
Download Picasa free from the Internet

picasa.google.com

Click here to start 
downloading

Follow the steps to 
install the program

CƻǊ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜΣ tƛŎŀǎŀ ǿƛƭƭ ǎŎŀƴ ȅƻǳǊ ŜƴǘƛǊŜ ŎƻƳǇǳǘŜǊΧ  
or just the areas you want scanned. You decide.

Choose
scan

option

This option is for if you keep 
your pictures in a 
place on your computer 

(not My Pictures)



View the pictures 
in your folders

Library View 

Tasks

Single click to select photo, 
ƘƻƭŘ  ά/ǘǊƭέ ōǳǘǘƻƴ ŀƴŘ ŎƭƛŎƪ ǘƻ 
select more than one photo.

Selection Options

Use red circle to remove selection

Use green push pin to hold selected images 
to move to another folder for more selecting

Sidebar:
Folders are  

listed here by 
year

(also projects 
you create 

within Picasa)

Use blue book to create and add to an album

Selected  
images



Select thumbnail or 
arrows to move to other 

pictures in edit view

Edit View

Rotate 
picture

Select tabs for
more options

Delete 
caption

(after adding)
Click to add or 
edit caption

Undo your edits 
(after the changes)

Turn on and 
off caption

Add tags for 
better searching

Click to Exit or 
press ESC on your 

Keyboard

wŜǘǳǊƴ ǘƻ ά[ƛōǊŀǊȅ ±ƛŜǿέ

Move to Edit View

Double click
a picture to go to 

Edit view

Editing
choices

Viewing options



Navigating the Library View

To move to 
another  

folder, click 
the name of 
the folder 

Folder ManagerFolder Manager selects which photos and folders 
Picasa will scan and automatically display.

To access Folder 
Manager  go to 

ά¢ƻƻƭǎέ ƻƴ ǘƘŜ ƳŜƴǳ 
bar, and click on 
άCƻƭŘŜǊ aŀƴŀƎŜǊέ

To select, click on a folder 
or drive then choose one of 

the options to the right
Click OK to set

Remove a folder from Picasa Sidebar

Move your mouse pointer over the 
name of the folder, click the right 
button on your mouse and choose 
άwŜƳƻǾŜ ŦǊƻƳ tƛŎŀǎŀέ ǘƻ ǊŜƳƻǾŜ 

just that folder.

Or  click and 
drag  this  

bar  to go in 
either 

direction



hǇŜƴ /ƻƳǇǳǘŜǊΩǎ CƻƭŘŜǊ

/ƭƛŎƪ ǘƘŜ ά·έ 
to get rid of 

the box.

An easy way to locate a folder on 
your computer:
1. Move your mouse pointer over the 
name of the folder and click the right 
button on your mouse.
нΦ  /ƭƛŎƪ ά[ƻŎŀǘŜ ƻƴ 5ƛǎƪέ ǿƛǘƘ ǘƘŜ 

left mouse button.

Folders Vs Albums

Folders
Å Folders reside on your computer, 
ǳǎǳŀƭƭȅ ƛƴ ǘƘŜ άaȅ tƛŎǘǳǊŜǎέ 
ǎŜŎǘƛƻƴ ƻŦ άaȅ 5ƻŎǳƳŜƴǘǎέ

Å Deleting the folder or photos 
within the folders will remove 
them from your computer. 
(so be cautious about deleting)

Å Any changes you make to your 
folder in Picasa (such as rename 
or move pictures from one folder 
to another) will also change on 
your computer.

Albums

Å Albums reside only within Picasa ς
Think of them as virtual folders

Å Deleting the album or photos 
within the album will not effect 
the photos that are in your folders. 

Å Albums are nice to use if you have 
a temporary task that will include 
photos from several folders such 
as printing or emailing. 

The 2 options for organizing your photos in Picasa are Foldersand Albums

Create an Album

1. Single click on 
image to select

Note you get a little  
green circle on image 
ƘŜǊŜ ǿƘŜƴ ƛǘ ƛǎ άƘŜƭŘέ

2. Click the green pushpin to hold picture 
before moving to another folder



3. Click Yellowstone 
folder

5. Select green 
pushpin again

4.  Select more photos.
Hold the Ctrl key to 

select more than one 
image at a time

фΦ ²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ǘƘŜ άbŜǿ 
!ƭōǳƳέ ƻǇǘƛƻƴ ȅƻǳ ǿƛƭƭ ƎŜǘ ŀ 
ōƻȄΣ ǊŜƴŀƳŜ ŀƴŘ ŎƭƛŎƪ άhYέ

8. Click 
bottom 

button to 
add to an 

album

7. Select 2 
more images

6. Choose 
Williamsburg folder



Albums  - More Options Just for Albums

Folder and Album Options

Move photos between folders/albums:
Select the photo, drag, and drop into a new 
folder or album.

Edit a folder/album properties:
Double click the name on the sidebar 
to edit the properties box. Change the 
name, date, music to play during a 
slideshow, and add a description.

Delete a Photo:
Select the photo then 
press the delete key on 
your keyboard

Create an album before adding photos:
{ŜƭŜŎǘ CƛƭŜҔέbŜǿ !ƭōǳƳέ
Add a photo to existing albums:
The same photo can be added to many albums by dragging & 
dropping in each album

Delete an Album or Folder:
Right click over the name of 
the folder or album on the 
left sidebar and select 
ά5ŜƭŜǘŜ !ƭōǳƳέ ŦǊƻƳ ǘƘŜ 
menu.

1.

2.



Rotating a Photo
You can rotate a photo in any 
view in Picasa.

1. Select the photo to rotate 
by clicking once.

2. Click the rotation buttons 
at the bottom of the 
screen to reorient in in 
either direction.

1

2

Å Lƴ 9Řƛǘ ±ƛŜǿΣ ȅƻǳΩƭƭ ǎŜŜ 
several tabs: 

ï Basic Fixes

ï Tuning

ï Effects

Editing your Photographs

Basic Fixes    Tuning       Effects

Clear Tray

Click  the red circle to 
remove selections



Edit Basic Fixes 
Crop: Drag & drop the bounding box over the photo. Click on and 

drag corners of the box to change the cropped selection while 
ƳŀƛƴǘŀƛƴƛƴƎ ǘƘŜ ǎŀƳŜ ǇǊƻǇƻǊǘƛƻƴǎΦ /ƭƛŎƪ ά!ǇǇƭȅέ ƻǊ ά/ŀƴŎŜƭέ ǘƻ 
ǊŜǘǳǊƴ ǘƻ ǘƘŜ ά.ŀǎƛŎ CƛȄŜǎέ ǘŀō.

Straighten: Select ŀ ǇƘƻǘƻ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά{ǘǊŀƛƎƘǘŜƴέ ōǳǘǘƻƴΦ Lƴ ǘƘŜ 
ά{ǘǊŀƛƎƘǘŜƴ tƘƻǘƻέ ǾƛŜǿΣ ǳǎŜ ǎƭƛŘŜǊ ŀǘ ōƻǘǘƻƳ ƻŦ ǎŎǊŜŜƴ ǘƻ ŀƭƛƎƴ 
photo against the boxed grid.

Red Eye: Click άwŜŘ 9ȅŜέ ōǳǘǘƻƴΦ 5ǊŀƎ ƳƻǳǎŜ ŀǊƻǳƴŘ ŜŀŎƘ ŜȅŜ 
separately to select it. Release the mouse to complete your 
selection. The photo will automatically be displayed with 
the red eye removed.

LΩƳ Feeling Lucky:Picasa ǿƛƭƭ ŎƘŀƴƎŜ ȅƻǳǊ ǇƘƻǘƻΩǎ ŎƻƭƻǊ ŀƴŘ 
contrast to produce what it thinks is the ideal photo.

Auto Contrast: Click ά!ǳǘƻ /ƻƴǘǊŀǎǘέ ǘƻ ŀŘƧǳǎǘ ǘƘŜ ŎƻƴǘǊŀǎǘ.

Auto Color: Click ά!ǳǘƻ /ƻƭƻǊέ ǘƻ ŀŘƧǳǎǘ ǘƘŜ ŎƻƭƻǊ ƻŦ ǘƘŜ ǇƘƻǘƻ 
automatically.

Retouch: Allows you to graft a portion of the photo over another, 
great when trying to match skin tones.

Add Text: /ƭƛŎƪ ά¢ŜȄǘέ 
to add a descriptive 
word or phrase.
Fill Light: Use the 
slider bar to brighten or 
darken the photo.
Picnic/Creative Kit: Is 
a free Internet photo 
editing resource.

Tuning
Fill Light: At times, photos with bright backgrounds can darken 

or compromise important details in the photo. Add fill light 
to the foreground of photos, making them more balanced.

Highlights: Increase the highlights to amplify the bright spots 
of your photograph. It can help make the whites in your 
composition more vibrant. 

Shadows: Darken the shadows in your photo to provide 
additional depth or contrast. Use this in conjunction with 
the Highlights slider to add contrast to a flat-looking photo.  

Color Temperature: Make your photos warmer by sliding the 
ticker to the right. This can make your colors more vivid 
and help bring to life the composition of your photograph.  

Neutral Color Picker: Tell Picasa which part of your photo it 
should treat as gray or white. Photo Lab will then use that 
selection to balance the colors in the photo. 

Neutral Color Picker: Tell Picasa which part of your photo it 
should treat as gray or white. Photo Lab will then use that 
selection to balance the colors in the photo

One click 
fixes



Effects

Å ¢ƘŜ ά9ŦŦŜŎǘǎέ ǘŀōǎ Ŏƻƴǘŀƛƴǎ 
effects that you can apply 
to any still photo. You can 
add more than one effect 
and you can always undo 
or redo the last effect you 
made at any time. 

Undo All Edits

A very 
useful feature  
when editing!

wƛƎƘǘ ŎƭƛŎƪ ƻƴ ƛƳŀƎŜ ŀƴŘ ǎŜƭŜŎǘ ά¦ƴŘƻ !ƭƭ 9Řƛǘǎέ 



Permanent Saving Options

1.   Save As ςPicasa make a copy with your 
changes. (You choose the name and location)

How:  File > Save As 

2.   Save a Copy ςPicasa makes a copy with your 
changes. (Picasa renames and place in same 
folder. Adds '-1' to name. Quicker option. )

How: File > Save a Copy

3.   Export- Create edited copies of a large 
number of pictures as a new folder. You also 
choose the new location. (You can change the 
size and other options)
How: 

1. Select the photos you'd like to export. 

2. Click the Exportbutton in the at the bottom 
of the page. 

3. In the 'Export to Folder' window, select your 
export settings: 

ï Choose an export location and enter a name 
for the exported folder. 

ï Customize your exported 
image size and quality: 

2.
1. 

3.

Share Your Photos 
{ǘŀǊǘ ƛƴ ά[ƛōǊŀǊȅ ±ƛŜǿέ ǘƻ ōŜƎƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǘŀǎƪǎΦ

Click to Exit or 
press ESC on 

your Keyboard



Slideshow

2.  Click here to start 
the slideshow for that 

folder

Slideshow Options

Return to 
previous 

view
Restart 

slideshow

Turn off 
and on 
Caption

Give 
picture 
special 

recognition

Change  
view time

Choose 
slideshow 
transition 

and effects

1.  Choose
ά¸ŜƭƭƻǿǎǘƻƴŜέ

folder

/ƭƛŎƪ ά9Ȅƛǘέ ǘƻ ǊŜǘǳǊƴ ǘƻ [ƛōǊŀǊȅ ǾƛŜǿ
(or press the ESC button on the keyboard)

Rotate 
image

Resize 
view of 
image

Exit Slideshow 



Print Your Photos

1. Select photos to be 
printed.

2. /ƭƛŎƪ άtǊƛƴǘέ ƻǇǘƛƻƴ ŀǘ 
bottom of the screen.

3. Choose print layout 
and other options.

4. /ƭƛŎƪ άtǊƛƴǘέ ŀǘ 
bottom.

2

4

3

Note:  you can 
preview each 
page before 

printing

1. Select photos.
2. /ƘƻƻǎŜ άCƛƭŜέ ŦǊƻƳ ǘƘŜ aŜƴǳ .ŀǊΣ 
ǘƘŜƴ άhǊŘŜǊ tǊƛƴǘǎ

3. Choose a site from the list.
4. Login or set up an account at that 

service.
(You can enable Picasa to save your 

login information for future use)
5.   Navigate the website to finish the 

order. 2

3

Order Prints on the Internet



Upload to Picasa Web Albums

1. Select photos.
2. Click ά{ƘŀǊŜέ option at the 

bottom of the screen.

3. Login with your free Google account. 
(You may have a couple of more
steps the first time.)

4. Choose options for publishing.
5. /ƭƛŎƪ ά¦ǇƭƻŀŘΦέ

*

* !ƭǎƻΣ ǎŜƭŜŎǘ ά{ȅƴŎ ǘƻ ²Ŝōέ ƻǇǘƛƻƴ ǘƻ 
have any future changes to a folder 
automatically make the  change to your 
web album.

3.

5.

4.

Picasa Web Album ςemail link
By sending a link to your web album in an email you will avoid the 

problem of emailing many photos.

/ƭƛŎƪ ά{ƘŀǊŜέ ǘƻ ǳǎŜ 
Gmail to send an email 

with a link to your album

If you want to use 
another email 
service instead of 
Gmail:
1. Click 
ά[ƛƴƪ ǘƻ ǘƘƛǎ !ƭōǳƳέ
2.  Copy this  
information and 
paste into an email 
message

2


