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REFERENCE GUIDE: Picasa and

Windows Live Photo Gallery

Introduction

These notes include descriptions and instructions for many of the
features of Google Picasa and Windows Live Photo Gallery.

These programs may be downloaded from websites.

Windows Live Photo Gallery 2011 may be installed in Windows
Vista and Windows 7. Earlier versions are available for Windows XP.

Instructions and illustrations for Windows Live Photo Gallery are
generally for version 2011. Differences when using XP versions
are noted in the text.

For some features I prefer one program or the other. The pre-
ferred sections are highlighted in yellow. Also highlighted are
features which are available in only one of the programs.

Toolbars in Windows Live Photo Gallery
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REFERENCE GUIDE: Picasa 3.8 and Windows Live Photo Gallery 2011

Picasa 3.8 Windows Live Photo Gallery
Version 2011 (for Vista or Windows 7 only):
XP. Vista, Windows 7: http://www.microsoft.com/downloads/en/default.aspx
Obtain Download the file of the latest version of Picasa For XP*, earlier versions are available:
Program (e.g. picasa38-setup.exe for version 3.8) from http://explore.live.com/windows-live-essentials-xp (2009)
http://picasa.google.com/ or if that doesn’t load: http://en.kioskea.net/download/

download-1972-windows-live-photo-gallery (2008)

Double-click on the saved downloaded file and follow the instructions in the windows

In the window which opens, === —
tick Photo Gallery.
You may also want Mail
especially for Windows 7),
Sl gil\;/)erligl{tf( required for )
MR R viewing some emails), and
e Movie Maker (required for
making videos of slide shows)

=

Choose the programs you want to install
Click e or details,

When installation
is completed the

window at right
Install |opens.

Completing the Picasa 3 Setup

Remove ticks from
boxes you don’t
want.

[]set Google as my default search engine in Internet Explorer

Ticked applications will be |  — —

Click on “Finish”. downloaded (you need to be

online) and installed — this takes some time.
Click on the “Install” button.

Locate the program’s icon (this could be on the Desktop, or the Quick Launch toolbar at the bottom)
Open the If not, click on the Start button; it could be listed there

Program If not, click on the Start button, click on “All Programs”; it should be listed there

Click on the program’s icon (double-click if it's on the Desktop)




The
Opening
Window

Folders
and Files

» |||

Picasa may open with the
“Flat Folder View” (above).

[2) Fotders (214)
4 My Computer (7,004)
4 _r:}r-lql'..l'ee (86)
4 [ Plcasa (8)

B Collages (1)

Reduced
Wednesday, 18 August

Add a description

Add a description

4 B¥ Documents (6.858)
[»* - Photos {3,460)

[ & Grabaid (19)

S

b & Allander (32)
[>iL}| Edent {176)
[> ¥ Blue\Voda (1)

> M Miscellaneous (175)

Scanned
Friday, 12 February 2010

> W Sharne -

Generally the “Tree View” (at right) is more useful and easier to use, as

View) or

the folders on the computer are shown in the left panel.

To change from one to the other: either click on = (for Flat Folder

(for Tree View); or click on “View > Folder View”, and either
“Flat Folder View” or “Tree View”.

New folders cannot be created.

Files may be moved (drag, or Cut & Paste), and copied (Copy & Paste)

Pictures in all folders are shown in the right panel. Clicking on a folder in
the left panel displays the pictures in that folder.

o o L3
Picasa Windows Live Photo Gallery
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The left panel displays folders as they are in
Windows Explorer.
New folders and sub-folders may be created
(“New Folder” button in WLPG 2011; right-
click on folder, “Create new folder”, in XP).

Folders and files may be moved and copied
as in Windows Explorer.

Clicking on a folder in the left panel displays
pictures in the folder and its sub-folders.




Picasa

Windows Live Photo Gallery

Import
Pictures
from your
Camera

Connect camera to computer, or plug in card reader with memory card (USB port)

f‘q Copy pictures to your computer and view
(g them

If Picasa is not open: in “Auto-
Play”, click on “Import Pictures and Videos using WLPG"

If Picasa is open: click on “Import”
Check the drive: |~ |

If only some are to be imported, select these (if they are
consecutive, click on the first, hold down Shift, click on
the last; if not consecutive, hold down Ctrl and click on
each)

||I'I'1purt from: [ Remavable Drive [F:\)

Type a name for the folder (this

. e u . ” Import to: Folder title:
will be creajced in “My P1ctgrgs [ K fores
folder, or will be added to if it
already exists).

Select option “Leave card alone” o
(no files are deleted), or “Delete | oewteontcomed pnotos

. . ” " Delete everything on card
only copied files” or “Delete Leave card alone [~
everything on card”.
Click on “Import Selected” ‘ e O | A iisaea ) ‘

or “Import All".
Note: Files are NOT renamed and numbered with the name
of the folder; their original filenames are retained.

To rename and renumber files with the name of the folder,
select the folder in the left panel, then click on File >
Rename

If WLPG is not open in “Auto-

'R Import p|ct.|res and \ndeos

Play”,

If WLPG is open: click on “Import”

click on “Import Pictures and V1deos usmg WLPG

e

Import

(In XP, click on “File > Import > Import from a Camera or

Scanner”)

Ify d not sex y
and then

Import Photos and Video =

d Ih list, make su nnected to the computer and

Click on the memory card
listed; click on the “Im-
port” button

Other Devices

-
KODAK (F2)

Refresh

With the “Review, organ-
ise...” button selected,

click on “Next”

o Import Photos an

d Videos

Remove ticks from
groups you don’t want.

3

For each group remaining,
click “View x items” to

More options

16 new photos and videos were found

@ Review, organize, and group items to import

*) Import all new items now

see photos; remove ticks

from photos you don't
want; click on “Enter a

= Import Photos and Videos

Select the groups you

/eos are grouped by date and time. Each group will be saved to a different folder. Get help with this

want to import

name”; type a name for
the folder and files.
Click on “Import”.

Note: Files are renamed
and numbered with the
name of the folder

%9 Add tags

111/2010,8:22 am. to 8:28 am.
47 Add tags

Adjust groups: | |

Back | [ Import




Picasa

Windows Live Photo Gallery

Double-click on a photo in the left panel. A new window opens, with a large view of the picture.

Pictures may be adjusted in many ways. Changes are viewed in the large picture as they are made.

Options are at the left (tabs) e Lo [ Adjustments are listed at right of the screen. | = -
Basic Fixes oot e L If not showing, click on “Fine Tune” (2011) | "
Crop, Straighten, Redeye, I'm @ @ ma ||or“Fix” (XP). 2011 options are shown in boxes - st erposers
. * \mw.‘.:um numcin;un r\u(uluu at fa]" r]' ht: XP 0 thHS — |7 s I Brightness
Feeling Luck*y, Auto Contrast* , = o= rig (XP options) S .
Auto Colour*, Retouch, Text*, e weees | o Adjust exposure s 0
Edit in Piknik* (online), Fill = - Adjust color N il
Light wone  we | me || |eo Straighten photo 15 copphot —
« Adjust detail ¥ shatonat 0
. Tu n 'i n Hihlighls. . . S L) Adjust color
Adjust | 10INg s .|| Further options are in the toolbars | e S
Pictures |Fill Light, Highlights, Shadows, . — R i
el > | — |&=| Noise reduction
Colour Temperature, Neutral | B4 ® R D = 011 | g
Colour Picker* ity Cp Red Retuth SOy s i —
Effects (P . Adjustments 4 (XP)
Sharpen, Sep]a, B&W, Basic Fixes Tuning Effects @,\_{ File = Fix Info Publish = E-mail Prink = Make = Slide shiow Extras =
Warmify*, Fil.m Gra.in*, Tint, - Straighten photo
Saturation, Soft Focus*, Effects . .
Glow*. Filtered B&W. Focal Black and White, Sepia tone, Cyan tone, Orange ——
B&W* Graduated Tint* filter, Yellow filter, Red filter B
] - ] ¥ 0
. Reduce noise
“These or equivalent ere not ool ofol |
]n WLPG Filtered B&W Focal B&W Graduated Tint a8
Effects
Undo changes: click on “Undo [change]” This must | Undo changes: click on “Revert to original” (undoes all changes)
Undo |be done for each change made wnaoswagen | | (XP: “Revert” button is at bottom right) =% |
. : Vi : ” . " o e
Changes |Return to Home page: click on “Back to Library Return to Home page: click on “Close file Revertto | Clase
- ariginal = file
‘ 4| Back to Library ‘ (XP: //Back tO Ga”e'y” @, e e ) g
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Picasa

Windows Live Photo Gallery

After making changes, and before returning to the
Library:

Click on “File > Save as”

Create a sub-folder “Changed” in the original folder:
Select the folder; click on the “New Folder” icon; type
“Changed” in the bar with “New folder”

Save Both| .. . un After changing a picture, click on “Close file”
Give an alternative name (e.g. add an “a" after the . . I Al photos and videod
0 !:h.e . filename, and before “jpg”) Drag the changed picture from the right panel to the ) pictures
rngina & w | Pictures
aid Click on “Save” Changed. folder . S
Changed The changed picture is saved in the original folder Double-click on the changed picture i
. . Click on “Revert to original”
Pictures |Undo all changes to the changed picture and
”Return to L-ibrary" CHCk on ”Close ﬁl.e”
The original picture will be in the original
folder, and the changed picture will be in the “Changed” sub-folder
In “Basic Fixes”, click on “Crop” Click on “Crop” (at top) - a rectangle appears
\s:vlzhct(;irgsfer’ draw = Move and resize the grid (o= e sprser— mEm
around area Click on the triangle
: . | below “Crop” —
Resize by clicking Click : o
Crop |and dragging LACK On e G e
borders : Apply Crop | e
Click on “Apply”; ngk i
click on “Back to ose e - .
Library” (the cropped picture is in
: . . the night panel)
(the cropped picture is in the right panel) ,
Double-click on the cropped picture in the right Double-click on the cropped picture in the right panel
Undo |panel Click on “Revert to original”
Crop Click on “Recrop” Click on “Close File”

Click on “Reset”; click on “Back to Library”




Picasa 3.8 Windows Live Photo Gallery 2011

Click on “Straight- | S Click on “Straighten” (at right of picture, or at the top)

en” in “Basic Fixes” = - || Drag the slider to straighten the grid Straghten photo
lines 0

Drag the slider to

Straighten straighten the grid
lines

1
|[In some cases straightening is automatic

Click on “Red eye” in “Basic Fixes” Click on “Red eye” (at top)

Red Eye Redeye removal is automatic Draw a rectangle around any red eye
Draw a square around any red eye that may have been
missed

Click on Retouch” (at top) E

g i Draw rectangles around small parts [etouch
= 1to be removed

7 N

Retouch

In “Basic Fixes”, click on “Retouch”
Adjust “Brush Size” ﬁ

Click on parts to be removed Retouch




Picasa

In “Effects”, click on

Focal |. "
B&W F(?cal B.&W ;
Picasqg |Adiust size of colour § ]
only) area, and sharpness [
of the transition
In “Basic Fixes”, click on “Edit Text” e s
“Type anywhere to add text” appears B ot et Click on the text (a border, and circle with
Text Click the cursor where text is to be M:ﬂ e (B 2 gn Rl ey dOt.’ PR
(Picasa placed, and type text omers (£ = | = Move text by d.raggmg the border. .
only) The Font, and Size, Style, Alignment, OB 100 Eotatg anshres1zedb¥c s u G
Colour and Transparency of text can ragging the red o Ty
be changed \ C--mowb-ai#__Trga
) Y TR Al
Select a picture; click on Create > Make a Poster ] oo Posters with text
Select the “Poster size” oSt 1| | Type your poster on a single page
200% = 4 pages e | IS | AR RS
300% = 9 pages ;,Ziepag.;;;p;;;ue,:msam; pawecoliss- 1 In Word: print, scan, save as JPEG (“jpg” file)
Poster [400% = 16 pages, etc. pm,m ceteacitco.. | | In Publisher: Group (if it includes pictures)
(Picasa |Printing pictures uses a lot Paper e 3uo e Right-click on a border, picture, etc.
only) |of ink g Click on “Save as picture...”

QK 700%
800%

Leave paper size as “10 x 15"
Click “OK"; click “Back to Library”

Select the pictures for the poster; click on File > Print
Click on “Full Page”; click on “Shrink to Fit”; click on “Print” (at bottom left

Select “Save as JPEG ... (*.jpg)”
Use the saved “jpg” file to make your poster

9




Picasa Windows Live Photo Gallery

Email
Pictures

Select pictures; click on “Email” Select pictures; click on “Photo email” (“Email” in XP)
Your email program opens Ermall pes

Delete parts you don’t want, change the Subject, add your
message, etc. and send

XA Flowers

Your email program
opens (as for Picasa)

If sent from Windows
Live Mail, options for
the recipient to “View

== Slide Show” or “Download AlL” are in blue (7 e. active

' | = Internet links for this to be done). Downloaded pictures
Inte.rnet Explorer (XP) — ' . are in a zip file.
or Windows Mail (Vista) Windows Live Mail

_ o _ . The recipient may need Windows Live registration and
Note: If your email program is Windows Live Mail SilverLight installed for these.

(illustration at right), the recipient will not be able to see
the pictures larger or as a Slide Show, or download them.

An alternative method to send pictures by email (recipients can view and print pictures)
Install a program to create PDF files (e.g. PDFCreator, which is free from sourceforge.net/projects/pdfcreator)

Select pictures to print in either Picasa or WLPG
(see section “Print Pictures”); change printer to “PDFCreator” (this will be listed when installed)

Click “Print”; type a “Document Title"; click on “Save”; select folder to be saved in (simplest if it’s the folder the pictures
are in); click on “Save” (pages will appear in Adobe Reader)
Attach file to email for sending (recipient can open file in Adobe Reader, and view and print pictures)

To copy pictures in Adobe Reader to Clipboard: click on Tools > Select & Zoom > Snapshot tool; draw a rectangle around
all or part of a picture (can be pasted into Word, etc.)

10




Windows Live Photo Gallery

Print
Pictures

Picasa
Select pictures; click on “Print” | s
---

Choose the number and size of
pictures from “Print Layout” -
Note: 5 x 8 cm is not satisfactory =

1

SxBem 9x13cm Wx15cm
Border width and colour, and 1
caption text colour and position, — |-
. . . 13 x18cm 20x 25 cm Fuill Page
can be set if desired: click on
“Border and Text Options” o |snkore  [H | copror
& Y =
‘lj Colour "&" Border and Text Options
::m a H Printer

None j_=‘1 v HP Deskjet F2200 serias
[ o
[#] Even width border O i &) Onimage Printer Setup
: G00.0 dpi. 8.3 x 1.7 (Offlime)
[T weap tese Coples per Photao
Avpiy [ ok ] Cancel — + | 1 copies

Use “Printer Setup” to select paper size and quality and
print quality

Set number of copies; click on “Print”

Select pictures; click on =

|ga Impart photos and videos

bUtton ( in XP) !-a Include folder jg’? -

-i{i Order prints..,
Click on “Print”; click on “Print” -

ﬁ’, Print > ‘
. . . -
Window opens (Wizard in XP)
How do you want to print your pictures?
Printer: Paper size: Quality: Paper type: ®
[HP Desket F2200 series | [aa ~ | [600 600 dots perinch = | [Blain paper = .
[ 3
10 %15 cm. (2)
]
‘h— B
_—
e
9x13 cm. (4) =
o
—
- [ =
1 ofl page
Wallet (9) *
Copies of each picture: 1 =1 | [@Fitpicture to frame Options...
| Print ‘ Cancel ‘

Choose the number and size of pictures in the right panel
Select Paper size, Quality, and Paper type from the drop-

down menus

Set number of copies; click on “Print”

Gift CD
(Picasa

only)

Select folders/pictures for the CD
Click on “Create > Create a Gift CD”, follow the instructions

Selection and Settings Name the Gift CD surnoisc @
The iterms selected with a tick above will be included on S
your Gift CD. To add more items, elick the *Add More.. ame |Flowers
buaian beem, Limit 16 Chaacters
Cancel 1
Add Mare.. v | Include Slideshow v | Include Picasa

Phato Siee | Original Size [~]

Not available in WLPG

11




Picasa

Windows Live Photo Gallery

Click on “Export” || s == | Click on “Edit” tab (“File” in XP), click on “Resize” | =" ' ™ ¢
— Export location: My Pictures! Picasa\Exports\Flowers\ @ . . . ate |eft =1 Renam
. Lo | | s T Select a size; options are (pixels): ate right | |1 Resize
Select.a sl1ze; options e et Smaller (640) T —
are (pixels): e
190, 430, 640, 800 e Mogium (1 o
’ ! ! Tmage quality: | BtAutomatic v| Preserves ariginal image quality Med]um (1024) Select a size: Maximum dimensions:
1024, 1200’ 1600 Export videos using: (@) First frame Large (1280) 640 Y =
Click on “Export” Custom Y |
Watermarl: [~ Add watermark Large: 1280 Browse.,,
Resize/ |If the folder name has They will be saved cmen
Export not been changed, Stampphotoswmhyoumama,awahdomamDrac‘opynghtnot\ce‘ 'in the Same folder' Resize and Save ] I Cancel |
Files |Pictures are saved in =)= ]| (with the size added).
1 5 3 =il Libraries . . . ”
My P1cture§\P1casa\Expo.rts\[folfler name] with “ bocumens || LT yOU want them in a different folder, click on Browse” (a
the same filename (see illustration at right). | J wusec new folder, e.g. “Reduced”, can be created).
For sizes of resized pictures (in Windows ¢ ph:ypd Click on “Resize and Save”
Explorer), see illustration below). Compare with fove: | |Sizes of original and ;najubraries B flowers (6404480 g 2818
: : _ s casa ) i £| Documents & flowers.JPG 910 KB
S'IZlES shown “;1 the WLPG L: :DWE{S'JFTPG 82 tg : " resized p]CthES are @ Music & flowers-1 (640x480).jpq 168 KB
column at right. o : : : &l Pictures & flowers-1.JPG 738 k8
g # flowers-2.JPG 121 KB . Flowers at r]ght (1n W’ndOWS = MyPictures B flowers-2 (640x480).jpg 242 KB
& flowers-3.JPG 107 KB EXplOf er ) | Family B flowers-2JPG 937 KB
= flowers-4.JPG T4 KB | Flowers ) flowers-3 (640x480)jpg 245 KB
Select pictures; click on “Collage” |
(“pile of scattered pictures” appears) collage
Move pictures by dragging.
Collage |Click on a picture (a circle,
(Picasa |with a pointer with red
only) |dot, appears); resize and

rotate by dragging the
red dot

=

Complete by clicking on “Create Collage”

“Pile of scattered pictures”

Collage

12




Picasa Windows Live Photo Gallery

Click on a folder (all pictures in the folder will be included in the Slideshow)

Click on the “Play Fullscreen Sideshow” button [>] Click on the “Slide Show” button oricon | [ |seeshon] g
The Slideshow opens, with the first picture S w || The Slideshow opens, with the first picture | . | =

show =| |\
Click at the bottom of the screen (the Slideshow toolbar ap-

pears) Y ek | Click on the triangle on the “Slide Show”
button to select the Transition (Pan and Zoom, | & .. .czeer

Contemporary, Cinematic, Fade) or Appearance |==

Set the Transition (Cut, Pan and Zoom, Dissolve, Wipe, Circle,

Push, Rectangle) and the time for.each shde. | (Black and White, Sepia) = e
Press the Start button @ (the Slideshow will end with the (Transitions are not available in XP) Bl
last p Iuctu're"m the jolder) . ~ =@ |Click at the top of the screen (the Slideshow | e "
Press “Exit” button to exit toolbar appears) |

To prepare a video slideshow, click on the “Create Video Clip
) Presentation” button | & |above the folder (right panel)
Slide | cjick on “Create Video”

% Windows Live Change theme Create movie Share slide show v

This allows you to change to another theme,

Create Video ‘

Show Set Transition and Dimensions in the “Video” tab (these can create a movie (Windows Movie Maker opens
: e T 6P derably) - s |for this), or share the ;llde Shqw on SkyDrive,
Increase the size of the jile consiaerably FaceBook, YouTube, Windows Live Group, or
Click on the “Slide” tab to edit [ o Flikr (these options for sharing pictures are
th.e T1tle”s.l1de . Dot o ck also on the Home ribbon). | & o eea| P
Cl_'lck On Create V'Ideo SR Dissolve through white . . =
d L in the fold 500 x600 The Slide Show loops until stopped.
Video is saved in the folder . . . u ack to Photo Galler
My Pictures\Picasa\Videos i To exit the Slide Show, click on “Back to el
1280 x 720 (720p) Pan and Zoom - 1 ” . ) ;
i ' 1920 x 1080 1080 ) Time Lapse Photo Gallery” at the right of the Toolbar | et view
To add music to a slideshow: . N QL /g
: u : . o Movies can also be created (in Windows Dl /) &
Click on “Tools > Options > Slideshow . L. i e Order Photo Blog  Move
: p " g Movie Maker) by clicking the “Movie LR DI
Click on “Browse” to select a music file . P ” e
— button in the “Create” ribbon
S — e E— - Music cannot be added to a slide show
e (In XP, slide shows cannot be saved or movies created)

13




Windows Live Photo Gallery 2011

Home Edit Find Create

Make - Slide show

E

i - S 5 e
Select pictures which overlap iz Ty Ok R
il NG B | o e e o | et

Click on “Panorama” in the “Create” ribbon
(in XP, click on “Make > Create panoramic photo...”)

Panorama
(WLPG
only)
Crop
Select “similar photos taken with the same subjects, lighting, and vantage point” .
Photo il
Fuse :.E-d-ilt :E-nd :eate“_ ' A
(WLPG A< XY
only) |Click on “Photo Fuse” in the “Create” ribbon (not available in XP) Tk Aasice | prnks: sud

WLPG identifies faces which have different expressions, and shows alternatives to be selected
Sfrom (“Which do you like best?”)

Click on “Save” (with option to change filename and location)

Collage
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