Using Microsoft Office Picture Manager to Organize, View and Edit Software

Downloading Photos

e Launch Picture Manager (Start/My Programs/Microsoft Office/Microsoft Office
Tools/ Microsoft Office Picture Manager)
e Connect the camera to the computer, turn it on
0 The camera may need to be set to the View Mode
e The Scanner and Camera Wizard will appear
e Click Next

Welcome to the Scanner and Camera
@ Wizard

Canon PowerShot A50

Thig wizard helpz you copy pictures from pour camera, scanner, o other
device to your computer, your nebwork, or the Web.

|f wou prefer, wou can work, directly from your device. Thiz option is
recommended for advanced uzers only.

e Check the pictures to download
e Click Next



%) Scanner and Camera Wizard

Chooze Pictures to Copy

Pictures with check markz will be copied. To rotate a picture or view its properties, click it, and
then click the appropriate button,

2h At B OB Clear &l oot il
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e Enter the desired name and location for the pictures
e Click Next
e The pictures will download

% Scanner and Camera Wizard

Picture Hame and Destination
Select a name and destination far pour pictures.

1. Type a name for thiz group of pictures:

| Test Pictures 2 W |

2. Chooge a place to zave thiz group of pictures:

|||ﬂ My PictureshTest Pictures 2 V’| [ Browse. . ]

[] Delete pictures fram my device after copying them

e Inthe Scanner and Camera Wizard Other Options Window, select Other Options,
click Next

i) Scanner and Camera Wizard

Other Options
You can chooze to keep working with your pictures.,

Y'our pictures have been succezsfully copied to your computer ¢
%'ou can alzo publizh theze pictures to a *Web site or order prints
whhat do pou want to do?

(") Publizh these pictures to a Web site
(") Order prints of theze pictures from a phata printing 'Web sit
(&) Mothing, I'm finished working with these pictures

Learn mare about warking with pictures.

e Click Finish



Completing the Scanner and Camera
Wizard

3 picture(z] were copied.

To zee pour pictures on pour computer or network, click the location
bl
b4y PicturestTest Pictures 2

The folder containing the pictures will open. Close the Window.



Accessing Downloaded Pictures in Microsoft Office Picture Manager
Start/ Microsoft Office/ Tools/ Microsoft Office Picture Manager

e On the left side of the Picture Manager window, click the plus sign to expand the
My Picture Shortcuts list
e Click the folder containing the desired pictures
o If you do not see the correct folder of pictures, click Add Picture Shortcut
and locate the folder
Double click a picture to zoom in
Use the magnifying glass slider at the bottom of the screen to zoom in and out
Use the View Menu to access thumbnail, filmstrip or single picture view
Notice the button bar options:
o0 Select a picture, click the Rotate buttons
0 Select a picture and click Auto Correct for computer generated editing
o Click Edit Picture to reveal the editing options
Notice the available options in the Task Pane on the right, under Getting Started

'__Mlc rosoft Office Picture Manager

! File Edit Wew FBicture Tools  Help Type a question for help =
gl shortets. .. || e S @_” # B3 @ X [ 9 o 100% - @) ! 47 O | BB Edie Picturss.. | o8] At Correct!
Picture Shorkcuts SEEE | Getting Started R
Il Add Picture Sharteut. ., -
é@ My Pickure Shorkouts Browse
= ﬁﬂ My Pictures E@ Locate pictures
[5) Test Fickures ET_'_I Add a new picture shortcut
[C7) Test Pictures 2 Edit
103 Unsaved Edits [ Edit pictures
Test Pictures 2 001.jpg afe Rename pictures
Share
@_J E-mail pictures
51 Send pictures to Microsoft
Office
34 Export pictures
Test Pictures 2 003.jpg Test Pictures 2 004.pg
-,
= 4.
1 filzs selected (696 KB) Test Pictures Z 001.jpg [ b 2 _—.J_ C} Shawy at startup




Editing Pictures

e |tisagood idea to duplicate any photo you edit
using the copy and paste commands from the
Edit menu

e Click Edit Pictures on the Task Pane
e Use the buttons on the Task Pane to adjust

color, crop, rotate, flip, remove red eye, resize
and compress pictures

e The Home button on the top left will take you
back to the Getting Started Menu (above)

e After a picture is edited, it will be placed in an
Unsaved Edit folder in the left hand side of the

—

Edit Pictures -

1 files selected

Correct pictures automatically

To automatically correct colar and
brightness For the selected pictures,
click Auto Correct,

Auko Correck

Edit using these tools

u EBrightness and Conkrask
& Color

screen & Crop
o Save the edited photos to remove them @ Rotate and Flip
from this folder @ Red Eye Removal

0 Any edited photos that are not saved
when the program is exited will be Change picture size
returned to the original folder " Resize
:54': Compress Pickures

Emailing Pictures

- e Select the picture(s) to email and click the
: E-mail v X email icon in the button bar, or Email pictures
in the Getting Started Task Pane
e Select the email method, picture size and
layout for the email
o0 Keep in mind that smaller and fewer

1 files selected

E-mail message settings

Y °8 S b e pictures are more likely to reach the

W e e n— recipient without problems _

e e wmEe e 0 In some cases it is more expedient to
message send several emails with fewer pictures

to the same recipient

Preview size: e Click Create Message

Pasteard (445 x 336 px) v o An email will appear with the desired

Tip: Smaller preview sizes will send phOtOS

Fasivey il Uzzloss nallbisy: < g, o Enter the recipient’s address and add a

_ message if desired
Preview layauk:

Table w

Create Message



Importing Photos

e From the Internet
o0 Locate the photo you wish to import
0 Hold down the control key and hold the mouse down on the image

o
(0}
o

Select Copy image
Click in the Photo Manager window
Click paste

e From another folder on the hard drive
Click Add Picture Shortcut on the left side of the Picture Manager

(0]

(0}
(0}

Window
Locate the folder to be added
Click Add

Exporting and Converting Photos

Photos can be used in documents and stored in other places easily.
In most cases, a drag and drop will be sufficient.

Drag photos from the Photo Manager Window to
the desktop, a document or a folder

To convert photos to another file format, select the
desired images and select Export from the File
Menu

Select the location, file names, export format and
export size

Click OK

The files will be exported to the specified location

If you select the same name and place, Picture
Manager will ask before replacing the old files

Expork

1 files selected

Export selected files to
Original locations
My Pictures| Test Pictures 2

|

2 browse bo a new location

Browse, ..

Export with this file name
Original file names
images[11]

Export with this file format

JPEG File Interchange Format {* s

JPEG options...

Export using this size

Criginal size

W

Resize...



Printing Photos

o Select the folder of photos to be printed
e Select Print from the File menu

e The Photo Printing Window will appear
e Click Next

da Photo Printing Wizard

Picture Selection
Pictures with check marks will be printed. To print all pictures, chck Select All,

| Selectal || Clearsn |

[ ¢ Back ][ MHewt > ][ Canicel J

Check the photos to print, click Next

e Select the desired printer, click Next
22 Photo Printing Wizard

Printing Options
Select the printer and paper you want bo use.

What printer do you want to use?

Inner S anctum v | [ Install Printer... ]

Your prints will look best if pou zelect the corect paper before printing. To select paper, click
Printing Preferences.

[ Printing Preferences ]

Currently zelected paper:  Auto Select




e Choose the desired layout and number of times to use each picture
e Click Next

& Photo Printing Wizard

Layout 5election
Select a lapaut from the choices below,

Aevailable lapouts: Print prewigw:

35x5in Prints

[

.i.huu; 35 % B in cutout prints:
== cropped and rotated ta fit

Wallet Prints

et prinks:
cropped and rotated to fit

=

MHurnber of times to use each picture; 3

[ < Back J[ Meut » ][ Cancel J

Click Finsh



