A Basic Guide for Working with Digital Photos (Pictures)
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How To - Set Folder Options On Your Computer For Easy R d
Viewing (this is a one-time setting) T

@& Double-click the icon on your desktop called My

Computer/Computer e G e
@ Double-click your G Drive (will have your name) — Smmmhm
@ Tools menu, Folder Options... "_'Lg"""f-é??k* 1 cpn nden ot skt
@ On the General tab, in the Tasks area, click in front of Show et bl
common tasks in folders (]
@ Click OK
Note: Down the left side of your window you will now see a (Gred ]

menu bar with numerous options.

How To - Make New Folders To Store Your Digital Photos and File and Folder Tasks A
Movies )

J Make a new Folder
@ Double-click the icon on your desktop called My ) Publish this Folder to%‘ue

Web

ComDUter / Computer t;? Share this Folder

Double-click your G Drive

Double-click your My Pictures folder

Under File and Folder Tasks, click Make a new folder
Type a name for your folder (example: Pictures or Movies)
and press the Enter key on your keyboard

Note: At home on your computer, you can store your digital
photos in the My Pictures folder which is located in the My
Documents folder. To access the My Documents folder, go to the
Start Menu and Documents OR if you have an icon on your
Desktop called My Documents, double-click it - you will then see
a folder titled My Pictures.

How To - Download Digital Photos From The Camera To Your
Computer

@ Refer to camera documentation for step-by-step instructions

How To - Copy Digital Photos From Floppy Disk To Your Computer
@ Double-click the icon on your desktop called My Computer/Computer

@& Double-click 3 %2 Floppy (A)

@ Select the digital photos you want to copy to your new folder

Tip: To copy all of the photos, use Ctrl+A to select all of the photos OR to import some of the
photos, hold your Ctrl key down while clicking on the photos one at a time.

#® Go to the Edit menu and choose Copy OR right-click on a selected picture and choose Copy

@ Open the folder where you want to save your digital photos
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Tip: To organize your photos, create multiple folders inside your Pictures folder.

@ Go to the Edit menu and choose Paste OR right-click on a selected picture and choose Paste
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How To - Set Options To View Your Picture Files And Folders [N
Toolbars 4
@ Double-click the folder that holds your digital photos, go to v Status Bar
the View menu (choose one of the following) B
s Thumbnails LU
a Tiles Tiles |
: : ® Jcons
o Filmstrip o
u  Icons Detals
a List Arrange Icons by »
a  Details Choose Detais...
Go To 4
Refresh

How To - Set The Default To Microsoft Office Picture Manager =

For Viewing/Editing Digital Photos (this is a one-time setting) o
@ Right-click on a picture 5 bt it At
@ Choose Open With, and then Choose Program...

N NetWare Copy...

£, JascPaint Shop Photo Album Application

&F Microsoft Photo Editor ) winZip »
Y paint —

® Windows Picture and Fax Viewer VG705, JPG)

& Internet Explorer 04-03-05 0854 P11

(@) Dreamweaver Mx 2004 E—— N

| ChooseProgam..________, |

Copy

Create Shortcut
Delete
Rename

Properties

@ If necessary, choose Select the program from a list and click Open Wi 7%

OK _Ll Chaose the pragram you wank to use to open this file:
@ In the Open With dialog box, highlight Microsoft Office e bz

. Programs

PICture Manager -lgj Recommended Programs: ~

@ Click in the box to the left of the words Always use the @ Irimet Explorer _
. . . Q Jasc Paint Shop Photo Album S Application
selected program to open this kind of file (located toward the ‘ v I
Paint
bottom of the screen) 3Studio

[ ] Cth OK ] windows Ficture and Fax Viswer

I Other Programs:
& sonic MyDvD
[} Adobe Acrabat &.0
[& Adobe Reader 6.0

Always use the selected program to open this kind of File

IF the program wou want is nak in the lisk or on your computer, you can look
for the appropriste proaram on the Web,

- - - - - - - - - - - - - - - = - = - = - = - = - = o n o

How To - View Your Photos Using Microsoft Office Picture Manager

® Double-click on the picture you would like to view
@ Microsoft Office Picture Manger will open your picture
@ Toolbar options will appear at the top of the screen

Use the forward/reverse arrows below your picture 4 P to move from one photo to the next
within your picture folder.
@ Use the slide bar in the lower right corner to zoom in/out.

Zoon: :{, J e}
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Microsoft Office Picture Manager Toolbar:

= Microsoft Office Picture Manager gm
File Edit  View Picture Tools Help o
Gl shorteuts... | Il S 2 | ¥ Ea x 29% = (@ |2 C 4% Sk G EdE Pictures... | Z5] Auto Correct

Tip: Holding your mouse over a tool in the toolbar will generate an information pop-up, which
explains the function of each tool.

How To - Edit Your Photos Using Microsoft Office Picture Edit Pictures - x
Manager a4
@ Select Edit Pictures... from the toolbar L files selected
@ The Edit Pictures menu will open to the right of your photo. Correct pictures automatically
You can edit your photo using the Auto Correct button, by Ta automatically correct calor and
. . . . . brightness for the selected pictures,
using the options under the Edit using these tools section, dlick Auto Correct.
and.by using the options under the Change picture size
section.
Edit using these tools
Tip: For additional information on editing your photos, go to the _ | gl zss vd ot
Help menu and select Microsoft Office Picture Manager Help in © color
the drop-down menu. In the Search for: box, type edit pictures ces

@; Rotate and Flip

and click the green arrow. You will be given help topics to
3 Red Eye Remawval

choose from; click on the topic that best fits the description of

what you are trying to do. Change picture size

\'tg Resize

:5': Compress Pickures

[ ] [ ] [ ] - - - L] - L] - L] L] L] - L] - L] - L] L] [ | - [ | - [ | -
How To - View Your Digital Photos As A Slide Show 0 @ O
- = Microsoft Clip  [TNEESE  Photo Abum
\‘l Wiews as & slide ShDQ Crganizer
@ Open the folder where your phOtOS are SFored L.} D e pic‘iuvasin this Folder into a side shaw,
@ Under Picture Tasks, choose View as a slide show gy Prin pcturs
@ Copy to (D

@ Press the Esc key on your keyboard to exit the slide show

How To - Print Digital Photos &

‘:J Wiew as a slide show
() Order prints online

® Open the folder where your pictures are stored

@® Under Picture Tasks, click Print pictures OR Print this picture

@ The Photo Printing Wizard walks you through the printing
process

‘[ Print this picture

k. Setas desktop
background

&) Copy toCD

How To - Add Text To A Photo e

® Open the folder where your pictures are stored e

#® Right-click on the picture you wish to add text to Bt
® Choose Open With, select Paint NIRRTy

T Conwert o Adobe POF
% Combine 1 Adobe Acrcbat...

N Matware Copy. .

B (] mcrosoft offce Pture Marusger
| @ scan for vauses... & Freworks

] windows Pture and Fax Viewsr
Qkp * W) hovel GroupWse Clenk
Send To b Inkemet Explorer
a
P ardobe Phsteshon
Delate.
Rename
Properties
Danville Community School Corporation How To-...Digital Pictures

Revised: 6/9/2006 Page 3 of 8



TE

@ Double-click on the text tool (the capital A) in the toolbar

‘,ﬂ
T

S

ololsl@=|s]%

® Depending on whether you want the text box to be opaque or l[—'_‘é"
transparent, select the appropriate icon in the toolbar on the [
left

#® C(lick and drag to draw a text box where you would like the
text to appear

@ Select your font, size, etc. in the Fonts toolbar

- = - = - = - - - [ ] - = - = - = - L] - L] - L] - L] = | = L] =
H 3 Inserf
How To - Insert Digital Photos Into Another Program (Word, e —
PowerPoint, Front Page, etc.) Page Nubers...
Date and Time. .
@ Open the program (for example, open Word) aorest ,
@ Open a document or start a new document if necessary -
@ DPosition your cursor where you would like to picture to be (3 comert
inserted e '
@ From the Insert menu, choose Picture, From File... e S gent.
@ Locate and highlight the picture you would like to import, i oo
. Text Box & From Seanner of Camera. .
click Insert Fie.. - [p—
Obect.. 4} newDrawing
Boakeauic (&F  autoshapes
WL, Hyperlink...  Cirl+ Al wordart...
il chart
- - - - - - - - - - - - - - - - - - - - - - - - - - - - -
How To - Resize A Picture That Has Been Inserted Into i x

Colors and Lines | 528 [é Layout | Picture | Texigox | web |

Another Program (Word, PowerPoint, Front Page, etc.)

Size and rotate

@ Double-click on the picture OR right-click on the picture and o GRS
choose Format Picture... e

@ In the Format Picture dialog box, click on the Size tab Sfl;m E w5

@ In the Scale section, type a number in the Height field and I bk aertram

press the Tab key on your keyboard (Notice that the Width e e
field changes appropriately) Orignal e

Height: 4 Width: 533"

Reset
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How To - Place A Shortcut On Your Desktop For Windows
Movie Maker (this is a one-time setting)

@ If you want to place a shortcut on your Desktop to get to
Movie Maker quickly, do the following:
s Double-click the icon on your desktop called My
Computer/Computer
Double-click your C Drive

s Double-click the Program Files folder. (You may need to

click Show the contents of this folder if you don’t see a
list of files.)

Double-click the Movie Maker folder

Right-click moviemk.exe OR moviemk

Choose Create shortcut. Click Yes to place the shortcut

on your desktop.
@ Anicon will be placed on your desktop
® Torename the icon on your desktop, right-click and select
Rename, type Movie Maker (or whatever name you would
like to use)

How To - Use Windows Movie Maker To Create A Movie From

Your Digital Photos

@ Open Movie Maker

@ Under the Movie Tasks area, click Import pictures

@ Navigate to and open the folder where your photos are
stored

@ Toimport all of the photos in the folder, use Ctrl+A to select
all of the photos OR to import some of the photos, hold your

Ctrl key down while clicking on the photos one at a time
@ Click Import
® Drag and drop photos on the storybook area at the bottom

@ To add Transitions, change the drop-down menu at the top to

[27] Compressed (zipped) Folder

& Deskiop {oreate shortout)

Group\Wise Library
@ GroupWise Recipient
_J Mail Redpient

uD My Documents

4 DVD/CD-RW Drive (D:)

Runas...

Scal

n for Viruses

' N NetWare Copy...

o WinZip 3

Fax...
moyienk, exe
12-20-02 0306 M

Cut

ST
k Copy

Paste

Create Shortout
Delete
Rename

Properties

1. Capture Video )]

Capture from video device

Import video
Import pictures
Import audio or mu:

d

Video Transitions X e o
@ Dﬁag and drop a Transition to the storybook area between @ ISMEIEE
photos
® To add Video Effects, change the drop-down menu at the top @ araes 5
to Video Effects E\-"d T ),
@ Drag and drop a Video Effect onto a photo in the storybook ) Colectons
area
® Toadd audio or music go to the Movie Tasks area, click Moz Tuske =
Import audio or music 1. Copturo Video__ @
Capture from video device
Impart video
Impart audio or music i
#® Find your audio or music files, select them, and click Import T 010w
Note: The most common types of audio or music files that can be
imported into Windows Media Player are wav and mp3. (For
help converting your audio files into an acceptable format, see >
page 8 of this document titled: How to - Convert Audio Files to )
MP3 Format Using Windows Media Player.) = == 1
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To add the audio or music files to your movie, click on Show

Timeline at the bottom of the screen

Click and drag an audio or music file to the Audio/Music
section at the bottom

To change the duration of the audio or music file, drag the
slide bar to the left

How To - Save Your Project - AS A PROJECT
® To save your project, AS A PROJECT, from the File menu, choose Save Project. (This save
allows you to open the project and make changes/additions/deletions at a later date.)

How To - Save Your Project - AS A MOVIE
@ Tosave your project, AS A MOVIE, from the File menu, choose Save Movie File. (This save

allows you to save the movie for viewing purposes.)

1) (b % Shiow Tirneline:

») | 0 show storyboard
C:00:70.00 0002000 0:00:30.00 [ ! O

Audio

Audio/Music [

Title Overlay

® The Save Movie Wizard will walk you through the saving process

How To - Play Your Movie With Windows Media Player

Right-click on your movie
Choose Open with, then Choose Program...

If necessary, choose Select the program from a list and click OK

In the Open With dialog box, highlight Windows Media Player

Click in the box to the left of the words Always use the selected program to open this kind of

file (located toward the bottom of the screen)
Click OK

How To - Set A Picture As Your Computer’s Desktop

Right-click in an empty area on your computer’s desktop
Choose Properties

On the Desktop tab, click the Browse button

Find and highlight the picture you would like to use, click
Open

You will then have a preview of what your desktop will look
like - to keep the picture, click OK

Themes Deskiop | Screen Saver | Appearance | Setings |

Background

ifione) ;

[ Ascent

[#) Autumn

[#) Aul

[~ Blies

23 Blue Lace 16

Customize Desktop

ok || cemcel || tei |
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How To - Set A Slideshow As Your Screensaver

@ Right-click in an empty area on your computer’s desktop

@ Choose Properties

@® On the Screen Saver tab, click the down arrow and choose
My Pictures Slideshow

#® Click the Settings button

In the Use pictures in this folder:, click the Browse button

@ Find and highlight the folder that holds the photos you
would like to use, click OK

® You will then have a preview of what your slideshow will
look like - to keep the slideshow, click OK twice

o L u L] u L = - L]
Display Properties 7=

Thesmes | Desiop | Scieen Saver | Appesrance | Setings

Scanen saver
[My Pichaes Sideshow w Snltwgt E Frorcwm

Wat| 30 2| mntes [7] On resume. passwond protect

Moniton power
T it mondod poswel Seitings and 20ve enegy.
-
T oy
=
How often should pictures change?
More Less
6 seconds
Haw big should pictures be?
Smaller J— Larger

90% of the screen

Use pictures in this folder:

|c Documents and gs\ep: Iy D y Browse

™ Stretch small pictures

™ Show file names

[ Use transtion effects between pictures

[V Allow scrolling through pictures with the keyboard

=
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How to - Convert Audio Files to MP3 Format Using Windows
Media Player

@ To open Windows Media Player, click on the Start Menu and
then on “Run...”

® Type: wmplayer and click OK

@ Check your settings to see where your mp3 files will be
stored

@ Right-click in the light blue area at the top of the Windows
Media Player screen, select Tools, select Options...

@ Select the Rip Music tab

@ In the Rip music to this location, notice that files will be saved
to your My Music folder on your G drive (you can use the
Change... button to change the location if you choose)

@ In the Rip settings - Format drop-down, Windows Media
Audio should be displayed (if not, click the drop-down
triangle and change to Windows Media Audio)

@ Click OK

@ Insert your audio CD into the CD player on your computer

At the top of the window, click on the Rip tab

@ It will take a moment for Windows Media Player to detect the
CD and find the information it needs.

#® The Rip Music link in the top right is now available for you -
click on Rip Music

@ A dialog box will appear, select Keep my current format
settings and click OK

Your music is now being converted and will be saved in your
MP3 folder on your G drive.

Note: You can watch the progress of the conversion by noting the
rip status column and the green progress bars. Once the rip is
complete, you will be able to add the songs to your movie project.

Fhagie | Poivacy | Seculy | FieTypes | DVD |
Plper  FioMuic | Devieer | Pefomence | Lbesy

J\B oty e

gy s L s o ation
|PCSE_TREE) HEFS1_VOLL NORTH DCSCHOMEYST  Change..,

Pl Nar...
Fip settings
Format:
[Windows Heda Audo ~] Ledmmomibod
M kol

I Cooy protect music

™ Rip €D when ivserted

™ Eect 0 when rpgng s complete
Pk quaaliy:

Smabest. Bt
s Qualty
Uses shout 56 MI per O (120 Kbgs)
Comgire Windou Madia Sk 1o cihas fomaty
0k | Concel | meow | Hee |

Rip Optians

o ripgirg music from auddin COs:

Windows Madks fusche veisbis bit rate mod, which Lises 3 lower vage b
s el svvabier e sine with cotimal sk ity
- Windows Madks Audk Lostless, mhich provides tha bast sudk quality, Usshl

For sudophies and for archiving CD. (Avalabls only on Windows XF Home
Ecition and Windows I Professional)

Sekoct one of the Following options, and then ik 2K
»
-::3 () Charrgm sy cummet Format: sebtings
L a

) g ey cumree el selfines]
] b e A5 Mk o 120 £bps.
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