Picasa Training –  http://staff.beaumont.k12.tx.us/gloker/picasatraining.htm
Objective:
Learn to use Picasa to manage thousands of photos with various albums to sort pictures from different shooting episodes.

Why Picasa?
One of the neat things about Picasa is that this program is freely available with a free download from Google (http://picasa.google.com). But it also does a GREAT job. And although Picasa isn’t designed to replace an image editor, it does have some editing capabilities.

The Need:
Digital photography may seem to afford you the ability to shoot with out regard to cost…but there is a price to pay…and it is having “TOO many pictures to cull”. Currently, on my home computer I have about 75,000 photos in over 650 folders. Only about half of those folders are of pictures of all the same subject. Many of the pictures are from a specific PERIOD of my life, like Christmas ’06, which may have pictures of Angels to Zebras. Picasa allows you to quickly preview all of the photos on your computer no matter where they are located. Picasa also allows you to make albums to sort subjects shot at different times or to make an album of a shooting session. Other features the ability to burn a CD, create a contact sheet, and provide seamless integration with an online web account and more.

General Tips:

· Keep all of your pictures in ONE place…like “My Pictures”. If you have a multi-user system (i.e. more than one user log in), I suggest you keep all of your pictures in “Shared Pictures”. Having your pictures in one location makes it easy to back up your pictures to an external drive.

· Date your folders. For example: “2007, August 19 Sunset” or “2007, Cruise”. I decided this after 5 years and 625 folders…and have since gone back and renamed a bunch. Picasa can handle renaming folders…but it does cause some challenges…so it is best to start out with a solid naming strategy.

· Renaming your files. It is best to replace the DSC or IMG portion of the file name. Use a bulk renaming program such as RNameIt
· Minimize the number of folders with just a few pictures in them. Picasa can handle it…but it defeats some of the benefits of Picasa. I recently manually split my Cruise up into 33 folders…and it made my library less effective be being too cluttered. Technically, you can view your Library in a Tree View (nested folders vs. Flat View), but I don’t like Tree View as much…as it is no longer chronological.

· Always make sure the date on your camera is correct. This can be a problem for some models, as they do not retain the date when the battery is removed.

Picasa Tips:
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Picasa categorizes your pictures by the date the folder was created…NOT the date of the pictures. You can change the date a folder was created by clicking on the folder and “Editing Folder Description” (Fig A). I tend to put edited pictures, like for contest to December of each year (Fig B).

· Use Folder Manager under Menu/Tools (Figure C) to add and remove folders temporarily. Lots of times I take photos of something I need indexed for only a short period. You can use the Folder Manager to remove a folder very easily. Click on the folder, and then click on “Scan Always”. When you close out of the Folder Manager, Picasa will start it’s magic and index or remove any folders.
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Picasa Installation

· Installation from the website is very quick. Just follow the prompts. Picasa will keep itself up-to-date.

· When you first launch Picasa for the first time, it will ask you where to scan for your pictures. Check the 2nd, lower option...the one that will scan only your Desktop, Documents, and "My Pictures" etc.

· Folder Manager (Fig C)

· If you have pictures located in other places, once Picasa is open, go to Menu/Tools/Folder Manager and find any other drives listed out along the left side and expand it until you see any other picture folders. Click on "Scan Always"
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Check to make sure the "C:" drive does not have a green check mark by it. If it does, then click the "C:" drive and click "Remove from Picasa"

· You can add any other folders that you want or remove any folders you don't want to show up in Picasa. 

Picasa Use

· Creating Albums

· Creating a new album can be done by clicking on the New Album icon above the folder listing (Fig D.). Or, you can jump right in by right clicking on any image (Fig E.). 
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Album Properties include setting the Name, Date, Location and Description (Fig F)

· Location, Other nifties

· Navigation
· Locate on Disk – Ctrl + Enter – works on folder in Library Side Bar…or on an Image in the Main Window.

· Clicking on the folder in the main window opens the folder on your disk.

· Esc – drops you out of Editor/Preview mode

· Time Line – VERY neat…but if your camera’s date or you have put pictures in old folders trying to sort pictures manually, then this effect will have less impact.

· Editor – I prefer NOT to edit in Picasa. It DOES allow you to undo ANY changes as Picasa keeps a back up of your original for any images that you edit. But I prefer to use a program where I can “Save As” and KNOW that I have to versions. When you edit in Picasa, 

· [image: image6.png]C(
Jul

View and Edit

Rotate Clackwse. iR
Rotate Counterclackwise. Ctrl+SHFEHR.

Unds allEdts

Hee
Urfide

Screensaver
Stanred Photos
aimee and Drew
Pets

New Album




Splitting a Folder – right click on a picture and “Split Folder Here”

· Staring a Photo – Star (or unStar) any photo by clicking the start in the bottom tray. I use the star when I am trying to cull down for a particular project/contest. See Screen Saver for your ALL TIME favorites.

· Screen Saver – This can actually take over your computers Windows Screen Saver. I used to prefer the Windows XP built-in version…but the Picasa will keep pictures on both monitors of a dual monitor setup. I would use this special Album Designation as a Top Listed Album for your “All Time Favorites”.
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Slide Show – a quick way to view full screen and have the ability to star & rotate. Moving the mouse to the bottom of the screen will popup the navigation bar and automatically pause the show. 

· Other Usage

· Contact Sheet - http://staff.beaumont.k12.tx.us/gloker/picasacs.htm 

· Helpful to have a print archive of your pictures. You can fit 42 to a page.

· Burning a CD - http://staff.beaumont.k12.tx.us/gloker/picasacd.htm
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Be careful if including the SlideShow…as it will render the disk useless at local labs

· Picasa Web Album - http://staff.beaumont.k12.tx.us/gloker/picasaweb.htm 

· Clicking on a photo on your LOCAL computer and “Upload to Web Album” allow you various options such as creating a new album or existing album, setting the upload size, setting public or private.

· Note: I have had some problems with “View Online” after an upload. I just close the box…and then go view my gallery online.

Other Resources:

· http://staff.beaumont.k12.tx.us/gloker/picasa.htm
· Official Picasa Help - http://picasa.google.com/support/ 
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