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Getting, Organizing, and Using Digital Images 

 

Getting Started 

Your first step is to get organized. Since you might have images on diskettes, a 
CD, or a camera, you’ll need to transfer them to your H drive for reformatting, 
modifying, etc. These are general directions to help you transfer from any media 
and include making folders, renaming, and moving pictures. 

1. Plug in the camera to your computer’s USB port and turn it on OR put in 
your first diskette/CD. 

2. Go to the Desktop. 

3. Click your right mouse button on My Computer. Click on Explore. 

4. You’ll get a two-sided window like the one below. You’re going to click and 
drag files from your A drive or E drive/camera to your H drive. Here’s 
the basic layout of the window you’ll be using in the following steps: 

 

 Double click on a folder or drive to 
show the contents. 

 Click and drag items from one drive 
to the other (A or E to H). 

 You can drag files from left to right 
or right to left. 

Click on the
+ signs to 
see what’s 

inside a 
folder or 
drive. 
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Organizing Your Drive and Transferring Files: 

 

1. You should already have My 
Computer open and the 
diskette or CD is in the drive. 

2. On the left, double click on 
your H drive. The files and 
folders should appear in the 
right side of your window. 

3. In the right side of your 
window, you’ll need to create a 
folder to keep your images. 

a. Click your right mouse 
button on the right side 
of the window.  

b. Click on New. 

c. Click on Folder. 

d. A new folder appears. 
Start typing the name 
you’d like to give the 
folder. (The text is 
highlighted. It will erase 
when you type.) 

4. In the left side of your window, double click on 3½ Floppy (A:) or the CD 
(E or D) or camera. The files on that drive should appear on the right hand 
side of the window. 

5. Select all the files you need to copy. (See the next page for ways to copy 
more than one file at a time.)  

 

Once the files are selected, you can transfer them by copying and pasting or 
dragging them to their new location: 

Copying & Pasting 

6. Your files are highlighted. 

7. Go to Edit. 

8. Go to Copy. (Not much happens.) 

9. In the left side of your window, find the new folder you created. 

10.Click your right mouse button on top of the folder. A new menu appears. 

11.Click on Paste. 

12.The files will copy to the folder. You can double click it to be sure. 

3d. 
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Dragging 

1. Your files are highlighted on the right side of your window. 

2. Click and Hold on one of the files. 

3. Drag your mouse to the left side of your window and over the new folder 
you created. Let go. 

4. The files will copy to the folder. You can double click on the folder to open it 
and check. 

 

Renaming the Pictures: 

1. Double click on your new folder. 

2. The files appear in the right side of your 
window. 

3. Change the view of your folder to make 
it easier to sort and rename your pictures. 

 

 

 

 

 

  

a. Click your right mouse button on 
the right side of your window. (See 
the pictures for examples.) 

b. Click on View. 

c. Click on Thumbnails. You’ll be 
able to see a sample of each 
picture. 

 

 

4. Click on the title or file name for the 
picture. Wait one or two seconds. Click 
again. The file name should be 
highlighted. Type in the name you want. 

5. Click on the next picture and repeat. 
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Deleting the Pictures From a Diskette or Camera: 

1. In your Explorer window, double click on the 3½ Floppy (A:) or the 
camera. 

2. Click your mouse in the right side of your window. 

3. Press CTRL + A to select all. 

OR click on Edit. Click on Select All. 

4. Press your Delete or Backspace key. 

5. You’ll get a message asking if you would really like to delete the files. Click 
Yes. 

 

 

 

 

If you need to select more than one file, to copy or move, 
use SHIFT or CTRL: 

 

Select consecutive files:  

Press and hold SHIFT with your left hand. 

Click on the first file. Click on the last file.  

All the files in between should be selected. Let go of SHIFT. 

 

Select non-consecutive files:  

Press and hold CTRL with your left hand.  

Click on each file you want to move. 

 

Select all the files: 

Click on one file.  

Press CTRL + A. 
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What’s Available for Editing? 

Now that you’re organized, it’s time to edit and there are plenty of options. 

Programs How to Get to Them What They Can Do 

Adobe Photoshop 
Elements 3.0 
(best choice) 

Go to Start >> Troubleshooting 
>> Adobe Photoshop >> 
Photoshop Elements 3.0 
Install 

Adobe Photoshop 
Elements 1.0 
(good choice) 

Go to Start >> 
Troubleshooting >> Adobe 
Photoshop >> Silent Install 

 Rotate  

 Crop 

 Combine images & text 

 Save images in other 
formats (JPEG, GIF) 

Microsoft 
Imaging (quick 
choice) 

Go to Start >> Programs >> 
Accessories 

 Annotate, highlight 

 Rotate 

Word, Publisher, 
or PowerPoint 

Go to Start >> Programs  Crop images 

 Resize 

 Recolor 

 Rotate SOME images 

 

 

Basic Editing in Word & PowerPoint 

 

Your Graphic Isn't Moving Where You Want 

Graphics in Word are usually defaulted to come in as "in-line" graphics  
TRANSLATION: You can't move your picture where you want it. These directions 
help you overcome that issue. 

1. Point your mouse to your graphic. Click your 
Right mouse button. A menu will appear. 

2. Click on Format Picture. 

3. You will see a window with a number of tabs 
across the top. Click on Layout. 

4. Look at your choices: Square, Tight, 
Through, Top And Bottom, None. 

Each choice includes a picture showing how 
the graphic will work with the text. For 
example, tight wrapping will wrap the text 
around and in the shape of the picture.  

5. Click on the one you need. Click OK. 
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Modifying A Graphic 

You can change the colors, formatting and fills of graphics. You can't change the 
colors within a photograph except to lighten or darken them. 

1. Click your Right mouse button on your image. A menu will appear. 

2. Click on Format Picture. 

3. Click on each tab in the window to access features: 

a. Colors and Lines: You may not be able 
to change the Fill (or inside) of your 
picture, but you may add a border to it 
using the Lines feature. Choose a color, 
style, weight of your line.  

 

 

 

b. Size: You may change the size of the 
picture while retaining the proportion.  If 
you make a mistake, click Reset in the 
lower right-hand corner. 

 

 

 

c. Layout/Wrapping: Select the wrapping 
style that suits the way you want your 
graphic to interact with your text. 

 

 

d. Picture: Use your picture tab to crop 
using the upper part of the menu. (The 
higher the number, the more you'll crop.) 
Use Image Control to change the 
brightness or contrast of your picture by 
selecting a color option from the menu or 
by sliding the bars for brightness and/or 
contrast to suit your needs. 
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Cropping a Picture (Easy method) 

You may have a great picture, but wish to improve on it. In the two samples here, 
you're looking at the same picture, but the second version is cropped. 

 

1. Select your picture. Look for the handles on the corners. 

2.  (If your picture toolbar isn't on, turn it on by going to View 
>> Toolbars >> Picture. Or click your right mouse button 
on your picture >> Show Picture Toolbar.) 

3. Look for the Crop button (sample at right). Click it once. 

4. Move your mouse down to your selected picture. You'll see a change in the 
mouse pointer. 

5. Click and hold on one of the handles of the picture. Drag your mouse in until 
you've cropped what you don't want. 

6. Repeat using other handles if necessary.  

7. If you make a mistake, you may always reverse the process and your picture 
will reappear. 

8. Click on the Crop button again to stop using it. 

 

Adding Borders or Frames 

Think layers and add shapes around your pictures or just add a border. 

1. Select your picture by clicking it once. You should see the handles 

2. Look for your drawing toolbar. (If it isn't on, turn it on by going to View  
Toolbars  Drawing.)  

 

3. Select the tool that you would like.  

4. Your mouse will change to a cross. Move the mouse 
to the upper corner where you would like the border 
to start.  

5. Click and hold. Draw diagonally to the opposite 
corner. 
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Try out other items 
on your drawing 
toolbar. You'll find 
autoshapes like this 
one and more. 

6. Your box or object should cover your picture. That's okay for now. 

7. Click your right mouse button on your new box.  

8. Click on Order. 

9. Go to Send Behind Text (or another choice depending on your needs). If it 
doesn't do what you want, go back and try another order. 

10.If you like, try some of the other tools on your drawing toolbar to enhance 
your project. Many of these are shortcuts to what you find in the Format 
Picture menu, but many are only available on the toolbar, like shadows. If 
you get an effect that you don't like, just click Undo. 

 

Grouping Pictures and Objects 

When you get a couple of things layered, you may group them for easy moving and 
manipulating. 

1. Click on one of your pictures to select it. 

2. Hold your shift key down. Click on the other pictures 
you want to group. Each of them should be selected. 

3. Right click on one of the images. 

4. You should get a menu. Click on Grouping >> Group. 

5. Now instead of 2, 3, or more independent images, you have one.   

(If you need to alter a single item in your group, select the image. Right click 
and click on Grouping >> Ungroup. Edit as necessary. Right click to 
Regroup.) 

 

Other Useful Drawing Toolbar Tricks 

Some of the most useful options are under the Draw button:  

 Grouping: Group, ungroup or regroup images. 

 Order: Move your images forward or back in order. 

 Grid: If you select Grid, your images will snap in place. 

 Nudge: Move your selected image. 

 Align or Distribute: If you have images to arrange on a 
page, you may use align or distribute to make them even. 
Just select the images first. 

 Rotate or Flip: Promising, but doesn’t work on imported 
images. Does work on autoshapes and most clipart though. 

 Text Wrapping: How the image interacts with the text 

 Change Autoshape: If you use a shape and change your 
mind, just use this selection. 
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Setting Transparency 

You might need to set one of your colors as transparent in order to make it 
"float" on your background. This isn't possible for all graphics and you can only 
have one transparent color at a time. 

1. Click once on your graphic to select it. 

2. Click once on the Set Transparent Color 
button.   

3. Point your mouse to the graphic and click on the color 
that you want to disappear. This process isn’t very exact 
with photos as you can see from the sample. You’ll get 
better results in Photoshop Elements. 

 

Lighten and Darken 

You can also lighten and darken images with your picture toolbar. 

1. Select your picture. 

2. Select from: 

 Image Control (Automatic, Grayscale, 
Watermark, Black & White) 

 More Contrast 

 Less Contrast 

 More Brightness 

 Less Brightness 

You'll be able to see the results of your work immediately as you adjust the picture. 
The sample is a watermark. 

 

I Want the Original Back! 

You make all these changes, but still like your original picture best, just click on 
the Reset button. 
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Some Photoshop Elements 3.0 Basics 

 

BEST TIP: Use Undo. No matter what changes you might make to your image 
while using Photoshop, you can always undo multiple times. 

Use Undo for experimentation . . . try filters and effects. Don’t like it? Undo. 

SECOND BEST TIP: Try out the Photoshop Elements Tutorials. Click on Help >> 
Tutorials to find lots of help in making changes to photos. 

 

To get started, click on Start >> Programs and find Adobe Photoshop Element 
3.0. 

Go to File and Open to get images.  

(You’ll find some practice images on the S drive >> Technology Integration >> 
2006 Fall Inservice >> Digital Images >> Practice Images. 

 

Quick Fix 

Using Quick Fix is an excellent way to 
begin.  

1. Open a photo. 

2. In the upper right corner, click on 
Quick Fix. 

3. To see both the before and after 
versions of your photo, click on 
View in the lower left and select 
Before and After. 

4. Use your tools at the right to make 
changes: 

 Rotate controls. Rotates your 
photo in 90 degrees increments, either left or right. 

 Smart Fix. Adjusts lighting and color. Smart Fix corrects 
overall color balance and improves shadow and highlight 
detail, if necessary. The Smart Fix slider allows you to 
vary the amount of the adjustment. Click the Auto 
button to apply this command. 

 Levels. Adjusts the overall contrast of an image and 
may affect its color. If your image needs more contrast 
and it has a color cast, try this command. Auto Levels 
works by individually mapping the lightest and darkest 
pixels in each color channel to black and white. Click the 
Auto button to apply this command. 
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 Contrast. Adjusts the overall contrast of an image without affecting its 
color. Use Auto Contrast when your image needs more contrast but the 
colors look right. Auto Contrast maps the lightest and darkest pixels in the 
image to white and black, which makes highlights appear lighter and 
shadows appear darker. Click the Auto button to apply this command. 

 Lighten Shadows. Drag the slider to lighten the darkest areas of your 
photo without affecting the highlights. Pure black areas are not affected. 

 Darken Highlights. Drag the slider to darken the lightest areas of your 
photo without affecting the shadows. Pure white areas are not affected. 

 Midtone Contrast. Adjusts the contrast within the middle tonal values 
(those that are about half way between pure white and pure black) 
without affecting the extreme highlights and shadows. 

 Color. Adjusts the contrast and color by identifying shadows, midtones, 
and highlights in the image, rather than in individual color channels. It 
neutralizes the midtones and clips the white and black pixels using a 
default set of values. Click the Auto button to apply this command. 

 Saturation. Makes colors more vivid or more muted. 

 Hue. Shifts all colors in an image. This control is best used in small 
amounts or with selected objects whose color you want to change. 

 Temperature. Makes colors warmer (red) or cooler (blue). Use this 
control to enhance sunsets or skin tones, or when the color balance set by 
your camera is off. 

 Tint. Makes color more green or magenta. Use this control to fine-tune 
the colors after using the Temperature control. 

 Auto Sharpen. Sharpens your photo. Click Auto Sharpen to use the 
default amount of sharpening. Drag the slider to vary the amount of 
sharpening. Zoom your preview to 100% to get a more accurate view of 
the amount of sharpening you are applying. 
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Going Beyond Quick Fix: Dealing with Layers in Photoshop 

(Adapted from Adobe Photoshop Elements 3.0 tutorial) 

 

What are Layers? 

When you create, import, or scan an 
image in Adobe Photoshop Elements 
3.0, the image consists of a single 
layer.  

 You can add more layers to 
your image, and each layer can 
then be edited as a separate 
piece of artwork.  

 Layers let you add a variety of 
effects to your image. For 
example, in the sample picture, 
the mannequin is one layer. 
The hat is in a second layer. 
The picnic basket is in a third 
layer and so on. 

 

Click on Standard Edit (next to 
Quick Fix) to begin to use Layers. 

The Layers palette displays all the 
layers in your document with the layer 
name and a thumbnail of the layer’s 
image.  

 You can view or hide a layer 
using the eye icon.  

 Click the eye icon on a layer to 
hide a layer. In the sample, the 
basket and beach are hidden. 

 You can modify a layer 
without disturbing the artwork 
on the other layers. Click a 
layer name in the Layers 
palette. The layer you clicked is now highlighted, indicating that it is ready 
for editing. In the sample, Background is highlighted. 

 Changing the stacking order of your layers makes certain parts of the 
image appear in front of or behind other layers. Click and hold to drag a layer 
to a different stacking position. Release the mouse button. 

 

Layers 
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Combining Layers or Files  

If you open one or more files, you 
can combine them. In the sample, 
we took the mannequin and put 
him on a trail instead of the beach. 

1. Open both files. You’ll see all 
the open images at the bottom 
of your screen.  

2. Be sure that your file isn’t 
maximized. 

3. Click and hold on one file or 
layer. 

4. Drag it to the second picture.  

 

 

Deleting a Layer 

You can also remove artwork from your document by deleting a layer. Make the 
shoe layer active in the Layers palette, then click the Delete Layer icon. Click Yes 
to confirm you want to delete the selected layer. Only the active layer and its 
artwork are removed from the file. 

 

Arranging Layers 

Sometimes one layer will be in front of another, but you can move them around. 

1. Click on your arrow tool. 

2. Click on any part of your picture. Look to see which layer is selected. 

3. Click on Layer. 

4. Click on Arrange  Bring to Front, Send to Back, etc. 

 

OR 

 

1. Click and hold on the Layer in the layer in the view area. 

2. Drag your mouse put the layer in its the new location (up or down). 
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Working within Layers 

You might wish to cut out or alter parts of a single layer. For example, you might 
want to cut out part of a picture and replace it with something else or copy an area 
to repeat. Here’s how:  

 

Cutting Out & Selecting 

1. Click on your Lasso Tool—your lasso lets you grab areas that 
aren’t regular geometric shapes so that you can cut them out or 
work with them exclusively without harming the rest of your picture. 

2. Carefully draw around the area you’d like to cut out or work with. 
Be sure to end your lasso where you started. 

3. If you’re just going to work with this area, skip the next two steps 
and go on to rotating, resizing, etc. 

4. Click on Edit. 

5. Click on Cut. 

 

Rotating 

1. Click on your arrow tool. 

2. Click on the layer/picture/selection you want to rotate. 

3. Click on Image  Free Rotate Layer. 

4. Click and hold on the corner of your image. Turn it. 

 

Resizing 

1. Click on your arrow tool. 

2. Click on the layer/picture/selection you want to resize. 

3. Click and hold on the corner of your image. Drag your mouse in or 
out to change the size. 

 

Copying 

1. Hide the other layers by clicking on the eyes. Make it so you can only see the 
picture/layer you want to copy from. 

2. Click on your arrow. 

3. Click on your layer/picture/selection. 

4. Use your lasso to draw around the part you want to copy. 

5. Click on Edit. 

6. Click on Copy. 
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7. A new copy should appear and so should a new layer. 

8. Use the eyes to bring back your other layers. 

 

Recoloring 

You might need to recolor part of your picture if one of your layers 
covers it up. 

1. Click on your paintbrush. 

2. Click on color choice at the bottom of your menu. 

3. Click on the part of the layer/picture/selection that has the same 
color you need.  

If you have part of the picture selected with your lasso, you 
shouldn’t have to worry about going outside of the lines. 

4. Click OK. 

5. Check the top of your window to see the size of your paintbrush. 
If you think it’s too big, change it. 

6. Color in your picture. 

 

Erasing 

1. Hide the other layers by clicking on the eyes. Make it so you can 
only see the picture/layer you want to erase from. 

2. Click on your arrow. 

3. Click on your picture. 

4. Click on your eraser tool. 

5. Check the top of your window to see the size of your eraser. If you think it’s 
too big, change it. 

6. Erase the part of the picture you don’t need. 
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Saving Photoshop Images for the Web or Easy Sharing 

You need to complete two steps before you share photos: 

 Make them small enough in file size to send or load quickly on a web 
page. 

 Save them in a format that any computer can read. 

If you aren’t going to be printing pictures, they don’t need to be in a high 
resolution. Low-resolution pictures (72 to 100 dpi) work just fine for emailing, 
posting on the web, putting into a slide show, and more. 

 

Here’s how to save files so that they are smaller in file size and in formats so 
anyone can open them. 

 

1. Go to File. 

2. Click on Save for Web. 

3. A new window appears. 
Select the format you’d like 
to use. Generally, JPEG 
works well for photos and 
GIF works well for images 
with limited colors. Either 
format will work on a web 
page. 

4. Click OK. 

5. Find your H drive and save 
the file where you’d like. 

 

 

If you want to know more about printing, sizes, and how many megapixels you 
need, try one of these links: 

http://www.blaha.net/Main%20Digital%20Camera.htm 

http://computer.howstuffworks.com/question570.htm 

http://www.bhphotovideo.com/FrameWork/charts/resolutionChartPopup.html 

 

For general tips on digital photography: 

http://www.microsoft.com/windowsxp/using/digitalphotography/default.mspx 
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Sharing Images with Our Gallery 
 

The Gallery is something new and isn’t fully available yet. It is accessible from 
network computers only at: 

http://gallery.deforest.k12.wi.us 

 

 

 

Teachers with logins may create albums and sub-albums in the Gallery.  They can 
easily view, comment on, add, rearrange, edit, reorder, and create a slideshows.   

 

Students like this format as well.  They can view, save, e-mail, and print photos 
easily from school computers.  Teachers with administrative access have the option 
of setting up access by login only and then allowing students the ability to comment 
and view comments for individual photos.   

 

Contact Kim Bannigan for more information or to obtain a password. 


