will appear over the area. 
Release the mouse to complete your selection. The photo will automatically be 
displayed with the red eye removed. Click “Apply” to save your changes in 
Picasa or “Cancel” to return to the “Basic Fixes” tab. 

I’m Feeling Lucky
Click the “I’m Feeling Lucky” button and Picasa will change your photo’s color 
and contrast to produce what it thinks is the ideal photo. You’ll see a change 
only if your photo isn’t already color balanced. Click the “Undo I'm Feeling 
Lucky” button below to remove the change.

If you select an option and do not want it applied, 
the “Undo” button will be available.



12
If you select an option and do not want it applied, 
the “Undo” button will be available.

Auto Contrast
Click the “Auto Contrast” to adjust the contrast in your photo in 
Picasa. Click the “Undo Auto Contrast” button below to remove 
the change.

Auto Color
Click the “Auto Color” button to adjust the color in your photo 
automatically in Picasa. Click “Undo Auto Color” button below to 
remove the change.

Retouch
Use the Retouch tool to remove unsightly blemishes and improve 
photo quality. It can also help you to restore old photos with 
marks, water stains, and scratches to excellent condition. 

Text

Quickly and easily add text on top of your pictures.

Fill Light
Use the fill light slider to add light to the foreground of photos 
with too-bright backgrounds, making them more balanced. Click 
the “Undo Fill Light” button to remove the change.
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Fill Light slider
Use the “Fill Light” slider to add light to the foreground of photos with too-bright 
backgrounds, making them more balanced. Click the “Undo Fill Light” button to 
remove the change.

Highlights slider
Use the “Highlights” slider to add to or reduce the brightness spots, or 
highlights, in your photo. Click the “Undo Tuning” button to remove the change.

Shadows slider
Use the “Shadows” slider to add more shadows to your photo. Click the “Undo 
Tuning” button to remove the change. Hint : you can use the one-click button to 
the right of the “Fill Light,” “Highlights,” and “Shadows’ sliders to make fixes to 
your photo’s lighting without using the sliders. 

Color Temperature slider
Use the “Color Temperature” slider to make your photo warmer (to the right) or 
cooler (to the left). 

Neutral Color Picker
Use the “Pick Color” dropper to tell Picasa which part of your photo it should 
consider as gray or white. Picasa will color balance the colors surrounding that 
selection according to the selected color. 

If you select an option and do not want it applied, 
the “Undo” button will be available.
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Sharpen – Make the edges of objects in your photos crisper and less 
fuzzy.

Sepia – Create an “old-fashioned” effect by changing the photo to a reddish 
brown tone.

B&W – Turn any color photo into a black and white photo.

Warmify – Warm up a cool photo, improving skin tones.

Film Grain – Add a “grainy” film look to any photo – looks great when you 
print.

Tint – Use the dropper to pick a color and apply that duotone or tint to the 
entire photo. 

If you select an option and do not want it applied, 
the “Undo” button will be available.
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Saturation – Increases color saturation.

Soft Focus – Soften the focus around a center point that you 
select.

Glow – Give photos a gauzy glow.

Filtered B&W – Make a photo that looks like it was taken with 
black and white film and a color filter.

Focal B&W – De-saturate color around a center point with 
adjustable size and sharpness sliders.

Graduated Tint – Add a graduated filter from a color you select. 
Useful for making gray skies blue.
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The Photo Tray and controls
Any photo you select in the folder list appears as an active selection in your Photo Tray on the lower left corner of the main library 
screen. Photos in the “Photo Tray” are affected by the buttons to the right of the tray.

Hold
Use the “Hold” button to keep a photo in the tray as you add more photos. You can add multiple photos to the tray by holding down 
the Shift key as you select photos. 

Clear
Click the “Clear” button to empty the “Photo Tray” of all photos on hold. 

Add to
Click the “Add to” button to add a new or existing album to the photo(s) in the tray. 

Star
The star button adds a small gold star to any photo in the tray. These stars are searchable ratings that help you find favorites quickly. 
Any photo to which you add a star can be easily accessed when performing a search in Picasa.
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Rotate Left and Rotate Right
The two rotate buttons will rotate the selected photo clockwise or counter-clockwise inside Picasa.

Upload (Internet access required)
Picasa Web Albums allows you to post and share your photos easily online. Select photos (they'll appear in the “Selection Box") 
and click the "Web Album" button to upload them to your album. Once the upload is complete, press the "View Online" button to 
view and manage photos in your Web Albums account. If you don't have a Picasa Web Album, you'll be prompted to create one 
the first time you use the "Web Album" button.

Email (Internet access required)
The “Email” button in Picasa lets you email the photos using your computer’s default email client.

Print
The “Print” button lets you print the photos in the Photo Tray using a local or networked printer. Click “Print” to open the print 
screen and select a print layout size. Picasa will automatically size the photos in the Photo Tray to those proportions. These 
buttons make it easier to print multiple photos on one page. For example: if you have four photos in the tray and select 3.5x5, 
Picasa will fit all four of the photos on a standard 8.5 x 11 page.
The “Review” button in the lower right corner of the print screen helps you review all your print settings before you print. Click 
“Print” to send the photo(s) to your printer.

Export
Click the “Export” button to save any photos in the “Photo Tray” as new JPG files. Export is like "Save As" on your computer. For 
example, if you make an album containing photos of your dog from various folders and then edit them to all be black and white, 
you can export that entire album and create new files on your hard drive that reflect those edits. You can choose the JPG quality 
and saved photo size during this process. Note: Picasa never overwrites your original file on disk; any edits you make to a photo 
are only saved inside Picasa until you decide to either export or click the "Save Changes" button in the album header.
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Shop
Click the “Order” button to order prints from one of Picasa’s online print providers. Chose a provider by clicking on the logo or link. 
You’ll be prompted to sign in, using the username and password you normally use to access that provider’s website. After you 
sign in, Picasa will automatically upload all the photos in your “Photo Tray.” (to the print provider website; Note: any photos you 
order via Picasa are processed through the print provider’s website and are covered under that company’s privacy and shopping 
policies.) Picasa does not disclose any information about you to the merchants listed on the “Order” page. For more details on 
what information Picasa shares with these websites, please click the “Privacy Policy” link at the bottom of the this website.

BlogThis!
Using the BlogThis! button in the Photo Tray, you can post up to four photos at a time to Blogger directly from Picasa. 

Collage
Click the “Collage” button to quickly make personalized photo collages from a variety of templates including picture pile, picture 
grid, or contact sheet. You can also create a film-style multiple exposure effect. To save your new creation, pick a background for 
your collage (use a photo or the colors black, white or gray) and specify how you want it created (as a screensaver, as a desktop 
background, or as a folder you select).

Movie
Combine your photos, videos, and music into a movie, and convert it to a .wmv (Windows) or .mov (Mac) file. Share it with friends 
by uploading it directly to YouTube. 

Geotag
Use Google Maps in Picasa to place your photos on the map. 
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1.Connect your camera to the computer. 
2.Click "Import" at the top-left of the Picasa 
screen. 
3.At the top of the import screen, click “Import From" 
and choose your camera. 
4.Images will begin to load instantly into the Picasa 
Import Tray. 
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Select the destination folder from the 'Import to' drop-down menu. Use the 'Folder title' 
drop down menu to automatically save in a new folder by date taken, today's date or a 
custom folder name. If you choose 'date taken,' your photos will be saved in separate 
folders by date. 
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How do I order prints using Picasa? 

Picasa provides convenient print ordering options from a variety of print vendors in the U.S. and abroad. If you would like to 
order prints through Picasa, please follow these steps:

1. Select the photos you'd like to print. 
2. Click the Shop button in the Photo Tray. 
3. Select your location from the drop-down menu on the left side of the screen. If your country isn't listed, we don't currently 

have any print partners in your location. 
4. Click the Choose button for the vendor that you wish to use. 
5. Sign in using your username and password for that particular site. This is not the same as your Google Account for Picasa 

Web Albums. If you don't have an account with that vendor, click the 'Create an account' link in the window. 

Once you sign in, Picasa transfers your selected photos to the print processor's website. Follow the instructions located on the
website to complete your order. 

•FOTO.com
•Vistaprint
•PhotoStamps
•Walgreens
•Winkflash
•Snaptotes

•RITZPIX
•Zazzle
•Lifepics
•fotofl � t
•Walmart
•Kodak Easyshare
Gallery

•Photogize
•CVS
•Shutterfly
•Snapfish
•American Greetings 
PhotoWorks
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Thank You

Any Questions??
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Internet Training

Questions? Praise?
Comments? Criticism?

We want to hear from you on about ALL of these.

NetTraining@netINS.net


