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Donations

FastStonémage Viewer is currently a free program for personal and éidnehuse. For commercial usg
a lifetime license can be purchased for $34.95.

If you choose to use the free version, the developer is soliciting donations and | strongly urge you t
the time to send one to him. Your generosity will definitely makifference by providing essential suppor
for the development of future versions.

Here is the address to the Web site for you to make a contribution:

http://www.faststone.org/donate.htm
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How to Use this Tutorial
This tutori al iog i ientibweenkd estrondglycsugbest thét tyoal stdet at the
beginning of the tutorial and work your way through it. In many cases, later sections of the tutorial
assume that you have completed the steps that are described in the previous sections.

1. Getting Started

A. Install FastStone Image Viewer
1. Download the program fronmttp://www faststone.org/download.htm
2. The installation procedurs rather straightorward, so yo should be able to install the program just
by following the oRscreen instructions
B. Applicability of this tutorial to the version of FastStone that you are using:
1. Oneof the great things about FastStone is that it is constantly being updated
2. Since the program is constantly being updated, ttmengoe differences between the version of the
program that you are using and the version that | am using to write this tiéhnibd.l intend to
update this tutorial from time to time, differences will still be inevitable. Hopefully, this tutorial will
be sufficient to get you to the point where you can handle the differences without much difficulty.
C. Dates used in this tutorial:
1. You will soon notice dates in the text and graphics that appear to be outdated
2. Be assured that while the dates may be outdatkdf, the instructions and graphics are
completely compatible with the current versionof FastStone Image Viewer
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2. The FastStme Image Viewer Interface

A. When you first open FastStone Image Viewer, you should see something that looks a lot(iKaghis
graphic shows FastStone Image Viewersion 4.0wvith theWindows XPskin applied- more on Skins

in the next section
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3. Selecta Skin

A. Description:

1. Fast St one

real i

Z€es

t hat

other users prefer a different look and feel

absown

XP skin
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In an attempt to make everyone happy, FastStone praaideltection ofdifferent Skins
Each Skin gives FastStone a different look and feel

In this section, | will show you how to change the Skin
You may pick any skin that you likeall graphics in this tutorial were created showing\Wiadows
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B. Select a new Skin:
1. Click onSettingson the Menu bar and a dropdown menu will appear
2. Point to Skin and a flyout menu will appeas shown in this graphic:

File Edit View Tag Favorites Create Tools ! Settings t
@@HI@uuDs 8 H & W E g
-{3) 03 Skin Window Borders e
1_3 04 =
{03 05 : Corona ures
=g Settings F12 e
1L 07 " Mac_II
{3 08 :
13 09 anAqua :
D10 : .
Q1
= 1.3 12 : indows reen
i ‘j Ot Do DUl 3 Windows XP (Silver)
) 14 Hagley Museum 553643596 3
b : = d . indows Vista J Windows 7
{7 20 Brandywine Park Win
EJ j 25 Chnstmas Cindy 2008120 windows Dark cop

3. C|ICk on the Skln that you Want to triy¢licked onWindows XP) and FastStone WI|| change the
appearance of its interfac&ou may want to check out the new skins
4. That was pretty easy

Change the Size of the Browser Windows

A. There are three Browser windows (see graphic at beginning of this tutorial):
1. Folder Tree Window
2. Preview Window
3. Thumbnail Window
B. Change the size of the Browser wimgn
1. Hover over the double vertical line or the double horizontal line that septwate$the windows
and the cursor will turn into a two headed arrow
2. Click and drag the line to resitiee applicablewindows

SetUp Your Preferences(Settings)

A. Explanation

1. FastStone Image Viewer gives us a lot of «dafined options that we can set to custontiee
programto our personal tastes

2. To get started, | et és n oltwilsuggest gyfew changes as Wwe work e
our way through the vanisfunctiors of the programbut hesteps in this tutorial assume that you
havenot made any changes to the default settings

3. If you have already made changes, you may waopém the Settings dialog box ansk the Reset
buttonfor each talio resetsetings so that you do not get confused as you work your way through
the tutorial

4. After you are finished with the tutorial, youll be in a better position to make your own choices
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6. Change the Size of Thumbnails

A. Display thumbnails:

1.
2.

Click onany folderin the Folder Tree Windowhat contains images and the thumbnails appear

FastStone can display your files in the Thumbnail Window using three different Views:

a. Thumbnail View this is the default setting artlde only display mode that we cover in this
tutorid)

b. Small Icon View

c. Report View (often referred to a Detail View)

You can change many of FastStoneds defaul't

The only default setting that we will change at this time, is the one that controls the size of the

Thumbnalis

B. Change the size of the thumbnails:

»ownpE

o

6.

Click on Settings on the Menu bar and a dropdown menu will appear

Click on Settings and the Settings dialog box will appear

Click on the Thumbnail tab and the Thumbnails Settings window will appear

Click on the dropdow arrow at the right end of the Thumbnail Size ™remisz=: 8L gnd g
dropdown menu will appear

Click on the size that you want:

a. We will click on 160 x 120 the Settings window should now look something like this:

settings x|

Viewer | Thumbnail | Wagnifier | JPEG | R&W | DualMonttor | CMS | Assaciations | Favorites | Programs | Music

Use Thumbnail Database Location: IC:\Documenls and Settings\Bill\&pplication D ata\FastStonehFSIVY G
s humbngil Brovyser Thumbnail Preview
Thumbrail Size: | 160 x 120 v
Thumbnail Border Shape: | Round v

Background: h
Filename Color: [

Size Label Color: -
Border Color: [—
Selected Border Color: -
Drag Ingicator Color: [N

Show Filename:
Show Tool Tip:

Allovy File Tagging: |:] 0x600 JPEG

Folder Thumbnail: | 4 Sample Thumbnails v | Sample.jpg

Yideo File Thumbnail: | Captured Image

Folder Tree

Background: Text Color: -

Hand Cursor: (Select a preset color scheme) v

o [ comeer |
b. Click on the OK button and the Confirmation dialwax will appear

c. Click on the Yes button and the Processing window will appear and then close automatically

when the Thumbnail database has been updated to reflect the size change
|l f you doné6t | i ke the new size, change it
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Sd Up Folders on Your Hard Disk

| believe that the most important aspect of how you manage your digital images is the
folder system that you usel strongly recommend that you arrange your images in chronologi
order. Here is an overview of the systenath use and strongly recommend.

Under yourMy Pictures folder, set up a folder for eagiear. Under eaclyear folder set up a
folder for eachmonth. Under eacimonth folder, set up a folder for eadtcasion Under each
occasionfolder set up variougorking folders. | will give you more details and tell you how to
up these folders in the next section of this tutorial.

This system can help you to locate images by searching only those folders that approxin
time when the images were createdisTdystem also provides an excellent means for you to
backup and archive your images. For example, you can archive all of your 2011 images by {
them to an external hard drive or to some other media, and then deleting them from your co

You can also use Windows Explorer to search for folders that contain certain key words.

The next section of this tutorial describes how to set up this system of folders using Fast
People who have adopted this system are universal in their praise for it.

7. UseFastStoneto Set Up Folders for Your Digital Images

A. Explanation
1. For an explanation of the system of folders thatggestplease read thext boxabove
2. Before you get buried in the details, consider these points:
a. You are probably using a system that is diffetban the one that | suggest. If so, ask yourself if
the system that you are using is working as well as you would like it to.
b. Do not be concerned that you will have to redo everything that you currently have. If you think
you like the system that | desceiljust start using it from this point forward.
c. Many people that | know are using this system and it is working very well for them. | have been
using it (with some minor refinements) fmanyyears and | am very happy with it.
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B. How should | manage my imagen my haralisk?
1. Here is a graphic that shows the system that | recomfieadiates shown in this section are
outdated, but the graphics are not):

=12 My Pictures
{75 2006
[+ 2007
M- 2008
=) 2009
{301
{3 02
{3 03
{3 04
05
L
- 07
{3 08
D09
= )
O 11
B4 12
~{) 04 Double Dutch
{5) 14 Hagley Museum
i) 20 Brandywine Park
=1+ 25 Christmas Cindy
il Enhanced
i) Prints
[=1-2) 25 Christmas Sue
4 Colage
i) Enhanced
i) Prints

2. Set upthis system of folders on your hadisk:
a. Under your My Pictures folder, set up a folder for eyaear: 2005, 2007, 2008, 200, e t c é .

b.

not put any images inthese foldetsh e se ar e merely fAiHeadero

Under eacly e a foldes, set up a sufolder foreachmonth: 01, 02, et ce.
imagesinthese folders hese ar e aldea 0mdwedvitysalds(Bepresenting
the month oDecembeyin the example that follows
Under eachmo n t fbldes set up a separagabfolderfor eachoccasionon which you take
pictures:
(1) The folder name should include the day and the name aofcttasion such a®4 Double
Dutch Farm where:
(@ TheO4si gni fies the day, andeée.
(b) The rest of the folder title describes thecasion- Double Dutch Farmn this example
(c) The original copies of the images that were takiethe Double Dutch Farion
December 8, 2009 will be put into this folder
Under eaclo ¢ ¢ a sfoldems@tuupvorking folders in which you will placeopiesof the
images that you have enhanced or otherwise edftedexample you can give these folders
names like:

(1) Enhanced(containscopies of all of the images on which you made general enhancements

for that occasion)

(2) Prints for Cindy (containscopieso f al | of Cindyés i mages
print yourself or take to Wallart for printing)

(3) Any other folders that you needhold copiesof specific images that you have enhanced
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C. Set Up the folders:

1.

2.
3.

Now that you have

part of setting up the folders

OpenFastStoneif it is not already open

an understanding of -ttd@e sy

In the Folar TreeWindow (see the graphic at beginning of tutotriafjvigate to youMy Pictures

folder

Create a subfolder undgour My Picturesfolderfor each year(2006, 2007, 2008, 20(, etc.)
a. We will create a new folder for each year
b. These folders will bédeader folders(we will not put any images directly into these folders

c. Create a folder for 2@

(1) Click onyour My Picturesfolder to select it

(2) Click on the New Folder ic -

on the Toolbar

¢=R =R I t”@] & X [ E 5 m \Images v | | Filename v

and the Create Folder dialog box will appear
(3) Type the name of theew folder, in this case 20@nd press the Enter key aadew folder
named 200 will be created as subfolderunder your MyPicturesfolder
(4) When you want to create subfolders for other years, just repeat these steps
Createsubfoldes under your 209 folder for each month( e. g. 01, 02, é. 12)

coow

We will create a new folder for each month

These folders will bédeaderfolders in that we will not put any imag directly into these folders
In the next section, we will create subfolders for each occasion

Createa folder for each month in 200

(1) Click on your 200 folder to select it

(2) Click on the New Folder ic

appear
BType the name

on the Toolbar and the Create Folder dialog box will

of the new folder (01 for J

press the Enter key and the new folder will be created not type the names of the months,

just the number of the month

(4) Repeat this procedure to create folders for each month

Create subfoldsrunderyour monthlyfolders foreach occasiorfsuch as04 Dowle Dutch Farml14

Hagley Museum, 25 Christmas at Cindgs;.)

a. We will create a new foldeunder the applicablmo n t fbldes for eachoccasion The
original copiesof the imagegor thatoccasionwill be put into these folders. For example,
picturesof Christmas at Cindy's on December 25, 2008 be put into a foldeunder thel2
month folder. Theo ¢ ¢ a sfoldemwil becalled25 Christmas at Cindy's

b. Create folders for each occasion:
(1) Click on yourl2folder to select it

(2) Click on the New Foldeicon L=

appear

-1 on the Toolbar and the Create Folder dialog box will

(3) Type the name of the new folder, in this caSeChristmas at Cindyand press the Enter key
and the new folder will be created
(4) Repeat this procedure to create folders for each occasiemwill create folders fod4
Double Dutch Farmrand14 Hagley Museum
c. To create folders for oth@ccasionsjust repeat these steps
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7.Under each occawokiognfdders inwHicdywu will pleoedpiesofghe images
that you have enhanced otherwise editedto follow along, use what you just learned to set up the
following working folders under th@5 Christmas at Cindy®lder:

a.

b.

C.

d.

Enhanced(containscopiesof all of the images on which you made general enhancements for
that occasion)

Prints for Cindy (containscopieso f a | | of Cindybds images that
yourself or take to WaMart for printing)
Prints for Sue(containscopieso f a | | of Suebs images that vy

yourself or take to WaMart for printing)
Any other folders that you need to hadpiesof specific images that you have enhanced

8. Select your Startup Folder Option

A. Explanation:
1. Each time you open FastStone, the program will automatically select the last folder that you visited
as the Startup folder in the Folder Tree Wind@and he contents of that folder will be displayed in
the Thumbnail Window
2. For example, if th last folder that | visited before closing FastStone 2088, when | open
FastStone the next time, the contentthef2009folder will be displayed in the Thumbnail Window
3. Having FastStone start at a different point each time caotf@sing:

a.
b.

C.

C.

oo Ta

| tend to get a bit disoriented
| like to tell FastStone to open a specific folder each time | open the pregrdat | amin
familiar territory each time | open FastStone.
Fortunately, FastStone gives the user a choice
(1) If you do not change the default setting, FastStone will open to the last folder that you visitec
(2) However, if you are like me, and you want to tell FastStorapen to a spedif folder every
time it opens, you can do just that

You can change this option at any tithatyou change your mind

l' i ke to tell Fast Stone to open to a partic
For example, the current yearodés folder
Then wherthe net yearrolls around, | change this option so that FastStone operhit@at y e a
folder
Since this is what I like, 1 will tell you how to change the Startup fdiolevhatever folder you
would like to use as the Startup folder

B. Sd your Startugolderto bea specific folder
1. Open the Settings dialog btx the Viewer settings windaw

a.
b.
c.
d.

Click on Settings on the Menu bar and a dropdown menu will appear

Click on Setting®n the dropdown merand the Settings dialog box will appear

Click on the Viewer tab to diay the Viewer settings window, if it is not already displayed
If you have not changed the default setting, the Startup Folder box will look like this:

Viewer | Thumknail Magnifier | JPEG | RAW | Dual Moniter | CMS | Associations | Favorites | Programs | Music
- B

Startup folder: [Last Used = |
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2. Set your Startup folder to be a specific folder:
a. Click on the dropdown arrow at the right end of 8tartup Folder box and a dropdown menu
will appear
b. Click on Specified and a new Browse box will appear to the right of the Startup Foldeit box
should look like this:

Viewer | Thumbnail | Magnifier | JPEG | RAW | DualMontor | CMS | Associations | Favorites | Programs | Music

Startup folder: |Specified =) { G

c. Click on the ellipsis on the right end of the Browse box andtbe/se forFolder dalog box
will appear

d. Navigate to theurrent year'solder and click on it to select-tthe Browse forFolder dialog box
should look something like this:

ioix]

Select a folder:

(& Desktop
=13 My Documents
- @) My Downloads
2 My Music
=3 My Pictures
) 2006
o 2007
£ 2008
- My Computer
e. Click on the OK button on the Select Folder dialog box and gurrent year'solder will be
desgnated as the Startup folder
f. Click on the OK button on the Settings dialog box to close it
3. Repeat these steps any time you want to change the setting for the Startup folder
C.Letds see if your change is working:
1. Click on any folderother tharcurrent yeasfold,and t hat f ol der ds cont er
Thumbnail view
2. Close FastStone
3. Open FastStone and check to see if the program remembered to usergentryear'solder as the
Startup up folder:
a. The contents of yowurrent year'solder shaild be displayed when FastStone opens
b. Pat yourself on the back
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9. Set UpAnd UseFavorites

A. Explanation:
1. I often get lost in the maze of folders and sometimes | have a hard time finding one of my favorite
folders
2. FastStone understands people likemampr ovi des an easy way for 1
3. Thisfunctionis called Favorites
a. lItis very much like setting up Favorite Places or Bookmarks when you are browsing the ,Interne
so that you can jump to your favorite sites
b. The difference is that theakorites in FastStone let you jump to your Favorite folders
c. You can add any folder to yolist of Favorites and then use the Favorites list to jump around to
different folders
4. In the next section, we will add some folders to y@itrof Favorites and thewe will use the
Favorites list to jump around
B. Set up your favorites:
1. Add yourcurrent year's folde2009in this examplejo your listof favorites:
a. Right click on any folder (we will right click on tH2009folder) and a shortcut menu will appear
b. Click on AddFolderTo Favorites and thadd Folderto Favoritedialog box will appear
(1) The name that appears in the Display Name box is the name that will appear in your list of
Favorites
(2) Make any changes that are necessarg will accept the nam2009
(3) Click on the OK button anithe 2009folder will be added to your ligif favorites
2. Add additional folders to your list of favorites:
a. Repeat Steps-@above to add the following folders to your list of favorites:
(1) My Documents
(2) My Pictures
(3) The month oDecembef009- in this case you may want to us the Display Name dialog box
to change the name that will appear in your list of favorites ft@mo something like2009
12
C. Use Favorites to jump from folder to folder:

o
|.11.l

1. Click on the Favorites ic on the Toolbarad your list of Favorites will appear:

1<% add Folder to Favorites
Organize Favorites

) 2009 Ctrl+alt+1
() My Documents  Ctrl+alt+2
() My Pictures Ctrl+al+3
() 2009 12 Ctrl+alt+4

Note: This graphic showseyboard shicuts that you can use to jump to each favorite

2. Click on the name of the folder to which you would like to jump and the contents of that folder will
be displayed in the Folder Wiow

3. Try it again and click on the name of another folder
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D. Manage your list of Favorites:

1. Click on the Favorites ic 69 on the Toolbar and your list of Favorites will appear:

|+# Add Folder to Favorites
Organize Favorites

) 2009 Chrl+al+1
I) My Documents  Ctrl+alk+2
() My Pictures Chri+alt+3

) 2009 12 Chri+-alt+4
2. Click on Organize Favorites and the Settings dialog boxop#in with the Favorites window
displayed:

Settings x|
Viewer | Thumbnail | Magnifier | JPEG | RAW | Dual Monitor | CMS | Associations | Favorites | Programs | Music |
Favorite Folder l Location l
2009 C:\Documents and Settings\Bil\My Docurments\My Picturesh2009
My Documents C:\Documents and Settings\Bill\My Documents
My Pictures C:\Docurments and Settings\Bill\My Documents\My Pictures
2009 12 C:\Documents and Settings\Bill\My Documents'\My Pictures\2009412

[ o | [ conca |

3. You can use this window to:
a. Clear (remove/delete) a folder from this lishe folder willnotbe deletedrom your harddisk
b. Rearrange the order in which the folders appear on your Favorites list
c. Add new foldergo the list

4. Move the folder name#00912 up on the list so that it appears right under the folder c206@
a. Click on the folder name®00912

b. Click on the Up Arrow buttOIE] to move this folder up on the listlick more than once if
necessary

c. When you are finished managing your list of Favorites, click on the OK button
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A.

Introduction:

1. In addition to Favorites, FastStone provides another quick method of jumping from one folder to
another- it is called the History Lisbox (it is located ght above the Thumbnail Window)

You can clear the list at any time

SR IAEN

The History List contains the names of folders that you have visited
There does not appear to be a maximum number of folders that can be on the list
FastStone remembers the names of the folders that you have visited evgowattlose the program

The name of the active folder is shown in the Histasy box

B. How to use the History List to jump to another folder:
1. Click on the dropdown arrow at the right end of the Histasy boxand theHistory List will

appear

@ 5 01 & & X [ E == inages v |Fiename v

\mmmo GeUmentE My PictLres 2009
ettings\BillMy nt;\My Pictures\2009112}
ettingsBillty D tents}

d

s and
and
and

2. Click on any folder that |s on the Hlstory List and that folder will become the active fdluer
contents of that folder will show in the Thumbnail Window

11. DownloadImages from aMemory Card to your Hard Disk

A.

Introduction:

1. lusea Card Readdp download your images from your memory card
a. If your computer does not have a compatible card readeribbuyibu can purchase a Card

Reader

b. Card Readerare not very expensivand they are easy to use
c. The download speed is generallgtierand more reliablehen you use a card reader as opposed

to downloadhg directly from your camera

d. You can leave them plugged into a USB port on your computer so there is no messing with
cables each time that you want to download images to your computer

2. | recommend that you

downl oad the | maandten fr o

formatyour memory card before you take more pictuneggardless of what method you use to
manage your images, this will make it much easier to organize iyageis.
3. FastStone has a fantastic automBiwnload Photofeaturethat iseasy to use and \&ry

comprehensive

4. If you are happy with the method that you are now usingppy images from your memory card to

your harddisk, you can skip the rest of thision

5. If you are not happy with the method that you are now using, or would like toeszasy it isto

copy the imagessing FastStoneead on

B. Copythe Imaged$rom your Memory Cardor your digital camera
1. If youwant b copy images directly from yogameratake note of the following, otherwise read on

a. The camerads devi

just the device driver)

ce

dri ver( nmoutstt hbee ciannsetraa d s

b. The camera must larned on anattached to your computer
c. The camera must hagesufficient supply of electrical power (AC or DC)oss of power during

the transfer can cause the loss of data
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2. Using a blank Memory Card, take some quick pictures around your house so that we will have sorr
images to use for these steps
3. Attach your came to your computer onsert your memory ¢d into a Gird Readerthat isbuilt
into systemor that isattached to yousystem
a. If a Windowspopupwindow appears, click on the Cancel button
b. If some other program that is on your computer tries to taketbgaropy process, you may
want to disable that feature in the other program

c. Open FastStonand click on thddownload Photogon @ that is at the left end of the
Toolbar.
(1) FastStone will automatically locate your memory ca@reat job FastStone
(2) TheDownload Photogrom Camera or Card Read#inlog box will appear it should look
something like this:

Location: [EOS_DIGITAL (F:) - F:\DCIM\

[~ Use file fiter

Location: |C:VJsers\user\Pictures\

Create subfolder: |(None) j (No subfolder)

(" Keep original file names
2009 12 25 001.jpg (Example)

(& Rename file names Template: |PAERPPEEIES _v_] ? | |

Ext Case: llower 'I

Sequential #: lStart from HIGHEST sequential # in destination folder ;]

[V SKIP files that have already been loaded to the destination location Download |

d. The Sourcesection of the dialog box should look something like this:

Source

Location: |EOS_DIGITAL (F:) - F:\DCIM\

[~ Use file fitter

(1) TheLocation box shouldautomatically show the path to your memory card

(2) If the corect path does not show in the Location hase the ellipsethatis at the right end
of the Location boxo navigate to the source folder on your memory card

(3) Normally, you shoulde abldeave this box alone
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e. The Destination Section of the dialog box gladblook something like this:

estination

Location: |C:1,Documents and Settings\Bill\My DocumentsiMy Pictures), I o |

Create subfolder; |Year | Date | vy vvyyymvop

(1) TheDestinationLocation box should indicate the path to the folder into which you would
like to put a copy of the images that are on the memory-gard will normally want to
change the information that is in this box

(a) Click on the eIIipse,E] at the right end of thBestination Location box and the Browse
For Folder window will appearit should look something like this:

ioix)

Select Destination Folder

#-12 My Downloads Al
&) My Music
=-(3) My Pictures
-0 2006
& 2007
{5 2008
=) 2009
01
-5 02
.03
304
{3 05
)06
- 07
{08
{3 09
Q0
,_j 11 A
Raw] 12 | |

M S Mot B

Create Folder ... I QK Cancel |

(b) Navigate to the folder into which you would likeeand click on that-folder to select-it
| have naigated to thddecember 200¢lder that will contain aubfolderfor each day
on which | take pictures in the monthD@&cember 2009

I Create Folder ...
(c) You can use the Crea®lderbutton on the Browser For

Folder window to create a nesubfolderfor the images, but | pfer to use th&ownload
Photosdialog box to create the folder automatically, as you will see in a moment
(d) Click on the OK button and the path to the folder that you selected will now appear in the

X X i Location: IC:\.Documents and Settings\Bill\My DocumentsiMy Picturest2009412Y E LI
Destination Location b
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(2) The Create Subfolder bgoee=eeer =it ¥indicates whether or not you want
FastStone to automatically create a new subfolder into which you would like to place the
images:

(a) Click on thedropdown arrow at the right end of the Create Subfolder
box Create subfolder : | Year \ Month v and a list of msetsappears

(b) These presets provi@dot of flexibility, however, | do not use any of thenmstead, |
click on Specified~older.

(c) The list of presets goes away

(d) A name box is added to the right of the Create Subfdider

(e) I type the name that | want to use for the new subfoltiethis cae, | will type25
Christmas at Cindy'because the pictures that | am downloading werentake
Christmas day at Cindy's house

() The Create Subfolder box and the relédabfolderName box look like
this.

Create subfolder: |SPECIFIED folder x| 25 christmas at Cindy's

(3) The File Names section of tiwnload Photoslialog box should look something like this:

File Names

@' Keep original file names

(O Rename file names

(a) If you choosed keep the original file names you do not need to make any changes in the
section (I do not recommend that you keep the original file nathey are virtually
meaningless)

(b) If you choose to have F&tbne automatically Rename the files as they are put into the
designated foldedick on the radio button in front of Rename File Names and a Name

2009-11-25_10.54.36 jpg (Example)

. Template: [$Y-$M-$D_$H.$N.$5 ] | ]
Template box will apped——— ] i

(c) Since | prefer to use my own naming system, | type in the name that | want-tin tigies
case 2009 12 25 ###

(d) Each file will now be sequentially named 202 25001, 2008 05 31 002, et seq.

e)ylrf you prefer to use one of,ydoaas le@Briwhatalo s

of that gibberish iy clickingon the Help butto, that is to the right of thBlame
Template box and a gibberish list will appeaow that you have all of that valuable
information memorized;lick on thedropdown arrow at the right end of the Name

Templatebox Temelate: [$7-8H-40_SH.8N.45 ¥!, and aselect a preset
() FastStone is semart that it will remember the settings that | like to use in this box and
they will show automatically each time | want to download more images
(4) After you have made all of the settings as described above, click on the Download

button andthe Confirm didog box will appear indicating that a new folder will be
created in our case th@5 Christmas at Cindy®lder
(5) Click on OK on the Confirm dialog box atide Download Process dialog box will appear
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(6) Click on the OK button anBastStone will begin theansfer process
(7) After the transfer is completelick on the Close button and FastStone will open the folder
into which the files were copied and the thumbnails will be displayed
(8) FastStone has:
(a) Created a new folderin this exercise th5 Christmas at Cidly'sfolder
(b) Copied and renamed all of the images that were on the Memory Card
C. Format your Memory Card:
1. Replace your Memory Card back into your camera
2. Use the Camerads Format function to clear an
3. Caution- Photo Recovery:
a. If,forsone reason, at a | ater time you want to
been formatted, you may be able to recover them by using a Photo Recovery program
b. There are many such Photo Recovery programs (use Google to find tsmmg of whichare

totally free programs
c. Some cameras provide a Quick Format and a Full Fofdmathese cameras, | suggest that

you use only the Quick Format.If you use the Full Format you will probably not be able to
recover the images if you later have a need tdhdb®n most cameras, the Format command
will not actually destroy the image# will just make them inaccessible without using a Photo

Recovery program.
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Auto Rename

The Auto Rename function in FastStone offers many options.

To demonstrate some of the options | will use therfdening convention that ldve been
using for quite some time now. The fiaming convention has many advantages as you wi|
soon see.

The first four digits in the file name represent the year, i.e. 2007, 2008, 2009, etc.

The next two digits in the file name represent the margh03 means March

The next two digits in the file name represent the day, i.e. 01 through 31

The next three digits in the file name represent the image number, i.e. 001 to 999
| leave a space between each set of digits to make the file namedeesiel.

12. RenameA Group of ImagesAutomatically

A.

B.

Introduction:
1. TheBatch Renaméunctionis generally usg to automatically rename a group of images ugieg
renaming patterthat you designateyou can even look at a preview that shows the names before

and after the renaming just so that you can make sure that you have all of the correct settings befo

you actually rename the images

2. In addition to the basic rename function, FastStone now also has a comprehensive Search and
Replace function this function is not covered in this tutorial

3. Since the Batch Rename function in FastStone is so comprehdrsve,decided to keep my
explanatoon a fAneed ,sodankjustogiving ydu &rougk informatifom youto get a
basic batch renaming process accomplistedter youmasterthe basics, you may want to dig a little
deeper into thether options

4. Inthe steps that follow,will the Batch Rename functidin rename a group of imagesingthefile-
namingsystemdescribed in théext boxabove

Use the Batch Rename function to rename images:

1. Select the Images that you want to rename:

a. Select thehumbnai of theimages that would like to rename using Standard Windows Selection

Techniques (as described in Appendix A of this tutorial)
b. If you want to rename all of the images in a folder (this is normally what | do):
(1) Click on any one of the thumbnails in theumbnail Window
(2) Hold down the Ctrl key on yolkeyboarda n d pr e s s - aligheblué ctline &heuyd
appear around all of the thumbnails indicating that they are all selected
c. If you later decided to change which images you want to rename, yodda&m eemove images
to/from the Input List after you open the Batch Image Convert/Rename dialog box
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2. UseBatchRename to rename the images:
a. Select the images that you want to renarsiag Standard Windows Selection Techniques (as
described in Appendix Afdhis tutorial)
b. Click on Tools on the Menu bar and a dropdown menu will appear

c. Click on Batch Renam8elected Imagesnd the Batch Image Convert/Rename dialog box will
appear it will look something like this

=lolx|

48Fies
[CABscuments and Settings B 2009112125 Christmas ot @ 7] ot List Is Fies Sort Files By: | No Sort v
Hame I Size | Type. [ Date Modified < |5 2008 1228 012,00 E

52008 12 28 012.1pg 3,728KB JPEG Image 1132009 8:54 At 5] 2008 1231 00L.jpg

2008 12 31 001.jpg 6,497 KB IPEG Image 1/4/2009 6:43 PM Add => I£] 2008 12 31 002.j0g

552008 12 31 002,109 3,766K0  JPEG Image 7/5/2009 11:32 AM |23 2008 12 31 003.1pg

[F2008 1231 003,500 6,213KB  JPEG Image 11312009 8:25 AM AiAtst Il| I 200 123100409

F2008 1231 004,00 4,078KB  JPEG Image 7/5/2009 11:33 AM ) <00 12 9100509

eoos 121 005 Sast0 Fesimase 7iiz09 12 18 200 1231 0600

%2008 12 31 006.jpg 3,882KE  JPEG Image 7/5/2009 11:33 AM :J ey

192008 12 31 008.jpg 5,053KB  JPEG Image 1/4/2009 6:40 PM j 2008 1231 011.jpg

1512008 12 31 009.1pg 4,231KB  JPEG Image 1142009 6:39 P 5 2008 1231 01209

52008 1231 011.4pg 4,478KB  JPEG Image. 71512009 11:33 A — |55 2008 1231 013.jpg

52008 12 31 012.5pg 4,224KB PEG Image 7/5/2009 11:33 AM ) 2008 1231 014,105

El2008 1231 013,09 4,660KB  JPEG Image 7152009 11:34 AM 53 2008 12 31 015.jog ~
Fl2008 1231 014.0g 3,891KB  PEG Image 7/5/2009 11:42 AN o %

) 2008 12 31 015.jpg 3,418KB  JPEG Image 7/5/2009 11:34 AM (@ Use Filename Template. O Search and Replace

#2008 12 31 016.jpg 6,196 KB JPEG Image 1/4/2009 1:02 PM -
15112008 12 31 017.jpg 5,074k JPEG Image 1/3/2009 8:47 AM i S &
1512008 1231 018,79 5,316KB  JPEG Image 1142009 1:01 PM oo | No Grange 3

1592008 12 31 019.jpg 2,814K8 PEG Image 1/3/2009 8:45 AN

512008 12 31 020,500 2,966KB  JPEG Image 7/5/2009 11:39 AM

182008 12 31 021.jpg 5,060KB  JPEG Image 7/5/2009 11:34 AM

[F2008 1231 022,00 3,696KB  IPEG Image 1132009 9:50 AM o

sza 1231 023.1pg 3577KB PEG Image 7isj2009 1:35 M %] ©

> (B Rerene ]
~~~~~~ ot

[l Formts (*.ipa*.ipe; * peas ™. bmp; *.af .t %.tfF; . R T | iy

d. Notice that this dialog box has two tabsa(&t Convert and Batch Rename) and that the Batch
Rename tab has been automatically selected

e. The white window on thé&eft is theSourcewindow - since we selected all of the images that we
want to rename before we opened this dialog box, we do not nesed tbe Source window

f. The white window on theght is thelnput Listwindow:.
(2) All of the images (and folders) that we selected will appear in this window
(2) These are the images that will be renamed
(3) You do not need to make any changes in this window atirinés t

(4) If you want to make changes to your Input list, you can use the Add and/or Remove buttons
to make changes

Tempiate: | EERETIIN] M s

g. Complete the information in thEemplatebox
M The nATi pdfthisdagkoxontains information that may help you in the future
but for now just follow along witlthese stefby-step instructions
(2) Assuming that we took these pictures@ecember 252009 enter the following in the
Templatebox (leaving spaces as indicated)
200912 25 ###
(3) Thefirst three parts of this entry represéme following:
2009 The Year
12 The Month
25 The Day
(4) The fourth part of this entry may not be quite as obvious:
(a) The ### tells FastStone to insert a set of sequential numbers, each oforduntaina
three digitsequential numbdif, for exampleyou want a fourdigit set of sequential
numbers use ####)
(b) The starting point for the set of sequential numbers is entered in box that is next to the
Rename As boxto start the sequence with the number 001, the box should look like

El8
:
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h. If you would like b see a Preview of the results, click on the Renaming Preview
and theRenaming Preview window will appea€lick on the OK button to close this window

and a Confirmation window

i. Torename the imagedjak on theRenamebuttonl
will appear

J. Click on the Yes button and the Image Rename dialog box will apjtedisplays the Old

Filename and the New Filename
k. Quick as a bunny, FastStohascompletel the renaming process, so just click on the Done
buttonand congratulate yourself

13. Rotate Images

A. Introduction:

1.
2.

3.

FastStone can rotate mainyages ofcertaih i | e types, i1including JPEC
FastStone automatically rotates thumbnails based on the EXIF orientattbattésycreated by your
camera:
a. Check your camerab6s documentimage rotationt o see i f
b. If your camerasupports image rotation and if ysatyour camerdo automatically rotate the
images when they are viewed in the LCD viewer on the back of the camera, the images will be
rotated automaticallwhen you bring them into Fast®i®
c. If your camera is not set to automatically rotate the images when they are viewed in the LCD
viewer on the back of the camera
(1) FastStone will not automatically rotate your images when you bring them into FastStone
(2) In this case, qu can follow the &tps in this section of the tutori@ manuallyrotate your
imagesafter you bring them into FastStone
The rotation is lossless for JPEG files

B. Select the Images to be Rotated:

1.
2.

You can manually rotate certain fitgpes in FastStone including JPEG fildke rotation is lossless

The first step is to select the image(s) that you want to rotate:

a. To select a single image, click on it

b. To select multiple images that you want to rotate, use Standard Windows Selection Techniques
(as described iAppendix Aof this tutorial)

C. Rotate the images:

1.

2.

A - X
Click on the Rotatéeft icon or RotateRighticon ah) (o on theControl Barand the selected
image(s) will be rotated
You can also use other methods to rotate imagesll cover those methods in later sectiafghis

tutorial
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14. Use FastStone to View Your Images

A. Introduction:
1. FastStone Image Viewer is a fantastic image viewing progrgu have more viewing options with
FastStone than with any other image management program that | have used
2. In addition to the Thumbnail View, yocan view your images:
a. Full Screen View
b. Windowed View
c. Compare Selected Images View
d. Several variations of these views
3. There are advantages to each of these views and it is easy to switch between them
4. | think that you will find that you will find uses foraeh of these viewsgood job FastStone
5. In sections of this tutorial that follow, | will described how to use each of these views

15. View Images in the Full Screen View

A. Introduction:
1. As the name implies, this view displays an image as large as possible
2. At the top of the screen, you will see some information about the image (Complete path and file
name, Resolution, File size, Etc.)
3. There are so many options that apply to the Full Screen View that it could easily become
overwhelming or confusing
4. To simplify ths, | have decided to present this topic in two sections:
a. Basics- for those who just want to be able to get a quick full screen look at their images
b. Advanced for those who want to get more involved with the numerous options that are
available
B. Basic usef Full Screen View:
1. ToOpenan image in the Full Screen View:
a. Double click on a thumbnail and that image will open in the full screen view, or

i

b. Click on the Full Screen icc that is located at the extreme right end of the Contrgldsar
shown in this gaphic
(BFPHEEQQA0mE Vo  AES S NERE © T = ] 8|

c. The image will open in the Full Screen view
2. Tomovebetween images in the Full Screen View:

a. To display thenextimage, press one of the following keys on your keyboard:
(1) Page Down key
(2) Right Arrow key (except when you are zoomed in on an image)
(3) Spaebar

b. To display thepreviousimage, press one of the following keys on your keyboard:
(1) Page Up key
(2) Left Arrow key (except when you are zoomed in on an image)
(3) Backspace key

c. To jump to thdirst image, press the Home key on your keyboard

d. To jump to thdastimage, press the End key on your keyboard
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3. Torotate an image (lossless in JPEG) while in the Full Screen View:
a. Press the L key on your keyboard to rotate the image to the left
b. Press the R key on your keyboard to rotate the image to the right
4. Tozoom inandzoom outon an image while in Full Screen View:
a. To zoom in, press the + key
b. To zoom out, press th&key
c. To return to the best fit view, press the B key or the * key on your keyboard
d. When you are zoomed in on an image, the cursor turns into the HansoTialt you can click
and drag to see different parts of your image
e. When you are zoomed in on an image, youalaause the arrow keys to see different parts of
your image
5. Todeletean image while in the Full Screen View:
a. Press the Delete key on your kexard
6. Toreturn to the Thumbnail view, do one of the following:
a. Double click on an image (you need to double click at the right speed, because a single click
invokes the magnifier see the Advanced sectigy
b. Press the Esc key or the Enter key on yoeyldoard
7. Display the File and Attributes window:
a. Open an image to the Full Screen View
b. To display the File and Attributes window for the currently displayed image:
(1) Move the cursor slightly ofécreen to the right and the File and Attributes window will
appear
(2) Move the cursor back over the image and the File and Attributes window will disappear
(3) You can also display/hide the File and Attributes window by pressing the | (for Information)
key on your keyboard
c. Introduction to the File and Attributes window:
(1) Thetop section of this window displays information about the file that is currently displayed
(2) The bottom section of this window has three tabs that allow you to display three different
windows:
(a) Click on the EXIF tab to display the EXIF Metadata of the filg ik currently displayed
- the EXIF information now includes a GPS lina Show In Google Earthbutton will
be available if the image has GPS information
(b) Click on the Histogram tab to display the histogram for the image that is currently
displayed
(c) Click on the JPEG tab to display the JPEG Comments (if any) for the image that is
displayed and allows you to enter and/or edit JPEG Comments
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C. Advanced Use of the Full Screen View:
1. Open an image in the Full Screen viesee the previous section if you need rddpg this
2. Use theMagnifier to view a portion of your image in a magnifier
a. Click and hold down the mouse button and a magnified view of part of your image will appear
b. Continue to hold down the mouse button and move the magnifying glass around théisege
a magnified view o# differentpart of your image
c. Set the size and shape of the magnifier (you may want to use different settings on different
images):
(1) Right click on an image and a shortcut menu will appear
(2) Point to Magnifier Settings and a flyooenu will appear
(3) Use the three sections of the flyout menu to set your preferences:

(a) Top section: Shape of the magnifying glass
(b) Middle section: Magnification level of the magnifying glass
(c) Bottom section: Size (in pixels) of the magnifying glass

3. Use theFull Screen ViewPopupWindows
a. Top Popup window:
(1) Move your cursor to the top of your screen and the Thumbnail Browser Window will appear
- move your cursor back to the image and the Thumbnail Browser Window will close
(2) The primary use of this Popup windasvto provide an easy for you to jump to different
Images- use the scroll bar to scroll to other images and click on the one that you want to
view in the Full Screen Windowhen move your cursor back to the image to close the
Thumbnail Browser Window
b. TheRight Side Popup window:
(1) Move your cursor to the right side of your screen andrites And Attributes Window will
appear
(2) The top section of this window displays information about the file that is currently displayed
(3) The bottom section of this window i¢hree tabs that allow you to display three different
windows:
(a) Click on the EXIF tab to display the EXIF Metadata of the file that is currently displayed
- the EXIF information now includes a GPS linaShow In Google Earthbutton will
be available iftie image has GPS information
(b) Click on the Histogram tab to display the histogram for the image that is currently
displayed
(c) Click on the JPEG tab to display the JPEG Comments (if any) for the image that is
displayed and allows you to enter and/or edit JEE®&ments
c. ThelLeft Side Popup window:
(1) Move your cursor to the left side of your screen and-ileManagement Windowwill
appear
(2) This window provides fast access to file and image editing functions
d. TheBottom Left Popup window:
(1) Move your cursor to the battn left of your screen and ti@ontrol Bar and theNavigator
Window will appear
(2) TheControl Bar provides fast access to major program functenms theNavigator
Window provides another way for you to zoom in and zoom out
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e. TheBottom Right Popup window:
(1) Move your cursor to the bottom right of your screen and\lrelows Task Bar will appear
(2) TheWindows Task Bar provides fast access to other programs
4. Use the Shortcut menu:
a. Right click on an image and a shortcut menu will appear
b. Use the shortcut menu to acsether program functions
5. Toreturn to the Thumbnail view, do one of the following:
a. Double click on an image (you need to double click at the right speed, because a single click
invokes the magfier)
b. Press the Esc key on your keyboard
c. Press the Enter kegn your keyboard

16. View Images in the Windowed View

A. Introduction:
1. This view, in effect, expands the Preview Window so that it occulpeepartof the screen that was
being used by the Folder Tree Window and the Thumbnail Wintkawing the other components
of the Folder View Window available for your usa pretty neat trick
2. When an image is open in tiiéindowed View, thePopup windowsre available when you are in
the Windowed Vieware not available
B. Use the Windowed View:
1. Toopenan image in the Windowediew:

a. Click on the Switch to Windowed View icde—= at the far right end of the Options Bar:
BrPHEEBQQEm = P BB SN EREEE o 2l 2]

2. Use all of the functions as described in the section on Full Screen View, except for the Popups
3. Toclosethe Windowed view, click on the Switch to Browser Viewric & at the far right end of
the Options Bar
[BEpEHBE @A = oV A B ESAUNERS & 21 2|

17. Vi ew | mages in FastStoneds Comparator V|

A. Introduction:
1. TheCompare Selected Imagesiew lets you view two, three or four images sheside
2. The Zoom functions help you to compare images very nicely
3. | have faund this feature to be extremely useful
B. Open Selected Images in the Comparator View:
1. Select the thumbnails that you want to compare
a. Select 2 to 4 thumbnailgsing Standard Windows Selection Techniques (as described in

Appendix A of this tutorial)
b. For thepurposes of this discussidnseleced4 thumbnails
. 4 . . .
2. Click on the Compare Selected Images bt A on the Options Bar and the selected images will

open in the Compare Selected Imagesv - they will be zoomed in to 100%

3. Click on the Best Fit butto@ on the toolbar to change the view to Best Fit
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C. Zoom In and Zoom Out oall of the images:
1. To Zoom In, do one of the following:
a. Click on the Zoom In butto ® on the toolbar of any one of the images
b. Use the scroll wheel on your mouse
c. Click on one of the imagesd press the + key on your keyboard

2. To Zoom Out, do one of the following:

a. Click on the Zoom Out butta =t on the toolbar of any one of the images
b. Use the scroll wheel on your mouse
c. Click on one of the images and press-key on your keyboard
D. Zoom In andZoom Out on jusbne of the images:
1. Click on one of the images to select it
2. Use the same tools as described in the previous section except that you hold down the Ctrl key on
your keyboard as you are using each toary nice indeed!
E. View different portims of your images:
1. To use this feature effectively, you should be zoomed in to some extamtimage

. . . 1:1 - .
a. To demonstrate this, click on the Actual Size buE on the toolbar (it is the button just to
L

the right of the Best Fit butta
see a portion of each image
2. FastStone provides two ways to view different portionallodf the images:
a. Use the arrow keys on your keyboard to pan around all of the images at the same time, or
b. Click and drag on anone of the images to pan around all of the images at the same time
3. To view a different portion of onlgne of the images, do one of the following:
a. Right click and drag on one the images and the visible portion of only that image will change
even cooldr
b. Hold down the Ctrl key on your keyboard as ytiok and drag on one of the images and the
visible portion of only that image will change
F. Display the EXIF information and/or the Histogram, and to Smooth the images:
1. Click on the applicable box(es) in thpper right corner of the Comparator window
G. To permanently Delete an image while in the comparator view:
1. Click on the Delete buttnI X on the toolbar of the image that you want to delete
H. To return to the Thumbnail View:

18. Compare | mages in Comparatoroés Full Scr

) to view the imageat actual size you will only be able to

1. Click on the Close butt , or presghe Esc key on your keyboard

A. Introduction:
1. This is one of the great features in FastStone
2. This feature allows you to use the comparator to compare 2 to 4 images in the Full Screen view

fantastic!
3. Most of the viewing techniques described in the previous section can be used when comparing you
i mages in comparatoros Full Screen view
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B. Open Selected Images in the Comparator View:

1.

Select the thumbnails that you want to compare:

a. Select 2 to 4 thumbnails usinggBtlard Windows Selection Techniques (as described in
Appendix A of this tutorial)

b. For the purposes of this discussion, | selected 4 thumbnails

2. Click on the Compare Selected Images bt de on the Options Bar and the selected images will
open in the Compargelected Images Viewthey will be zoomed in to 100%
C.Open the images in the comparatoroés Full Scr e
1. While the images are still open in the Comparator, click on the Compare In Full Screer = bn
on the toolbar of any one of the four images ardtth i mage wi |l |l open at f1

2.
3.

Full Screen view

Click on the Best Fit buttE on the toolbar to change the view to Best Fit
Take a minute to look at the new toolbar at the top of the screen:

@ @ |39% v: @ 1 5 ® & X E] &

a. The buttons on the left end of the toollsrould look rather familiar since we have already

discussed how most of these buttons work

b. The number buttons near the right end of the tod [T]
represent the images that we have open in the comparator:
(1) Since we opened 4 images in the pamator, there are four buttons
(2) The number that is illuminated (in my case #2), indicates which image is currently displayed
- in my case the #2 image is displayed in the Full Screen view
c. The Zoom In, Zoom Out, Best Fit and Actual Size buttons work exasthreviously described

they can be used to control the view of one image or of all four images, as previously described

are new they

d. AReturn buttor. has been added to allow you to go back to the normal comparator view,

and an Exit butto has been added to alloy@u to go back to the Thumbnails view

1 2 3 .4
e. Use the Image buttovE[_] (_] [_] [_]: to view a different imagejust click on a different

number to display another image

D.Use the comparatorodés Full Screen view to comp
I

1.

2.

E. To per manent | Del ete an i mage while in the <c
- -
1. Click on the Delete butto on the toolbar of the image that you want to delete

As previously stated, wheoyu ar e i n the comparatoroés ful
Best Fit and Actual Size buttons work exactly as previously descrilbeg can be used to control
the view of all four images, af one image, as previously described:

a. Citrl click on a om In or Zoom Out button zooms only on the current image

b. Very nice

Also recall that you can right click and drag on an image to reposition only that image
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F. Here are some ways to | eave the comparatoros

1. Click on the Return butt on the toolbar (or press the Esc key on your keyboard) to return
the regular comparator view, or

2. Click on the Exit buttorE to go back to the thumbnail view

19. Sort the Images (Including Drag and Drop Sorting)

A. Images may be sorted by:
1. Filename 2. Date 3. Type 4. Size 5. Dimension
B. Ascending and descending order:
1. To sort images in ascending order click on a swthod that is not enclosed in parentheses
2. To sort images in descending order click on a sort method that is enclosed in parentheses
C. To sort images:
1. Automatic sorting:

a.

. . ' Filename v | .
Click on the dropdown arrow at the right end of the SortL_I = - the Sort box is

@ @B X EE [ Images erii Filename 7v‘.®

and

nearthe right end of the Toolb:
a dropdown menu will appear
Click on your choice of sort method and the thumbnails in the thumbnail window will be sorted
Sorting rearranges how the thumbnails are viewed in FastStone, but does not change the order
the mages when they are viewed in some other file management program such as Windows
Explorer

2. Custom sorting:

a.
b.
c.

d.

This is acool feature in FastStone and it can really come in handy from time to time

This method allows you to sort images by clicking and dragdiegntto new locations

This sort is not temporanyif you leave the current folder and later return to it, the thunfbnai

will still be sorted in the Gstom sorting order

You can switch back and forth betwee@wstom sort and an automatic sort and FaseStaill
remember your custom sort

If you want FastStone to stop remembering your Custom sort, click on the Delete Custom Sort

S button that is right next to the Sort box

To give this method a try:

(1) Open a folder that contains images

(2) In the Thumbnail windowglick and drag thumbnails and drop them in new locations

Sorting rearranges how the thumbnails are viewed in FastStone, but does not change the order
the images when they are viewed in some other file management program such as Windows
Explorer

If you want topermanently change the sort order in all progkamsy ou can use Fa:
Rename feature to automatically rename the newly sorted images (see the Auto Rename sectic
of this tutoria)
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20. Tag Images

A. Introduction:
1. Thisis a great feature in FatiSe
2. You can now tag images and then tell FastStone to:
a. Select only the tagged images that are in a folder, or
b. Display only the tagged images that are in a folder
3. After the tagged images are selected or displayed, you can do all sorts of neat thirggsitodabes
without doing anything to the rest of the images in the folder
4. You canTagand Untagmages inany of FastStone views including:
a. Thumbnails view
b. Window view
c. Full Screen view
d. ComparatoNormalviews
e. Comparator Full Screen view
B. Turn the Image Taggg featureon and off
1. Introduction:
a. In an attempt to keep from confusing people who do not want to use the tagging feature, taggin
is not enabled until you tell FastStone to enable it
b. Turnthe Image &ggingfeatureon and off at any time:

(1) If you think the you may usémageTagging from timeto-time, | suggest that you turn it on
and leave it turned on

(2) If you think that you probably not usmage Tagging, you can turn it off after you have gone
through this section, and then turn it on if you ever chaoge mind and want to give it a
try

c. You can Tag and Untag images in any of FastStone's for viewing modes
2. Turnthelmage Taggindeatureon:

a. Click on Tagon the Menu bar and a dropdown menu will appear

b. The first selection on the dropdown menu is Allow l®dggging:

(2) If there is a checkmark in front of Allow Image TaggihgageTagging is already turned
on; therefore you do not to turn it on agajast press the Esc key to close the dropdown
menu

(2) If there is nacheckmark in front of Allow Image Taggingnhge Tagging isot turned on
just click on Allow Image Tagging to turn it on

(3) Notice that there is now a new ic . on the Toolbar it is called Show Tagged Files

= TS T OaRTT o —
o @ EE®e X FOE R J[nages v | |Filename ~ 0

Only - here is how the Toolbar should now look:
(4) FastStone has also added Tag Boxeserfahowing views:
(a) Thumbnail view- in lower left corner:

4

K
26

233613461 JPEG
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(b) Comparator view upper right corner
3. Turnthelmage Taggind-eatureoff:
a. If Image Tagging is turned on and you want to turn it off:
(1) Click on Tag on the Menu bar and a dropdown menu will appear
(2) Thefirst selection on the dropdown menu is Allow Image Tagging:
(a) If there is a checkmark in front of Allow Image Tagging, Image Tagging is turned on
(b) Click on Allow Image Tagging to turn Image Tagging off
4. Before you proceed to the next step, be sure that Ifageging is turned on
C. Tagand Untagmages i n Fast Stoneéd6s various Vi ews
1. In theThumbnail view:
a. ToTag or Untagone image either:
(1) Click on the Tag Box, or
(2) Click on the applicable thumbnail and then presBthekslash\) key on your keyboard
(3) Repeat eitlr of these two steps to Untag a thumbtiat was previously Tagged
b. To Tag or Untagnultiple images
(1) Select the applicable thumbnails usBtgndard Windows selections procedysese
Appendix A)
(2) Press th@ackslastkey (\) key on your keyboartb Tag al of the selected thumbnails
(3) Repeat both of these steps to Untag thumbnails that were previously Tagged
2. In theNormal Comparatoview:
a. Open two to four images in the Comparator
b. Click on the Tag Boxf the image that you want to Tay
c. Click on the imagehtat you want td'ag to select that imagand then press tHgackslash\) key
on your keyboard notice that a red Tag Box now appears inTthg Boxof the selected image
d. Repeat either of thedasttwo steps to Untag an image that was previously Tagged
3. In theWindow view, the Full Screenview or theComparator Full Screenew:
a. Press th@ackslashkey (\) key on your keyboard to Tag the image that is currently displayed
notice that a red Tag Box now appears in the upper right corner
b. Repeat this step tdntag an image that was previou3lggged notice that the red Tag Box is
no longer displayed
4. When you switch from view taiew, the red Tag Box will indicate which images are Tagged
D. Untag all of thehumbnailsin a folder
1. Use the Folder Tree to displail of the thumbnails in a folder, and do eitlo@eof the following:
a. Using the Menu bar:
(1) Click on Tag on the Menu bar and a dropdown menu will appear
(2) Click on UntagAll and Tags will be removed from all of the thumbnails in that folder
b. Using a keyboarghortcut:
(1) Hold down the Shift and the Ctrl key on your keyboard and, while holding down those two
keys, press thBackslash\) key on your keyboard and the Tags willreenoved from all of
the thumbnails in that folder

Page30o0f 95 06/10/11



How to Manage and Work WitiDigital Images
Using FastStone Image Viewer Version 4.5
A, T, N

E. Select all of the Tagged files:
1. Introduction

a.

b.

After you have gone through the trouble of Tagging files, you will probably want to do
something with the Tagged files

Fast Stone | etbdés us Select all of the Tagge
without doing the same thirtg the rest of the files in a foldewe can do lots of things such as:
(1) Copy, Move or Delete only the Selected Files

(2) Open only the Selected files in an another program such as an image editing program

(3) Send only the Selected files in an email message

(4) Etc.,etc.

2. Select all of the Tagged files:

a.

You can select all of the Tagged files that are in the current folder by doing either of the
following:
(1) Using the Menu bar:
(a) Click on Tag on the Menu bar and a dropdown menu will appear
(b) Click on Select Tagged Files Qrdnd the Tagged files will all be selected
(2) Using a keyboard shortcut:
(a) Hold down the Ctrl key on your keyboard and while holding down the Ctrl key, press the
Backslastkey (\) on your keyboard and the Tagged files will all be selected

F. Show only the Taggetfiles:
1. Introduction:

a.

b.

After you have gone through the trouble of Tagging files,ipaly want to be able to view only
the Tagged files that are in the current folder

In addition to just viewing the Tagged files, you can also refine your decisions as tofivsich
you would like tagged this is easier to do when you view only the Tagged files

2. Show only the Tagged files:

a.

b.

C.

d.

Click on the Show Tagged Files Or - icon on theToolbar and after a short pause,

FastStone will display the thumbnails for only the Tagijed

To return to the normal thumbnail view, click on the Show Tagged Files - yicon on the

Toolbar and after a short pausastStone will return to the normal thumbnail view

You can also use Menu choices to switch the Show Files Only feature offf éhdg>Show
Tagged Files Only)

Before you go to the next step, use this procedure to show only the Tagged files

3. Refine your decisions as to which files you want Tagged:

a.

b.

Use any of Fasan&dftkenmetbods described above to tntag onearerof
the Tagged files
After you have Untagged one of more of the Tagged files, they will still be displayed in the

Show Tagged Files only view until you click on the Refr*=hicon on the Toolbar
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4. Use just the Tagged files:
a. Introduction
(1) After you have goe through the trouble of Tagging and Showing only the Tagged files, you
will probably want to do something with them

(2)Fast St one | etds us Select all of the Tagg
without doing the same thing to the rethe files in a folder we can do lots of things such
as:

(a) Copy, Move or Delete only the Selected Files
(b) Open only the Selected files in an another program such as an image editing program
(c) Send only the Selected files in an email message
(d) Etc., etc.
b. Selectall of the files that appear in the Show Tagged Only view:
(1) Hold down the Ctrl key on your keyboard and presstthkey, or
(2) Use any other Standard Windows Selection Techsi(geeAppendix A)
c. Use the selected files for your intended purpose
5. Return to thenormal thumbnail view:

a. Click on the Show Tagged Files Or - icon on the Toolbar and after a short pause,

FastStone will return to the normal thumbnail view
b. You will also return to the normal thumbnail view if you open another folder and then return to
thecurrent folder

21. Manage Images Cut, Paste,Copy, and Delete

A. How to Manage Images:

1. FastStongperforms these task in much the same way as Windows Explorer, by using:
a. Menu commands
b. Icons
c. Shortcut menus (right click to display them)
d. Shortcut keys
e. Click and dagand Right click and drag

2. If you are familiar with Windows Explorer, yalreadyknow how to perform these functions in
FastStone
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22. Send Images in EMail Messages Automated Method

A. Introduction:
1. If you are using Outlook Express as your default maigm thisfunctionshould workvery well
2. Some people who are usiag online email program, skip this section of the tutorial and refer to the
next section
3. In this section, I will only touch on basic email functions
a. You may want to explore more of the vesgphisticated uses for the Copy To function which
can even be used to Convert and Resize images
b. Some of the Copy To functions are briefly described in the next section of this tutorial
B. Select the Images to be Attached to thmail message:
1. If you want toattach only one image, just click on it to select it
2. If you want to attach more than one image, use Standard WirislelestionTechniques (as
described irAppendix Aof this tutaial) to select multiple images
C. Attach the selected image to ameail messae:

1. Click on the Email icoE on the Control Baand the Email Images dialog box will appear:

Email - 3 image(s) ﬁl
Add
.
’\ =
2009 12 25 026.jpg | 2009 12 25 046.jpg
Resize using JPEG format if possible Rename [ Reset Seftings ]
Newy Size: i& —f 4&‘ - Mask: [Enhanced_#i# Tip: If you do not have an email client program
ooz | swron [ [2[] Mt
sy (5|2 (0.1 hn S
Add Border Effects D [] Compress images into one single file

Keep EXIF /IPTC Data

2. This dialog box containfinctiors that we do not need to use whenjugt want to send basic email
messages:
a. | will only cover the basic settings in this section
b. You can experiment with the other settings on your own
3. Make the following settingsHastStone will remember these settings the next time you want to send
an email message
a. Themost important setting change:
(2) If there is a check mark in the Compress ImdgasOne Single Fileheckbox

Compress images into one single file

File name: [Enhanced.zip P v

click on thecheckboxo remove the check mark
(2) If you do not make this change, the recipient of the email message will receive a compresse
file and may not know how to open it
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Resize using JPEG format if possible

New Size: 7: ¥ ‘_758 i:

’ =Pick a Standard Size= VJ

Gualty: |85 |3 (10-100)

b. New Size:
(1) Click on the dropdown arrow atehright end of the <Pick A Standard Size> box

J =Pick a Standard Size= v ’

and a dropdown menu will appear
(2) Click on the size that you would like to use:
(a) I clickedon 1024x 768which is a good size to start with
(b) Notice that the size that you select from the list will automati¢calplaced in the New

Newv Size: 1024 E: X [?88

Size boxe

Quality: !E\ S (10-100)

c. Quality:
(1) Type a number between 10 and 100 in the Quality box and press the Enter key:
(a) I use the default of 8%ut you can use any Quality that you like
(b) The higher the quality the larger the image files will be (higlow;slow = fast)
(2) You can also use the spinner arrows at the right end of the Quality box to change the quality
setting
d. Add Border Effectgoptional):
(2) If you do not want to add borders to your images, uncheck the Add Border Effects

Add Border Effects I |

checkbox
(2) If you want toadd borders to your images:
(a) Make sure that there is a checkmark in the Add Borders Effects checkbox

L

(b) Click on the ellipse that is to the right of the checkbox and the Border Effects
dialog box will appear it will look something like this:
Border Effects x|
Frame 1 Width: 3—‘ — Color: -
Frame 2 Width: Z . Color: [—
] Frame 3
[] Inner Frame
Shadow Radius: |5 | - Demhzgj Background: Shadow:- I

Preview on sample image

OK | [ Cancel
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(c) Put a cheadkark in the Frameheckboxf you want to add one or more framesd then
enter the related setting& thegraphic shown above, | added frame #1 (a black frame 3
pixels wide) and Frame #2 (a white frame 7 pixels wide)
(d) Put a checkmark in the Inner Fragteeckbox if you want to add an inner frarmia the
graphic shown above, | did not add an inner frame
(e) Put a checkmark in the Shadow checkbox if you want to athddow and then enter the
related settingsin the graphic shown above, | add a black shaddtva radius of 5 and
a depth of 5, with a gray background
e. Keep EXIF/IPTC Data:
(1) Put a checkmark in this box if you want to keep this information with the images that you
send in your email message
(2) Remove the checkmark in this box if you do not want tgkbhes information with the
images that you send in your email message
f. Rename:
(1) Do not leave a checkmark in the Rename checkbox if you do not want your images to be
renamed when they are attached to your email message
(2) Put a checkmark in the Rename checkibgou want your images to be renamed and
complete the required information
g. FastStone will remember all of the settings that you use so that you can use the same settings 1
next time without changing anything
h. These settings will be applied only to theaiges that are sent in your email message, the images
on your hard diskvill not be effected
i. If you want to apply these border effects to images on your hard disk, refer to the next section c
this tutorialfor a method to use to do that

[ Send Email ]

4. Click on the Send mBail butto and the Confirmation dialog box will appear
5. Click on theOK button and (after a few moments) the New Message window of your email program
will appear:

a. You may want to click on the Maximize butt to maximize the New Message window
b. Notice hat the image files are shown in the Attachment box
c. The Attachment box also shows the file size of each image file
6. Complete the message:
a. Select the recipient(s)
(1) You may want to send your first message to yourself so you can see what the recipients will
see when you send a message to them
2)The i mages may appear | arger or smaller o
resolution thahe/she isising
b. Enter a subject
c. Enter a message
7. Send the message:
a. Click on the Send buttoand your messageill be sent (it will take a few moments)
b. FastStone'&mail dialog box will reappear
8. Click on the Close buttoon the Email dialogbok 0 r et urn t o Fast Stoneod:
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23. Send Images in EMail Messages SemiAutomated Method

A. Introduction:

1.

2.
3.

Fast St on edemaifanctiorn(saathe previous section of this tutorial) will not work with all

email programs

The method described in this section should work with all email programs

I n this section, Il will tell youdsaewseletted use

images in a folder that you designate. You will then be able to insert these resized images as

attachments in email messages that are created by any email progranpplzatsattachments.

The method described in this section can alsodael taconvert and/oresize and save images that

you want to use for purposes other than as attachments to email messages

a. This method offers an extensive set of options for converting and resizing images (I do not cove
a lot of them in this tutorial)

b. Some eople find that this is a great way to quickly convert RAW images into JPEG files and at
the same time to resize the JPEG files to a stipulate size

c. If you want to convert and/or resize your images for purposes other than to be used as email
attachmerd, you can use the following step just as they are described ignoring the references tc
email messages

B. Select the Images to be Attached to thmasl message:

1.
2.

If you want to attach only one image, just click on it to select it
If you want to attach more &m one image, use Standard Windows Selection Techniques (as
described in Appendix A of this tutorial) to select multiple images

C. Resize and save the selected image(s):

1.

Click on the Email icoE on the Control Bar and the Email Images dialog box will appear

Email - 3 image(s) 5‘
Add
3
2009 12 25 046.jpg
Resize using JPEG format if possible Rename [ Reset Seftings ]
Newy Size: EE v X 4{‘ = Mask: [Enhanced_### Tip: If you do not have an email client program
<P|ck é S{andard Size= v i Start From: :1 | : 2;?3;2 tshe: ?é::yir:: .?.?z&magee\;::ovxkgsc;u
cusy 5| c0-10 e ke st e
Add Border Effects E] [] Compress images into one single file
Keep EXIF /IPTC Data
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2. Make the following settingsHastStone will remember these settings the next time you want to send
an email message
a. Themost important setting change:

C.

d.

(2) If there is a check mark in the Compress Images Into One Single File checkbox

Compress images into one single file

File name: [Enhanced zip P v :

click on the checkboto remove the check mark
(2) If you do not make this change, the recipient of the email message will receive a compresse
file and may not know how to open it

Resize using JPEG format if possible

New Size: [ |3 x (788 [T

=Pick a Standard Size= v

Qualty: |85 |2 (10-100)

New Size:
(1) Click on the dropdown arrow at the right end of the <Pick A Standard Size> box

| <Pick a Standard Size= v

and adropdown menu will appear
(2) Click on the size that you would like to use:
(a) I clicked on 1024 x 768 which is a good size to start with
(b) Notice that the size that you select from the list will automatically be placed in the New

~

New Size: ] | X (768 [T

Size boxe

Qualty: |85 |2 (10-100)

Quality:
(1) Type a mmber between 10 and 100 in the Quality box and press the Enter key:
(a) I use the default of 85, but you can use any Quality that you like
(b) The higher the quality the larger the image files will be (high = slow; low = fast)
(2) You can also use the spinner arratshe right end of the Quality box to change the quality
setting
Add Border Effects (optional):
(2) If you do not want to add borders to your images, uncheck the Add Border Effects

Add Border Effects =

checkbox
(2) If you want to add borders to your images:
(a) Make sure that there sscheckmark in the Add Borders Effects checkbox
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(b) Click on the ellipse that is to the right of the checkbox and the Border Effects
dialog box will appear it will look something like this:
i
I [V] Frame 1 Wldth:?: Colur:-
Frame 2 Width: |7 = Color: |
[] Frame 3
[] Inner Frame
[ Shadow Radiusrz: Deplhzz: Backgrouncd: Shadow:- I

Preview on sample image

[ OK | [ Cancel ]

(c) Put a checkmark in the Frame checkbox if you want to add omem@ frames and then
enter the related settinga the graphic shown above, | added frame #1 (a black frame 3
pixels wide) and Frame #2 (a white frame 7 pixels wide)
(d) Put a checkmark in the Inner Frame checkbox if you want to add an inner-firathe
graphic shown above, | did not add an inner frame
(e) Put a checkmark in the Shadow checkbox if you want to add a shadow and then enter th
related settingsin the graphic shown above, | add a black shadow with a radius of 5 and
a depth of 5, with a gray bagiound
e. Keep EXIF/IPTC Data:
(1) Put a checkmark in this box if you want to keep this information with the images that you
send in your email message
(2) Remove the checkmark in this box if you do not want to keep this information with the
images that you send ioyr email message
f. Rename:
(1) Do not leave a checkmark in the Rename checkbox if you do not want your images to be
renamed when they are attached to your email message
(2) Put a checkmark in the Rename checkbox if you want your images to be renamed and
complete tle required information
g. FastStone will remember all of the settings that you use so that you can use the same settings |
next time without changing anything
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Copy to Folder... ]
3. Click on theCopy ToFolderbutton and theCopy Items To Foldedialog box
will appear

4. Designa¢ the Destination folder:
a. This is the folder into which a copy of the images will be placed
b. You can use and existing folder or you can create a new foliléesignate the folder that
contains the original images, thmay be overwritten so proceed witlaution- to avoid this
possible problem, in the next step | will create a new folder in which to copy the images
c. | will create a new folder called Email as a subfolder under the folder that contaorigthal
images that we have selected:

Browse

(1) Click on theBrowse buttor and theBrowse forFolder dialog box will
appear
(2) In the folder tree, navigate to and click on the folder that contains the selected images

Create Folder ... I

(3) Click on the Create buttc and a folder called New Folder will
be created as a sub folder under fiblder that contains the selected images

(4) The name New Folder should be in the edit mode (highlighted in blue with a blinking cursor
after it), so you can just type in a new namee will use Email and press the Enter key:
(a) If you lose the highlight andannot type in the new name:
(b) Right click on the New Folder and a shortcut menu appears will appear
(c) Click on Rename and then type in the new name

(5) Click on the OK button and notice that the path to the new folder called Email now appear in
the Destinatiorbox - it should look something like this:

Destination Folder:
IC:\D ocuments and SettingshBillsMy DocumentsiMy Pictures\2009412425 Christmas at Cindy's\Enhanced\Email | Browse

|
5. Click on the Copy butto and

a. A new folder called Email (or whatever name you indicated)

b. Editedcopies of the selected images will be placed in the new folder, and you will return to the
Email dialog box

Click on the Close button to close the Email dialog box

In the Folder Tree Window of the browser, navigate to the new Email folder that you just created

and click on it:

a. Thumbnails for the resized images will appear in the Thumbnail Window

b. All of the changes thayou designated will be applied to these filéske a look in Full Screen
view to see the result of all of your hard work

c. Point to any of the thumbnails andPapupwindow will show you information about that image,
including the file size

D. Attach the reized images to an email message:
1. Open your email program to the new message window
2. Use your email prunaignto attadh the rasizédanadesite thd new message
3. Complete your message and send it on its way

N
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24. Convert and/or Resize Images

A. Introduction:
1. There are many ways tmnvert and/oresize images
2. One of the easiest ways that | have found is the one that is covered in the previous section
3. Another moreadvanced method is describedaitatersectioncalledUse Batch Convert to
ResizeConvet/Resample Images (for advanced users)

25. Remove Red Eye

A. Introduction:
1. Fa st SRenByeRemovalfunctionis easy to use and seems to be quite effective
2. Caution should be used when using thisctionso that you do not unintentionally overwrite
original image files
B. Remove the Red Ege
1. Click on a thumbnalil to select it (only one at a time)
2. Click on Edit on the Menu bar and a dropdown menu will appear
3. Click on RedEye Removal and the Réflye Removaldialog box will appear it should look
something likehis:
x|

Navigator

Zoom Rat

Steps:

1. Use mouse to select the red-eye area
in the left-hand-side window
2. Double click on the selected red-eye
area or click on "Remove Red-Eye"
button
3. Repeat Steps 1 and 2 to fix other
red-eye problems

Remove Red-Eye ]

Undo
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4. If necessaryZoom in to get a better view of the red eyes:

Zoom Ratio: [100% [+
oo Ralo: i) to an amount that works well for

a. Set the amount in the Zoom Ratio k=
this image- | will use 100%
b. Click and drag on the square marquee in the Navigator window so that the red eysy tre ea

see in the Preview windowthe Navigator window should look something like this:

Mavigator

Zoom Ratio: L1

5. Select the portion of the eye that is red:

a. Point to the center of the eye and click and drag to the right and down to for
elliptical marquee around the red portimirthe eye- make sure that all of the red
portion is included, and that none of the skin is included, within the marquee =

b. If you are not happy with your selection, click outside of the marquee and try agaln

c. To move the marquee, click within the marqued drag the marquee to a new location

Remove Red Eye

Click on the Remov&edEye button[ ] and FastStone will attempt to eliminate the

red eye

7. If you are not happy with the result, you can click the Undo bl
8. Repeat the applicable procedures for the sgced eye

9. Click on the OK button to close tliedEye Removal dialog box
Save the Changes:

o

Undo

| and try again

1. With the thumbnail still selected, click on the Save As i,[‘_,JJon the Options bar and the Save As
dialog box will appear

2. Use the Save As dialog box to:
a. Designate a existing folder into which the edited image should be saved (or create a new folder

and designate that folder)

b. Rename the image (not necessary if it will be saved in a different folder)

3. Click on the Save button to save the imagjeyou saved the imag® a different folder and/or
change the image named he thumbnail for the original image will not have been effected by the
changes
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26. Crop Images

A. Introduction:

1. FastStone has a powerful, edasyuse CGop function
2. In this section, | will demonstrate thedp function by making a 4 x Bortraitcrop out of a

Landscape image
B. How to use the Crop function:

1. Click on the image to select it

2. Click on the Crop Board ic
something like this:

)

C on the Options Bar and the Crop Board will appeawill look

£ Crop Board - 2009 12 25 004.jpg (3888 x 2592 = 10.08MP) [3/51] 18%

Kl

a0s) |1es1 |2 x2se1 |2 Paper Ratio: | 75 inch

DPI: 370 (High Print Quality)

Z!E] Flip Ratio @ [ [ Lossless Crop to File ] L Crop J

o

OD: —ao— | Crop to Cliphoard | [ cose |

3. Selectthe Paper Ratio:

a. Click on the dropdown arrow at the right end of the Paper Ratio box

Paper Ratio: 7x3inch

v|[ -] [ Fie Retio

and a dropdown menu will appear

b. Select a ratio or size from the Ratio Lisgtwill click on 7x5inch to select that size
c. If you want to manage the items on the Raist:L
(1) Click on the ellipses at the right end of the Paper Ratio box and the Paper Ratio Settings
dialog box will appear

(2) Using this box, you

can:

(3) Add new items to the list
(4) Remove existing items from the list

(5) Edit existing items
(6) Pretty snazzy!
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d. The cropping maguee will adjust so that it has the correct aspect ration7abach print and
it will be in the Landscape mode
e. Since | want to make my crop in the Portrait mode, | will click on the Flip Ragckbox
["] Flip Ratio . , .
and the cropping marguee will change accornging
f. If you want to change the size of the crop, use the corner handles to click and drag to change tt
size- the correct aspect ratio will be maintained
g. If you want to move the cropping marquee, just click inside of the marquee and drag it to a new
location
h. When | was finishedhoving and changing the size of the marquires is how the Crop Board
looked like the graphic shown above
] _ _ [ [i-] Lossless Crop to File J
i. Click on the Lossless Crop To File butt and the Save As
dialog box will appear
(1) The folder that was active when you stdrtiee cropping process will appear in the Save In
box
(2) If you want to change the destination folder, use the dropdown arrow at the right end of the
Save In box to designate a new location (or create a new folder)
(3) FastStone has designated an Object Nameltiyng _cr to the original file name. You can
accept this name or change it to anything that you like.
(4) Click on the Save button and the cropped image will be saved in the designated folder and
you will return to the Crop Board
j.  If you want to crop other im&g, you can use the Next Image and Previous Image buttons
|
to select other images to crop
k. Other Crop features:

(1) You can use the Rule of Thirds but to display a rule of thirds grid
(2) You can use the OD slider to control the Outer Darkaessnd the crgping marquee
When you are finished cropping imagelglcon the Closéutton to close the Crop Board

27. Straighten and Crop an Image

A. Introduction:
1. Have you ever taken a picture when you were holding the camera straight so that you get a crooke
picture? Wl | have!

2. 1 n

a this section we wil/l use FassucBanonage6s RO

3. After the image has been straightened, we will use the Crop function to crop the image to the desir
size
B. Straighten a crooked image using RotayelXegree:
1. Click on the image to select it
2. Open the image in the Rotate window:
a. Click on Edit on the Menu bar and a dropdown menu will appear
b. Point toRotate and a flyout menu will appear
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Click on Rotate By Any Degree and the Rotate window will app&ashould look something
like this:

Rotate t 3 l‘

Before After

Tip: Click on the image to move the referencing lines

@ Any Angle = = :@: - - E} < | Background
Q-9 &
O o O Flip Horizortally — I Hold Dowvn to Preview I
o
B
O D O Flip Vertically 1 [ oK I [ caival ]

3. Rotate the image:
a. Click on the After image and move the referencing lines up to the horizon

b.

oo

Use the Any Angle slide @*"** = i - to rotate the image
note that the degree of rotatittmat you apply with the Any Angle slidappeas in the Amount
box

Fine tune the amount of rotation by using the Up and Down arrows in the Amount box
Get real picky with the amount of rotation:

[ Hold Dowwn to Preview

(1) Click and hold down the Hold Down To Preview but - and a
preview of the rotated image will show in theetAiew Wlndow then release the mouse
button to return to the Rotate window

(2) As a result of previewing the rotatignu may want to change the rotation angle slightly

(3) Here is a look at my Rotate window at this point:

Rotate

Before

Tip: Click on the image to move the referencing lines

@ &ny Angle - - -I.I.I.- ; ; : Background
O &
O O Flip Horizontally L [ Hold Dowvn to Preview J
N
5
O O Flip Vertically 1 [ oK ] [ Carical ]
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(4) When you are happy with the amount afation, click on the OK buttoand the Rotate
window will close- notice that your rotate image now appaarthe Preview window even
though you have not yet saved the rotated image

4. Save the rotated image:

a. Click on the Save icoE

on theControl Bar andhe Save As dialog box will appear

b. To avoid overwriting the original image give the rotated image a new nhadded an R to the

file name
c. Click on the Save button to save the rotated image
C. Crop the rotated image:
1. Click on the rotated image to select it
2. Open the image in the Crop Boaedhd crop the rotated image

a. To open the Crop Boardpy can simply press the X key on your keyboard, or you can:

(1) Click on Edit on the Menu bar and a dropdown menu will appear
(2) Click on Crop Board
b. The Crop Board will novibe open it should look something like this:

Kl

©28) [1e84 |3 #[1203 |2

Paper Ratio: | 7x5 inch v G [ Flip Ratio

] (=]

[ Lossless Crop to File

@OD: -ao— |

DPL: 241 (Medium Print Quality)

Crop to Cliphoard
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c. If you have trouble with the settings on the Crop Board, refer to the Crop Images section of this
tutorial for more information on the using the Crop Board

d. Make the desired settings and use the handleseototimers of the crop marquee to adjust the
boundarie®f the crop- after adjusting the boundaries, my Crop Board look like this:

£ Crop Board - cr.jpg (1684 x 1260 =2.12MP) [ 53 /53] 38% i i [=] ]
R = = ry s

Kl ;l"

(496,88) |760 | ®[1084 |J Paper Ratio: | 7x5 inch v D Flip Ratio @ @ [ [ Lossless Crop to File J | Crop |

DPE: 152 (Medlium Print Quslity) oo -an— | Crop to Clipboard ][ cose |

[ Lossless Crop to File ]

(1) Click on theLossles<Cropto File buttonll and theLossless
Crop To File dialog box will appear

(2) Click on the Save buttom tsave the imageith the new name assigned by FastStone

(3) Click on the Close button to close the Crop Board windowatice thathecropped image
now appears in the Preview windand thathe cropped imagkas been saved

e. That 6s al | there is to itl!11

28. Edit Images

A. Introduction:

1.

FastStone has image editing capabilibaky a fewof which we will cover in this section

2. With each new version, the image editing capabilities become more comprehemsivancluded

3.

4.

are
A Clone Stamp and Healing Brush

Auto-Adjust Colors

Adjust Lighting (Shadows and Highlights)

Adjust Levels

Adjust Curves

Unsharp Mask (USM) to Sharpen/Blur

It is now possible to adjust Lighting, Colors, Levels and Curves within selected areas of an image
The special effects options now include Sketod Oil Painting (Wow! | am really impressed!)

~ooo0Oop
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5. Image editindunctions can be used whewu are in any one of the following views:
a. Thumbnail View
b. Full Screen View
c. Windowed View
6. | recommend that you use the editimgctionwhen you are in the Full Scre&tew:
a. The editingfunctions are quite accessible
b. You can see the effects of the changes in the Full Screen View and even in zoomed in views
7. Caution should be used when using tarsctionso that you do not unintentionally overwrite
original image files
B. Edit an Image:

1. Open the image in the Full Screen Vi@

2. Point to the left side of the screen andapupmenu will appear

3. In the Adjustments section, click on the type of adjustment that you want and a dialog box will
appear

[ Reset ]

4. Click on the Reset butta to reset the adjustment to no adjustments
5. Make any adjustments that you want to make

vvvvvvvvvvvvvvvvvvvvv

Hold Dowwn to See Original Image ]

6. Click on the Hold Down Té&ee Original Imagl
button to see the effeof the adjustments
7. When you are happy with your adjustments, click on the OK button and the Fulh Seeewill
show the effects of the adjustments
8. Make any additionadditingadjustments that you want to make following the same stepsling
clicking on the OK button when you are finish with each set of adjustments
9. Save the changes:
a. Right click on tke imageand a shortcut menu appears will appear
b. Click on Save As and the Save As dialog box will appear
c. Use the Save As dialog box to:
(1) Designate an existing folder into which the edited image should be saved (or create a new
folder and designate that folde
(2) Rename the image (not necessary if it will be saved in a different folder)
d. Click on the Save button to save the image
e. Double click on the image to return to the browséryou saved the image to a different folder
and/or chang#the image name, theumbnail for the original imageill not have been effected
by the changes
C. Edit a Selected Area of an image:
1. Introduction:
a. Itis now possible to adjust Lighting, Colors, Levels and Curves within selected areas of an
image
b. To do this, you make a selectiosing one of FastStone's selection tdoéstangle, oval or
freehand)efore you apply the applicable adjustments
c. Then you make whichever adjustments you want to make and thosénaehts will only apply
to the selected part of the image
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d. You can even ma multiple adjustments to the same image by making one adjustment and
then making another selection and applying it to another part of the
same image

2. Here is a brief example (there are other ways to do these steps):

a. Open an image in Full Screen View tiguble clicking on the image

b. Point your cursor to thieottomleft sideof the screen and the FastStone Toolbar will appear

c. Click on the dropdown arrow on the right end of the Select icon, as shown in the following
graphic:

B ®HGE @ Q st [e% w][Ov ER A & D A

and pick one of the selectioondis (rectangle, oval or freehane) picked the oval toohs shown

in this graphic
d. Move your cursor back onto your image and the toolbox will disappear
e. Hold down the Ctrl key and draw your selection on the image:
(1) When using the oval selection tool,rsta the middle of where you want to make your
selection and drag down and to the right
(2) To delete a selection Ctrl Click on your image
(3) To drawa differentselection on your image Ctrl Click on the image and the first selection
will disappear and you canake a new selection
f. After you have made a selection, you can now use the various Adjustment Tools to adjust just
the selected portion of the imagm this example, | will use the Levels Adjustment Tool to
make a circle in the middle of the image brighte
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(1) Here is how my image looks after | have used the Oval Selection tool to maketaisel

g. Use the Levels Adjustment tool to make the selected area brighter:

(1) Point your cursor to the middle left side of your screen and a tool box will appear
(2) In the Colas section of the tool box, click on Adjust Levels and the adjustment box will
appear showing just the selected portion of the image:
(a) Below the histogram there are three upward pointing arrows
(b) Move the center arrow to the left and the left arrow to théecéa brighten and add
contrast to the selection
(c) When you are happy with the adjustment, click on the OK button and you will return to
the Full Screen view and your adjustment will be applied
. Save the adjusted image:
(1) Point your cursor to the middle leftls of your screen and a tool box will appear
(2) Click on Save As and the Save As dialog box will apgkakving the original file and its
location
(3) If you want to save the adjusted file in the same folder without overwriting the original file,
change the namtbat appears in the Object Name box
(4) Click on the Save button and the adjusted copy of your file will be saved
Double click on the image and you will return to the folder view of FastStone and you will see
the thumbnail for both your adjusted image andrymiginal image
Just to check on your handy work, double click on the adjusted image to open it in the Full
Screen view

Page49 of 95 06/10/11



How to Manage and Work WitiDigital Images
Using FastStone Image Viewer Version 4.5
A, T, N

29. Open Images in a Printing, Editing or Other Image Related Program

A. Introduction:

1.

2.

3.

Today, most programs have some sort of a file beowsat you can @so open images in that

program

However, n most cases, | prefer to use an image management program such as FastStone as my f
browser

To do this, | keep the FastStone program open when | am using another program such as Photosh
Elements. Then | switch back and forth between Elements and FastGsorge FastStone to select
theimages that | want to edandthentelling FastStone to open those images in Elements.

B. Tell FastStone what external image editing program you would likedn u

1.

7.
8.

Follow these steps if you have not already told FastStone which external image editing program yo
would like to use, or if you want to make an addition or change to the program list, otherwise, just
skip this section

Click onthe Settingsicon at theright end of the Options bar, as shown below,

BREHEEQAQOmsnm vov B @ dallEaza el
and the Settings dialog box will appear

Click on the Programs tab on the Settings dialog box

Click on the Add button and the Open dialog box will appear

Navigate to the folder on your hadisk that contais the applicable prografite such as Photoshop
Elements Editor.exe

Double clickont he pr ogr a mo énthesxexamplePhaobhbpElemdntsEdite@.9x@nd the
External Program dialog box will appeat should look something like this:

External Program x|
Program: PhotoshopElementsEditor .exe
Parameters: I[filename]
I OK ] [ Cancel ]

Click onthe OK button and Photoshop Elements will be added to the list of programs
Click on the OK button to close the Settings dialog box

C. Open imagein an external program:

1.

2.

Select the image(s) that you want to open in the external program, using Standard/3Vindo
Selection Techniques (see Appendix A)
Open the images using one of the following meth@d®en opening multiple RAW images you will
probably find that the cliclanddrag method works best)
a. Open mages using a keyboard shortcut by pressitge i Ehgoukkeypoardnd the
images that you selected will be opened in that program:
(a) If the program is not already open, this process will take a bit of-theepatient
(b) If the program is already open, this process wilfjbiek
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b. Open images using a shorteoénu:
(1) Right click onone of the selecteichages and a shortcut menu appear will appear
(2) Point to Edit With External Program and a flyout menu will appear:
(a) The name of the program(s) that you previously designated as an External Program will
be listed
(b) Click on the name of the program that you want to use and that program wil{ibjpén
already openand the imagethat you selected withpen immediatelyn that program
(c) If the program is not already open, this process will take a bit of time
c. Open imagesasing the clickanddrag methodthis method i®specially useful when opening
multiple RAW imagek
(1) Open the applicable image editing program as well as FastStone, so that both program are
open at the same time
(2) Position the FastStone wind®a that itis on top and so that you can see any part of the
i mage editing programbébs window at either
(3) Click-anddrag the images:
(a) In step one of this section, we selected the images that we wanted to open in an externa
image editing program
(b) Notice that there is darker border around the thumbnails that were selected
(c) Also notice that the border around one of the selected thumbnails is bolder than the bore
that is around the rest of the selected thumbnails
(d) We must use the thumbnail that has bolder border when we use the claskddrag
method
(e) Click and drag the thumbnails with the bolder border and drop it any place on the
Photoshop Elements windcand all of the selected images will open in Photoshop
Elements

30. Use the Draw Board to ad text, graphics and watermarksto an image

A. Introduction:

1.

This feature allows you to add tegtaphics anavatermarks to images

2. It has a lot of bells and whistles that you may find very helpful
3.
4. For the purposes of this tutorial, | have opted not to cover this feature in-detéllleave that to

Now you can even add outwapwinting tails to text objects (I lovié)

you - Instead, | have decided just to tell you how to get tdtfaev Boardand to let you explore its
possibilities (there are many) on yourmow

B. Open theDraw Board:

1.
2.

Click on a thumbnail in the Thumbnail Window to select it

Open theDraw Board byeither:

a. Using the Menu:
(1) Click on Edit on the Menu bar and a dropdown menu will appear
(2) Click on Draw Board, or by

b. Pressing thé key on your keyboard

C. Usethe option provided by theraw Board

1.
2.

As | said, | will leave this to you
Be sure to read the Tips at the bottom ofl@inaw Board window- they are very important
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3. lusedthedbDrawBo ar d t o a dNatural Beautyc atpat ia np ifict uraphicas s h
below. TheDraw Boardprovided all sorts of optionor thisincluding text style, text size, text
color, text boxbackgroundtext boxoutline,text boxdrop shadow, etc.

4. | cover the Draw Board in more detail in the FastStone Capture tutoriag settion called)se
Fast St one CaTd tutariad i6 avail&bbk Freecat the FastStone site.

31. Print Images

A. Introduction:
1. FastStone has image printing capabilittag | have optedhot cover thigunctionin this tutorial

2. The Print dialog box haseen improved so take a look to see if it meets your needs

32. Frames to Photos

A. Introduction:

1. Introduction:
a. FastStone has features that provide various effects that can be added to your images.

b. I have not spent much time playing around with these featuregobumay find that some of
them are quite interesting
c. One of our members enjoys using the Frdnaesks feature and the Drop Shadow feature
d. 1 will briefly cover the FraméVlasks feature just to get you startetwill leave the rest up to
you
B. Add a Frame t@ Photo:
Click on a thumbnail in the Thumbnail window to select it
Click on Edit on the Menu bar and a dropdown menu will appear
Click on FrameMaskand the Fram#&laskdialog box will appear
Click on any of the various frames and you will be able toipvethe effects to see the effect
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