Picasa 2.5 – 10/18/06 - Revised 06/10/2007

“Picasa - Find, Edit, Share”

Email me: rguyan@yahoo.com

My homepage: www.geocities.com/rguyan

Pisasa Web Album: picasaweb.google.com/rguyan

Picasa stuff: on my homepage, click ‘Picasa2’ (in first box), then find the Picasa box on the Digital Photography page.
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Picasa’s Two Views 

Library & Edit – Getting Back & Forth

Library View


Navigating the library:

Folder & Thumbnail Panes – Getting Back & Forth

Folder & Thumbnail Options - right-click

Scrolling - Scroll Bars & Arrow Keys

Folder view and order - Main Menu View/Folder View


Folder Collections – Open & Close (Click Triangles)

Thumbnail size - slider on right

Thumbnail order - drag to a new position

Large Buttons at Top


Import, Slideshow, Timeline, Gift CD


Search, Search Options

Thumbnail Operations

Selection to Photo Tray by clicking a thumbnail – hold in tray by clicking Hold or Cntl + H or Drag & Drop thumbnail (auto Hold)

Make multiple selections by holding Cntl key and clicking or drag a box or select all by Ctrl + A

Clear all selections by clicking Clear

Clear a single selection by right-click or select and click Clear

Add a Star, Rotate photo

Full-Screen view: arrow pointer on thumbnail, then Ctrl + Alt

Selection makes options at bottom of screen available: Web Album, Email, Print, Order Prints, Blog This, Collage, Export

Collections

Creating an Album

Edit View


Get there by double-clicking (or click-Enter) a thumbnail


Get back by clicking photo or pressing Enter


Edit tabs on left – Basic Fixes, Tuning & Effects

Large photo on right – scroll thru photos by clicking the thumbnail arrows or using arrow keys

Full-screen view: Press Ctrl + Alt

Start typing to Add a Caption – press Enter to finish - buttons to hide/show captions or delete the caption


Slider to zoom photo – drag photo to pan

Buttons for: fit photo into viewing area, set size to 100%, and camera information

Edit Examples

Saving Edits
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Context Menus

Keyboard Shortcuts
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Create


Folder Manager


Options


Backup


Tips
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Picasa 2.5
“Picasa - Find, Edit, Share”

Picasa in Brief

Picasa is a photo organizational tool, with basic editing features. Picasa does not copy your photos, but creates a thumbnail reference to them. 

Introduction


Picasa is a digital image management program. It will import, view, organize, edit, email, create photo projects and backup your images. Google now owns the program and offers it as a free download from picasa.google.com. Here you will also find tutorial support and a User Group. A Picasa book is available, written by Steve Schwartz. Search for it at Amazon. Note: There may be a update to version 2.5 soon. There is also a Picasa Google Group blog.

Installation

When you install Picasa it will take several minutes to create a thumbnail index of all the image files on your hard drive. Picasa then resides in the notification area on the taskbar constantly keeping track of any changes you make to the image files on the hard drive: import, copy, move, rename and delete.

The primary additions in version 2.5 are:  folder list similar to Windows Explorer; a new Save option; Web Album; automatic starred folder. The current version is 2.7 (as of 6/10/07).

Picasa’s Two Views

There are two primary views of Picasa: Library and Edit. When you open Picasa it will be in Library view and look much like Windows Explorer: folders in the left pane and thumbnails of images in the right. If you double click or click-Enter a thumbnail you will enter Edit view. To return to thumbnail view click the enlarged image, press Enter or click Back To Library at the upper left.

Library View

Most operations are performed from the library view (except photo editing, of course). There are some operations that can be performed in either view and those are generally obvious by the buttons showing.

There are two panes in the library view: folder & thumbnail. They behave separately, like the panes in Windows Explorer. You can change the focus with the Tab key and Shift-Tab or by clicking in either pane.

Folder Pane – View/Folder View (main menu) gives you more folder options in version 2.5: Flat Folder or Tree View. The default view (flat) will look different than what you are used to in Windows Explorer. There is no hierarchy and only the folders which contain images will be indexed, so some of your folder names may be missing. Tree View will look similar to Windows Explorer.

View/Folder View also gives four ways to sort folders; the default sort is by Creation Date. Generally the default order is best since that will put your most recent images at the top. Note that there are dividers for each year. If you click the downward pointing triangles (disclosure triangles) at the main folder dividers you can collapse the folder lists and see the folder collections. Some of the collection names are set by Picasa, others you can create. The number of folders in a collection is given in parentheses after the collection name. The number of photos in each folder is in parentheses after the folder name. If you need to find the location of a folder on the hard drive, select that folder in the left pane and from the main menu choose Folder/Locate on Disk or press Ctrl + Enter.

Thumbnail Pane - When you select a thumbnail a whole slate of options at the bottom of the screen become available. There is a slider off to the right to change the thumbnail size. The slider has a sweet spot at the center which will select a number optimum for your screen. A context menu is available by right clicking a thumbnail, from which you can choose many options. You can reorder thumbnails by dragging to a new position.
Scrolling – The scrollbar in the thumbnail pane can be used to scroll through all your photos. For a smooth controlled scroll, click on either the top or bottom of the slider and drag. To jump forward or backward one folder at a time, click the buttons at the top or bottom of the scrollbar. You can scroll a row of thumbnails at a time with the arrow keys if the focus is on the thumbnail pane. The spacebar can also be used to scroll the thumbnails. You can also jump to any folder of thumbnails by clicking on the associated folder name in the left pane.

Large Buttons at Top
Import – Click the large button named Import at the top left of the screen to import photos. Using the Select Device drop-down box you will be able to import from your digital camera, a card reader, a scanner or a files on any drive. A red X on any thumbnail tells you that photo has already been imported. The X is controlled by the Duplicates checkbox at the lower left of the screen. You can preview each photo as it’s thumbnail is read into Picasa and decide whether to import it or not based on the large preview on the right. Use the Ctrl key to select multiple images if necessary. Press the keyboard X to exclude a photo from being imported. Then press either Import All or Import Selected to finish.
Slideshow - One of the first things you may want to do in Picasa is see a slideshow of your recent photos. Select a folder on the left and press the large Slideshow button at the top. The slideshow starts with the first thumbnail by default or with any selected thumbnail. As long as you don’t move the mouse a full-screen slideshow will proceed automatically. Move the mouse (or press Enter) to bring up a menu at the bottom of the screen from which you can view manually with the control buttons, or use the arrow keys. You can set the Display Time, rotate the photos, etc, and start the automatic slideshow again. Set the slideshow options from the main menu: Tools/Options/Slideshow. The slideshow can be stopped by pressing the Esc key or clicking the Exit Slideshow button in manual slideshow mode.

Timeline – The timeline button is used as an interface for finding a folder to run as a slideshow. Use the slider at the bottom to quickly move through your folders until you find the folder name or date you are looking for; then click the center button to start the slideshow.

Gift CD – Create a slideshow for family and friends. Click the Gift CD button at the top of the screen. The folder that is currently selected will be checked for writing to a CD. If you want to include other folders click Add More… and then check any additional folders at the left. To make the CD autorun on your friends computer check Include Slideshow. Unless you are running out of room on the CD choose Original Size (a tally of the space being used on your CD or DVD is on the divider bar above the dialog boxes). Type in a name for the CD and check Include Picasa to include a Picasa loader program. Insert a blank CD in your drive and click Burn Disc.

Gift CD can also be used to send photos to a friend or even a photo finisher. The files are readily available in a folder on the CD. In this case you do not need to check Include Slideshow or Include Picasa.

Search – Coming from Google you just know that Picasa would have great search capability. The search box is at the top right, the box with the magnifying glass at the left end. Quickly navigate to the search box by pressing Ctrl + F. You can search on any text associated with the photo: file names, folder names, captions (covered under Edit View), EXIF and IPTC metadata and keywords. Folders containing photos with data matching your search term are then listed on the left. You can even search for folders which do not appear in the folder list since Picasa keeps track of your photos within the file structure on the hard drive. To start a new search click the red x on the right end of the box. 

For more search options click the symbol to the right of the search box. The additional options are: Starred photos, Movies, and a Date Range search. Close the search by clicking the green Exit Search box at the top of the screen and pressing Esc; even easier press Esc until the insertion point leaves the search box (the insertion point must be out of the search box before you can continue with further operations.

Thumbnail Operations
The Photo Tray is used to hold images you want to process in some way: print, email, create a collage, label, export, etc. When you select a thumbnail by clicking it, that image shows up in the Photo Tray at the lower left. If another thumbnail is clicked the first one will be replaced in the photo tray. Just to the right of the Photo Tray are three buttons which control the tray: Hold, Clear and Add to. Clicking Hold or pressing Ctrl + H will place a green radio button on the thumbnail and hold it in the tray while you select others. Clear will clear the tray of all selections. To clear a single selection from the tray right-click it and click Remove Selection or select it and press Clear. Add to will be covered later. If you drag a thumbnail into the tray it is automatically held.  You can select several thumbnails at once by holding down the Ctrl key and clicking non-contiguous photos. Alternately drag a box around the photos you want to select. Select all photos by pressing Ctrl + A. Note that all photos are selected if the folder is selected.

With a thumbnail selected you can add a star to place it in a special collection. You can also rotate the photo by clicking on the rotation buttons.

To view an image full-screen point to that image and press Ctrl + Alt (hold down Ctrl and press Alt).

Other buttons across the bottom are:

Web Album - This is one of the most exciting new features of Picasa2.5 for those who like to share their photos as a slideshow on the web. First fill the tray with the photos you wish to share (you can also include videos). Captions (to be covered later) are very useful in your albums. Then click the Web Album button. The next dialog box may prompt you for your email address. Yes, you must have a free google account (or a gmail account). Click a radio button to start a new album or add to an existing one. Then enter a name for your album and any additional information you want to share. You can also specify that your album be unlisted. Then click OK and your web album will be created. You can send invitations to announce your new album. When viewing others’ albums you can elect to list them in your favorites. You can now search everyone’s photos.

Goggle provides free space for your photos - 1 GB on their servers, which they estimate should hold 4000 photos. Upgrade for $25/year and add 6 GB - good for 25,000 photos. 

Email – After selecting the images you wish to email click Email (next to Print). Set up email options from the main menu: Tools/Options/Email. A good size for emailed photos is 640 pixels. The email client you have on your computer will probably be your first choice; otherwise sign up for a gmail account.

Print – Select one or more images you wish to print, hold them in the tray and click Print (right of the tray). In the next screen select the Print Layout you want. Default Print Layouts are selected from the main menu: Tools/Options/Printing. The Preview pane will show you what your print(s) will look like. You can even combine portrait and landscape images on the same page – and not waste paper. If you want to make more than one print click the Copies per Picture option after selecting the Print Layout. This will allow you to print multiple copies of the same picture on the same page.

There is an Alert button at the bottom of the Print screen. Picasa makes the following recommendations: less than 100 pixels/in, Bad quality; 100-150 pixels/in, Good quality; more than 150 pixels/in, Best quality.

Collage – Select a few photos and click Collage (next to Email). There are four types to select from. Collage is also accessible from the main menu under Create. Collages come is three useful types: Picture Pile; Picture Grid; and Contact Sheet. They can then be saved in several ways.

BlogThis! will let you blog your photos using Blogger. Once online you can add text and create a photo essay. Online Prints allows you to order prints from an online service of your choice. Export is covered below.

Collections - If you use the flat folder view and want to give your folders another level of organization, use collections. Say you want to put your various trip folders together (they will still be in sort order). Right click on one of the trip folders and select Move to Collection, then choose New Collection. Enter a collection name and press OK. A new collection is created. When you want to add additional trip folders to this collection, proceed as before but select the name you entered earlier.

Creating an Album  – This is one of the most useful sharing features of Picasa. Add to (formerly Labels) gives you the ability to group photos into an Album folder for a special purpose, usually a slideshow, web album, or writing to a CD. You are creating an Album. It’s the equivalent of a playlist for audio tracks. 

Start by placing your selected images into the Photo Tray. When you have assembled all or part of the collection, click on the Add to button and select New and then type in a name. Immediately a new folder is created at the top of the folder list (collection Albums) with the chosen name and the number of photos in the collection. Add to the collection by bringing new images to the tray, clicking Add to and selecting the appropriate label. Photos can be rearranged in the album by drag and drop or even deleted. They can also be renamed: File/Rename. Be cautious of renaming though, since the files will be renamed on the hard drive, which may not be what you want. I think it is safer to order and/or rename outside of Picasa. That way there should be fewer surprises when Albums are written to a CD. Photos can be placed in as many albums as you wish as Albums are virtual folders  and only point to the real thing. Being virtual they can also be deleted without deleting any files on the hard drive.

Edit View

To edit a photo double-click or click-Enter a thumbnail to bring up the edit screen. In this view you can zoom the enlarged image with the slider bar at the right bottom – up to 400%. When zoomed the pointer becomes a hand which can be used to pan the image. A smaller image in the lower right corner can be used to position the part of the zoomed image you want to view by dragging the enclosed rectangle. Zooming can also be accomplished with the up/down arrow keys. There are also buttons to the right of the slider: fit picture inside viewing area; display picture at actual size; and Show/Hide Histogram and Camera Information. For a full-screen view press Ctrl + Alt. 

The filmstrip on the top of the large photo can be used to select the photos in a folder without having to return to the Library View. The blue outline indicates the current image. Scroll through the photos using the arrows on either side of the filmstrip or the arrow keys.

Captions – Just start typing to add a caption; you need not click on the words ‘Make a Caption!’ below the photo. Press Enter to complete the Caption. The usual editing keys are active. Captions are shown on your photos during a manual slideshow and also written to a Gift CD. Captions are also included in web galleries and web albums. Captions are written into a metadata file called IPTC which is part of the image file. The captions are thus made available to all other programs which access your photos. Captions are also searchable and thus one of the most useful additions for finding photos. All of your important photos should have one. On either side of the caption are buttons for Show/Hide Caption and Delete this Caption.

Editing - On the left are three tabs for editing: Basic Fixes, Tuning, and Effects. Basic Fixes are quite self-explanatory. Crop is very useful to produce ‘a picture within a picture’ and to get the correct proportions for printing, both landscape and portrait. Use the manual radio button to obtain any aspect ratio - holding down the shift key will produce a square crop. I’m feeling lucky is a one-click fix for lighting and color. The Redeye option works well and Straighten is easy to use and useful. If you don’t like the changes you’ve made there is an undo button – and also a redo button. Under the Tuning tab I was able to markedly improve a photo which had the yellow cast of florescent lighting. I chose the Neutral Color Picker and then clicked on a white object in the picture. I then adjusted the Fill Light and Highlight sliders. Experiment with some of your photos – Picasa is quite a remarkable basic image editor. If you are feeling artistic try the options under the Effects tab. Try Sharpen to improve an out-of-focus photo.

Saving Edits - Editing changes you make in Picasa are saved as instructions within Picasa and are only visible from Picasa. Picasa edits  do not change the files on the hard drive. To make the edited photos available to other programs (a copy on the hard drive) use one of the following options.

File/Save a Copy - Saves a copy of the edited photo into the original folder and appends a -1 to the file name. No options are available for resolution or quality. The file size is about one-half the original size; thus the quality is reduced.

File/Save As - Displays a Save AS dialog box in which you can specify the filename of the edited file. Works like the above Save a Copy except you choose the new filename.

File/Save - Displays the Save dialog box. Clicking OK will place the original photo in a new sub-folder named /Original. The edited photo replaces the original photo in the original folder. If you return to the Edit View and click Undo Save, the original file is returned to the original folder.

Save Changes () - (Command appears above thumbnails when you return to the Library). Same as the Save option above.

Export - (button at bottom right). Export places a copy of the edited photo(s) into the folder /My Pictures/export/(original folder name) with the original file name(s). That is the default. Another approach is to leave the Name box blank - then a copy of the edited photo(s) will be placed in My Pictures/export. Or, enter a (folder name) in the Name box. Then the edited photo(s) will be placed in My Pictures/export/(folder name). At least that way it may be easier to find the copy of the edited photo(s). Export options are available for resolution and 5 levels of quality.

In summary: Save a Copy is the easiest to use but reduces the quality. Save preserves the quality (the quality setting of Export). Export gives the most control, but places the edited photo in a folder away from the original, but in an easily located folder.

Other

Context Menus - Right clicking either a photo or folder name will bring up a context menu offering many options. When you are stymied and don’t quite know where to look for the option you want, think right-click.

Keyboard Shortcuts - Keyboard shortcuts give you a quick and efficient way to cut through the routine operations you repeat over and over. Learn them one by one as you spot them in the menus.

F11 - Full Screen

Ctrl + F - Search

Tab - Search (you may have to press Tab twice)

Ctrl + Enter - Locate a photo or folder on the hard drive

Alt + Enter - Photo Properties

Ctrl + Home - Jump to top of folder list

Ctrl + K - Add keywords

Ctrl + P - Print contents of photo tray

Ctrl + Shift + P - Print a contact sheet of selected folder

Ctrl + Shift + * - Toggle star on selected photo

Ctrl + Shift + Y - Teddy Bear Easter Eggs

Ctrl + Shift + L - Library view of all photos in browser window

Click a zoomed image to fit it inside the viewing area

Esc - Exit slideshow, search, etc

Up/Down arrows - Zoom/Unzoom photo in Edit view

Keywords – Keywords (also called tags) provide additional search terms for finding photos. Enter them from the main menu View/Keywords… – as many as you like. They will show up in the photo IPTC metadata.

Create - Under the main menu item Create there are several interesting options. 

Set as Desktop is an easy way to set new wallpaper. Select a photo, click Set as Desktop, and confirm. 

Make a Poster lets you create a large print from normal sized paper. Suppose you want a large print and only have 4x6 paper. First select a photo, then click Make a Poster. Setting the poster size to 200% will create four files in the same folder which when printed and assembled will produce an 8x12 poster of your selection.

Movie – Produce the Ken Burns effect – pan and zoom your photos.

Folder Manager - Found in the main menu under Tools. Here you can set select the folders (and drives) which you want Picasa to index (scan). Assuming you keep all your photos in the My Pictures folder, you will probably want to select only that folder to scan. Not scanning the Desktop, My Documents and C: will eliminate the ‘other stuff’ which shows up in the folder list.

Options - Found in the main menu under Tools. Run through the tabs here to make sure email, slideshow, etc are operating the way you want them to.

Backup – Found in the main menu Tools/Backup Pictures. There is a preview of how many CDs or DVDs will be required. If you backup to an external hard drive, attach it before starting Picasa so that Picasa will recognize it.

Tips - Windows does not allow two identical filenames in the same folder. You can save yourself some grief if you keep that in mind. Sooner or later you will want to combine photos from two different folders in an Album (slideshow, Gift CD, Web Album). So, set your digicam so that it will do continuous numbering, since it is not often that you will take the time to rename all files  to something unique.

Scanned slides are another matter. The scanner software will produce a folder with filenames like F001, F002,..., F036 - box after box. Here you will need to rename using Picasa or employ a renaming utility program like Irfanview when you want to combine files from separate boxes into an Album.

Help - From the main menu excellent help is available from the Picasa web site. Some help items here point to specific tasks you may want to accomplish and others to more general help. There is also a search box at the website. You should never more have to puzzle over how to unhide that hidden photo.

Closing Comments

After some use I think you will agree that Picasa is an easy-to-use program with a well designed  interface, and it is fast. You should find several features that you use regularly and actually prefer over other competing programs. My favorites are Slideshow, Email, Set as Desktop, Gift CD and Print. And my new all-time favorite is Picasa Web Album. 

Bob Guyan 10/18/2006
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