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Using Picasa 3 to Manage Your Photos 
By Scott Badger 

Installing Picasa  
1. Go to www.google.com and then log into your Google account. 

 
2. Click More > even more. 

 
3. You will see all of the Google products. 

 
4. Scroll down and click the Picasa link. 

http://www.google.com/
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5. Click Download Picasa 3. 

 
6. Click on the yellow area right below the Picasa download in progress tab and then select 

Download file. 

 
7. Click Run. 
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8. Click Run. 

 
9. Click I Agree. 

 
10. Leave the default location for the destination folder and click Install. 
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11. Make sure just Create Shortcut on Desktop and Run Picasa 3 are turned on. 

12. Click Finish. 

Setting Up Picasa 3 for the First Time  

 
1. Since our images are stored in My Pictures, ƭŜǘΩǎ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ άhƴƭȅ ǎŎŀƴ aȅ 5ƻŎǳƳŜƴǘǎΣ aȅ 

tƛŎǘǳǊŜǎΣ ŀƴŘ ǘƘŜ 5ŜǎƪǘƻǇέ ƛǎ ǘǳǊƴŜŘ ƻƴΦ 

2. Click Continue. 
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3. IŜǊŜ ǿŜ ŀǊŜ ǘǳǊƴƛƴƎ ƻƴ ά¦ǎŜ tƛŎŀǎŀ tƘƻǘƻ ±ƛŜǿŜǊ ŀǎ ǘƘŜ ŘŜŦŀǳƭǘ ǾƛŜǿŜǊ ŦƻǊ ǘƘŜǎŜ ŦƛƭŜ ǘȅǇŜǎέ ŀƴŘ 

we checked off all of the images file types. 

Note: If you ŎƭƛŎƪ ƻŦŦ ά5ƻƴΩǘ ǳǎŜ tƛŎŀǎŀ tƘƻǘƻ ±ƛŜǿŜǊέΣ ²ƛƴŘƻǿǎ DŀƭƭŜǊȅ ǿƛƭƭ ōŜ ǳǎŜŘ ǿƘŜƴ ȅƻǳ 

double-click on an image within your Windows Explore. 
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4. You should now see all of your images in your My Documents, My Pictures, and Desktop. 

Changing the View 

 
1. Currently tƘŜ ǾƛŜǿ ƛǎ ǎŜǘ ǘƻ άSet view to show flat folder structureέΦ 

 
2. Click the Set view to show folder tree structure button. 
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3. You now see the parent folders and sub folders. 

Changing the Filters  

 
1. At the top of the window, you should see four buttons with icons such as a 5 star.  

2. Click the button with a head on it which will filter out all of your images an only show you 

photos with faces. 

 
3. If you want to display photos no earlier than a particular day then drag the slider over to the 

right. The closer you get to the right, the closer you get to the current date. 

Show Images in Slideshow  

 
1. Above your group of images within a particular folder, you will see 6 icons. 

2. Click the first image in the group. 

3. Click the first icon which contains a green right arrow head. 
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4. The slideshow will open and you will want to press the play button (right arrow head in hollow 

circle) to play your slide show. 

Edit Your Photo in Picasa  

 
1. Double-click the image that you want to edit. 
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2. On the left side of the image, you should see three tabs (Basic Fixes, Tuning, and Effects). 

Cropping a Photo  

 
3. Click Crop. 

Tabs 
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4. By default, Manual will be selected as the cropped option. 

 
5. /ƭƛŎƪ ƻƴ ǘƘŜ Řƻǿƴ ŀǊǊƻǿ ŀƴŘ ƭŜǘΩǎ ǎŜƭŜŎǘ 4 x 6: Small print. 
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6. Select the thumbnail that you like the best. 

7. Click Apply. 

8. The image as been cropped to the size you just selected. 

Straightening Your Picture  

 
9. Click the Straighten option on the Basic Fixes tab.  
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10. ¸ƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŜ ƎǊƛŘƭƛƴŜǎ ƻƴ ȅƻǳǊ ƛƳŀƎŜΦ 

 
11. If you drag the slider to the right, then the image will rotate counter clockwise. If you drag the 

slider to the left then the image will rotate clockwise. 

12. Once you have change the rotation of the image, click Apply to save your changes. 

)ȭÍ &ÅÅÌÉÎÇ ,ÕÃËÙ /ÐÔÉÏÎ 

 

The LΩƳ CŜŜƭƛƴƎ [ǳŎƪȅ option found on the Basic fixes tab will automatically fix the lighting and color of 

the image. 

Auto Contrast  

 

The Auto Contrast option will automatically fix the exposure without affecting the color. 
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Retouch 

The Retouch option will allow you to manually repair blemishes, dust, and scratches. This option is very 

similar to the Clone tool in Photoshop. 

 
1. Click the Retouch option 

 
2. First decide on which area on the image that needs a retouch. (Notice in this image, there is a 

white mark at the top left of the man.) 

3. Select the size of your brush by dragging the slider to the left (smaller) or to the right (larger). 
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4. Click on the area that needs to be retouched. 

 
5. Now place your pointer (brush) on the area that you want the retouch area to look like. Once 

the retouch area is looking better, click the left mouse button. 

6. Click Apply. 

Text Option  

¸ƻǳΩǊŜ ŀōƭŜ ǘƻ ŀŘŘ ǘŜȄǘ ǘƻ ȅƻǳǊ ƛƳŀƎŜ ōȅ ǳǎƛƴƎ ǘƘŜ ¢ŜȄǘ ƻǇǘƛƻƴΦ 

 
1. Click the Text option. 
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2. ¸ƻǳΩƭƭ ǎŜŜ ǘƘŜ ǿƘƛǘŜ ǘŜȄǘ άType anywhere to add textέΦ 

 
3. You should see a gray border around your text.  
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4. Place your pointer on the gray boǊŘŜǊ ŀƴŘ ȅƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŜ ƭƛƎƘǘ Ƙƻƭƭƻǿ ƎǊŀȅ ŎƛǊŎƭŜΦ LŦ ȅƻǳ ƘƻƭŘ 

Řƻǿƴ ȅƻǳǊ ƭŜŦǘ ƳƻǳǎŜ ōǳǘǘƻƴΣ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ Ǉƻǎƛǘƛƻƴ ƻŦ ǘƘŜ ǘŜȄǘΦ 

 
5. If you want to change the look and feel of the text, just change the Editing text options such as 

Font Family and Font Size. (NoteΥ ¸ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ƘƛƎƘƭƛƎƘǘ ǘƘŜ ǘŜȄǘΦ !ǎ ƭƻƴƎ ŀǎ ȅƻǳǊ ƛƴǎŜǊǘƛƻƴ 

point is in the text box, the editing text changes will be applied to all of the characters within the 

text box.) 

 
6. If you want to rotate the text place your pointer on the circle with red circle and either drag up 

(counter clockwise) or drag down (clockwise). 

7. ²ƘŜƴ ȅƻǳΩǊŜ ŘƻƴŜ ƛƴǎŜǊǘƛƴƎ ŀƴŘ ƳƻŘƛŦȅƛƴƎ ǘƘŜ ǘŜȄǘΣ ŎƭƛŎƪ Apply to save your work. 

Fill Light Option  

The Fill Light option will allow you to adjust the ambient in the image. 

Redeye Option 

 
1. Click the Redeye option. 
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Tuning Tab  

 

The Tuning tab will all you to manually adjust the following options: Fill Light, Highlights, Shadows, Color 

Temperature. 

One Fix for Lightening Option  

 

.ȅ ŎƭƛŎƪƛƴƎ ǘƘŜ hƴŜ CƛȄ [ƛƎƘǘŜƴƛƴƎ ƻǇǘƛƻƴΣ ȅƻǳΩƭƭ ŀƭƭƻǿ tƛŎŀǎŀ ǘƻ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŀŘƧǳǎǘ ǘƘŜ Ŧƛƭƭ ƭƛƎƘǘǎΣ 

highlights, and shadows within your photo. 
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One Fix for Color Option 

 

.ȅ ŎƭƛŎƪƛƴƎ ǘƘŜ hƴŜ CƛȄ /ƻƭƻǊ ƻǇǘƛƻƴΣ ȅƻǳΩƭƭ ŀƭƭƻǿ tƛŎasa to automatically adjust the color temperature 

within your photo. 

Effects Tab 

 

You can apply one of the predefined effects to your image. 

Changing the Album Name 

 
1. Double-click the album name. 
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2. Enter in a new name. 

3. Click OK. 

 
4. The album name has been changed. 

Upload Your Pictures to Your Google Account  

 
1. Click on the Sync to Web button. 


