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Managing Pictures with Picasa 

Picasa is free photo management software from Google. It helps you find pictures and 
manage them by showing them to you. You may use Picasa to: 

 Find your pictures 
 Import pictures from your camera 

or diskette 
 Make changes to your pictures 

(rotate, effects, etc.) 

 Make collages 
 Easily print pages of photos 
 Resize photos 

 

***Images take up more space than documents*** 
Any pictures or slide shows with pictures that you no longer need should be 
removed from your H drive.  

 Store them on a CD/DVD or flash drive. 
 Delete them. 
 Upload them to a private Picasa web album. 

Copyright law dictates that we can’t keep multiple copies of multimedia works 
with copyrighted materials. 

 

To load Picasa, go to Start >> Graphics and Layout >> Picasa 3. Picasa will load and 
when you run it for the first time, it will search your drives for any images. Some you may 
want and some you may not. If you’d like to stop the search, click on Exit Search. 

 

 

 

 

 

 

 

 

 

 

 

 

The folder names 
here correspond 
with the folder 
names on the left. 

Right click on any 
folder to make 
changes to the date 
or title. 

Double click a 
folder to open it. 

Scroll up 
and down 
to see all 
of your 
folders and 
pictures. 

Rotate 

Change file 
names: 

Select a 
picture.  

Click on File 
>> Rename. 
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Approximate Resolutions for Printing: 

For onscreen viewing or for web pages, less 
is more. A 640X480 image is fine. 

640x480: about 4X6 
1024 x 768: about 4x6 
1152 x 864: about 5x7 
1600 x 1200 : about 8x10 or larger 

Add a 
caption 

Double 
click on 
any 
picture 
to edit. 

When you’re done 
making changes, click 
Back to Library.  

Be sure to click the 
Save Changes 
button in the Library. 

When you highlight 
a picture, you’ll see 
all the details: 

 Name 
 Date 
 Dimensions 

(pixels) 
 File size (KB) 
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To Import Images from a Camera 

Most cameras and Windows XP machines will “talk” to each other without software—all you 
need is the USB cable. Picasa will help you download your images. 

1. Open Picasa. 

2. Click on Import. 

3. Click on Select Device >> You should see 
the camera listed. 

4. Click on the camera. 

5. Click on Import All. 

6. After a short time, the pictures will appear in 
the Picasa window. (You’ll see a progress 
marker in the lower left.) 

7. Click on Import All—this time it’s below 
the sample picture. 

8. In the Finish Importing Window, you 
should look at two spots: 

 Enter a folder name: This folder 
name will be what shows up in the 
gallery where your photos are 
organized. 

 Location where these photos 
will be saved: It should save to 
your H drive. You may make a new 
folder if you wish. 

9. Click Finish. 

10. You’ll be back in your gallery view. 

 

 

Printing Pictures 

1. Select the images you’d like to print: 

 Drag the images to the tray. OR 

 Select the image and click the 
Hold button. OR . . . 

 Press CTRL + click on each 
picture you’d like to print. Drag 
them to the tray. 

2. In the tray, each image should have a 
green circle on it. 

3. Click the Print Button. 
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4. Make your choices 
from the menu on 
the left: 

 

 

 

With Picasa 3, use Border and Text 
Options to modify your printed page with 
captions and more.

Select your Printer. 
If you don’t see the 
one you’d like, click 
the Printer button. 

Choose the 
Print Layout. 
Picasa will 
organize them 
automatically. 

Click Print when 
you’re ready. 
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Managing Folders & Images 

You may set up Picasa so that it always 
watches for photos added to a particular 
folder. Or you may set it up so that it 
only checks a folder once. 

If you share a folder with students or 
staff members, the scan feature can be 
very helpful. Since Picasa really just 
points out files (it doesn’t save them), 
one person can upload photos into a 
shared folder. And next time you open 
Picasa, you’ll see all the new images 
added. No extra space required, but 
everyone sees the images. 

1. Go to Tools. 

2. Click on Folder Manager. 

3. Find (or create) the folders you 
want Picasa to scan. 

4. Select the folder. Click on Scan Once or Scan Always. 

5. Repeat steps 3 & 4 to change the settings of other folders. 

 

Deleting Images and Folders 

Most likely, Picasa will point to some images you may not 
recognize. (When you first install Picasa, it searches 
everywhere and might find images used with programs or 
images from long ago.) 

1. You have a choice to Delete Files or Remove 
Files. Removing files is the safest. 

2. On the left side of your library window, find the 
folder.  

3. Right click on the folder. 

 If the folder has images you’re sure you don’t 
need, select Delete. 

 If the folder has images you might need, select 
Remove Folder. 
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Modifying Pictures 

Double click on any image in your Picasa library to make changes. Look at the palette of 
tools on the left and select from these tabs: 

Basic Fixes: Crop, 
straighten, adjust 
contrast or color, and 
modify the fill light (fix 
a dark picture, 
perhaps). 

Tuning: Adjust 
lighting, highlights, and 
shadows. 

Effects: Add special 
effects to your photos, 
like tinting, film grain, 
and more. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you’re done 
making changes, click 
Back to Library.  

Be sure to click the 
Save Changes 
button in the Library. 


