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Overview: If you need help finding your digital pictures on your computer, or if you want 

to easily share your pictures on Facebook, in print or in a private web album, then you 

need Picasa! This free program from Google can help you organize your thousands of 

digital pictures, crop and color correct your pictures, and quickly share them on-line with 

your students, co-workers, friends and family. If you like to print photos at the local drug 

store, Picasa can help you do that too - all from the comfort of your home or office!  
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Picasa is an easy to use program with many neat features. This presentation is 

designed as a high level introduction to Picasa. To learn more or to find answers 

to questions about the program, please consult the Picasa on-line getting started 

guide and help forum: http://support.google.com/picasa/ 

1. Download and install Picasa @ http://picasa.google.com/ 

a. Step Through the install process like all programs 

b. Special install considerations: 

- Choose to scan only “My Pictures and Desktop” or “My Whole 

Computer”. 

- You can always “hide images” or “Remove Folders from Picasa” 

later. 

- Selecting “My Whole Computer” will index and display images 

from all over your computer including images in other programs - 

icons etc. (junk images). 

- Do not enable the Picasa Photo Viewer – it’s up to you, you can 

turn it on later. 

- After installation, turn off face detection if you have a slow 

computer and a LOT of pictures. You can turn this feature on later 

and let your computer processes it overnight. 

Tools\Options\Name Tags\ Face Detection 

http://support.google.com/picasa/
http://picasa.google.com/


c. Tip: Before installing Picasa, I recommend moving your images into the 

“My Pictures” folder in Windows if you have not already done so. By 

keeping all of your images in one central location on your computer, it 

makes it easier to back-up your images (Back up your images!!!) 

d. Tip: If images display in Picasa that you would rather not see, right click 

on the image or folder and select “Remove from Picasa” or “Hide.” You 

can always bring the folder back through the “Folder Manager” or show 

the image via View\Hidden Pictures – Right Click “Unhide”. 

 

2. Let’s explore the main user interface / layout of Picasa: 

a. General program navigation / screen layout  

b. Library View – magnify via the slider on the lower right. 

c. Double click a photo to enter Editing View – Click “Back to Library” to go 

back. 

d. Slideshow - show settings 

e. Share / Export buttons 

f. "Staring" photos - "Star" the photos that you like - View Stared Photos 

Only 

g. Locate on Disk" feature 

 

3. Editing Images 

Note: "Your original photos are always preserved. When using editing tools in 

Picasa, your original files are never touched. The photo edits you make are only 

viewable in Picasa until you decide to save your changes. Even then, Picasa 

creates a new version of the photo with your edits applied, leaving the original file 

totally preserved.” 

a. Overview of the "Save" button and automatic backups. 

b. Common editing tools: Rotate, Red Eye, Straighten, Crop (crop to focus 

the image on the subject, or crop to fit a specific print size, or both!), Fill 

light, Color Tinting and Black and White effects, and more! 

c. A, A&B, and A&A side by side views  

d. Undo! Redo! Save!  

e. Changes are only seen in Picasa until clicking "save". You can export the 

photo from Picasa to a new folder or upload it to website and the edited 

photo will be sent. If you want to pluck the photo from its folder on your 

computer to take it somewhere (like to Walgreens on a memory stick), you 

must save the edits. A backup will be created. 

 

4. Add Captions To Your Images 

a. Captions are stored in the image file and can be read by Picasa, other 

photo editing programs, and will be displayed on websites that you upload 



your photos to like Facebook, Google+, Picasa Web Albums, or 

Smugmug. 

b. Captions will not print over your photo. If you want to overlay text on top of 

a photo, use the “Text” tool in the editing menu. 

c. By adding captions, you can now search your images for keywords. 

d. If your camera/phone has GPS built in, the location the image was taken 

can be seen on a map in Picasa! That can help you caption the picture. 

 

5. Show off Your Images With a Slideshow on your PC 

a. Hit the “Play” button 

b. Adjust the display time 

c. Sit back and enjoy the show 

d. Want the show to repeat? Go to Tools\Options\Slideshow\ Loop 

Slideshow  

e. Hook your laptop up to your big TV via RGB or HDMI 

 

6. Staring Images, the Photo Tray, and Creating Albums  

a. When you have an image selected or open to edit, you can click the “Star” 

button and that image will now be “stared”. You can “Filter” out non-stared 

images and see only the best, “stared” images. 

b. To perform an operation on multiple images, hold down the “Ctrl” key on 

your keyboard while clicking the images you want to work with. These 

images will be added to the “Photo Tray” in the lower left of the screen. 

You can now export, upload, share, print, etc. multiple images when you 

load up your photo tray. You can even grab images from multiple folders! 

c. Too many stared photos? Create a virtual “Album” by highlighting one or 

multiple photos, right click, then “Add to Album.” You can viuew your 

“Albums” on the upper left side of the screen. 

 

7. Face Detection – Creepy or helpful, you decide! 

a. Picasa can scan all of your images for faces and with your help, it can 

organize your photos by person. Just tell Picasa the names that match the 

faces and Picasa will help you find all of the photos on your computer of a 

particular person. 

b. You can enable or disable this feature if you want any time: 

Tools\Options\Name Tags\ Enable Face Detection. 

 

8. How Picasa can help you share your photos:  

a. Click the “Export” button to export your photos to a folder (to put on a disk 

/ flash drive or memory card to take to the photo lab). You can also resize 

your images when exporting them – this is great for uploading to websites! 



b. Click the “E-mail” button to send your images via e-mail. Go to 

Tools\Options\E-mail to adjust the image size for your e-mailed images 

(800 or 1024 is recommended). 

 

9. Print to Walgreens, CVS, Wal-Mart, Shutterfly, SnapFish, and more!  

a. Add the "Shop" button by right clicking near the "export" button in the 

lower center of the screen. Click on "Configure Buttons" then add the 

"Order Prints / Shop" button. 

b. Click on the "Shop" button and select the photo printing company you 

want to work with (Walgreens, Wal-Mart, etc.), then enter your username 

and password for that company and Picasa will upload your photos to that 

company's website. 

c. Note: Watch out for file size and picture resolution limits! You may need to 

upload photos using the photo printing company's own website for large 

images. 

 

10. Upload to Facebook - Use Picasa to fix redeye, straighten and color correct 

your photos, all before sharing them with your friends on Facebook! 

a. Download and install the Facebook button @ 

http://apps.facebook.com/picasauploader/   (or Google search "Facebook 

button for Picasa") - follow the instructions on the screen. 

b. Edit your pictures as you normally would in Picasa and add captions.  

c. Select the photos you want to upload to Facebook and click on the newly 

installed "Facebook" button in Picasa.  

d. You will be prompted to log into Facebook and also set the security setting 

for this Facebook app. 

e. You will be prompted to create a new Facebook photos folder, image 

quality, and image visibility / security. 

f. Your images will then be uploaded to your Facebook account. 

g. Go to your "Photos" on Facebook and look for your new pictures. You may 

need to click the "Approve Photos" button to add them into your new 

album. 

h. You can "Tag" your friends or skip tagging. 

 

11. Picasa can do even more! 

a. Check out the getting started guide for more great features including a 

photo importing tool to help you get your images off of your digital camera 

or memory card. 

 

 

 

http://apps.facebook.com/picasauploader/


Buying a new digital camera? Austin’s digital camera recommendations: 

Point & Shoot: Panasonic Lumix LX3, LX5, or LX7 (newest version)  

- Features a wide angle, fast lens, great for low light / indoor photography. 

- Also features a slightly larger image sensor than regular point and shoot 

cameras = higher quality images! 

 

DSLR: Nikon D5100  

- Don’t be afraid to buy a Nikon Factory Refurbished Unit and save $$!) 

- Get the Nikon 35mm f/1.8G AF-S DX lens for sharp, low light, great bokeh! 

- Features a vari-angle screen – great for composing shots from odd angles! 

- Almost as good as the D7000 for a lot less $$! 

Shopping for a new digital camera? 

 Amazon.com 

 B&H Photo: www.bhphotovideo.com – Highly Repeatable – Recommended! 

 Adorama: www.adorama.com – Highly Repeatable – Recommended! 

Austin’s recommended photo printing services: 

Walgreens, Wal-Mart, Shutterfly, and Snapfish are great for everyday prints, but 

if you want to print alike a professional, go where the pros go: 

Adoramapix: http://www.adoramapix.com – great quality metallic paper prints 

and nice photo books! Fan them on Facebook for great deals! 

Bay Photo Lab: http://www.bayphoto.com/ - Awesome thin wrap poster size 

prints. 

My Publisher: http://www.mypublisher.com/ - Great professional quality photo 

books! 

Tip: as soon as your order arrives from any photo printing service, inspect it 

thoroughly. If they made a mistake in producing your order, contact them 

immediately and they will often ship you a replacement at no charge and you get 

to keep the defective product. You may need to send them a digital picture of the 

problem as proof they made a mistake. 

Austin’s recommended photo sharing / backup website:  

 SmugMug: http://www.smugmug.com/ 

- UNLIMITED Image Storage! 

- Used by professionals and amateurs alike 

- Share your photos and back them up at the same time 

- Original, full resolution photos are saved – not compressed 

- $40 to $60 per year. 

- Integrates with Picasa with a button!  

http://www.bhphotovideo.com/
http://www.adorama.com/
http://www.adoramapix.com/
http://www.bayphoto.com/
http://www.mypublisher.com/
http://www.smugmug.com/
http://help.smugmug.com/customer/portal/articles/93283-how-do-i-upload-from-picasa-


Want to learn more about Picasa? Sign up for my Community Education class: 

Picasa: Organize & Share Your Digital Pictures for Free! 

Organize, share or send your pictures to the photo lab with Picasa, the free and easy to use program 

from Google. You can crop and color correct your photos, then quickly share them on-line. This is a 

hands-on class with plenty of time to practice your new photo editing, organizing and sharing skills. 

Course Fee: $59.00, includes materials, # of Sessions: 2 

Dates: 4/6/13 to 4/13/13    COMPNCR 1837, Course Code: 2819 

Meeting: Saturday from 10:00AM to 12:00PM 

Location: Workforce Development Center, Room 1404 

Check out my other Community Education Classes: 

Craigslist: Buying & Selling Safely & Profitably 

Save and make money buying and selling locally using the free classified advertisements website 

Craigslist. Learn safe buying techniques, how to write ads that will maximize your profits and get one-on-

one help with your first few listings! You can buy and sell almost anything on Craigslist and never pay for 

shipping or commissions. 

Course Fee: $59.00, includes materials, # of Sessions: 2 

Dates: 2/9/13 to 2/16/13    COMPNCR 1836, Course Code: 2820 

Meeting: Saturday from 10:00AM to 12:00PM 

Location: Workforce Development Center, Room 1404 

 

Internet Auctions: Selling on eBay - Part 1 

If you are thinking about becoming an eBay seller, this class is for you. Learn what types of items sell well 

on eBay and how to figure out the market value of your items. You will see a live demonstration of how to 

list multiple items and turn your unwanted valuables in cash! 

Course Fee: $45.00, includes materials, # of Sessions: 1 

Dates: 3/2/13    COMPNCR 1194, Course Code: 2710 

Meeting: Saturday from 10:00AM to 12:00PM 

Location: Workforce Development Center, Room 1404 

 

Internet Auctions: Selling on eBay - Part 2 

Bring your digital camera along with the items you want to sell and get one-on-one help with your first 

auction listing in the hands-on class. You'll also learn tips for saving on shipping! Prerequisite: You MUST 

take eBay Part 1 prior to Part 2 and come to class with an established eBay seller account and PayPal 

account. 

Course Fee: $45.00, includes materials, # of Sessions: 1 

Dates: 3/9/13   COMPNCR 1356, Course Code: 2719 

Meeting: Saturday from 10:00AM to 12:00PM 

Location: Workforce Development Center, Room 1404 

  


