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Introduction
This manual was written to supplement classroom instruction provided at
the Sandy Senior Center for this course. This course was generated to meet
the needs of a person already familiar with the operation of a computer. It
is by no means a complete coverage of all of the features of the Windows 10
Creator Version of the Photo App. It is intended to introduce a user to
some of the more useful features. Illustrations used in this manual were
taken directly from the screen on a computer running Windows 10.
Italics and boldfaced italics are used throughout this book to highlight
menu items and commands to assist in separating text from instructions.
Printing of this manual is permitted by students. Other Salt Lake County
Senior Centers are allowed to use this manual to teach classes. Other uses
only by permission of the author.
Copyright by Jerry W. Stewart, December 7, 2017
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Lesson 1: Windows 10 Photo App
Terms: file extension
File types
Mass Storage Device
AutoPlay
Goals:
1. Get pictures from your digital camera into the computer at least two ways.
The basic way and the Photo App way.
2. Understand why there are multiple ways of getting pictures into your
computer and what you can do to reduce the confusion.
3. Understand camera memory and flash drives
4. Use Photo App to organize your pictures
5. Use Photo App to rename your pictures as you import them.

Getting your pictures into your computer.
This is actually an easy thing to do but is made complicated because everyone wants to get
into the picture (no pun intended) and have you do it with their software. This means that
almost every computer will have multiple methods depending on the age of the operating
system and the number of software packages installed on your computer. Even on the
computers in our class room, options on one computer will be different from the one next to
it. Using a computer to manage, improve and show off your pictures is fast becoming the
largest interest in the computing world. Browsing the Internet and sending email has long
been the most common use. However, many are using the browser and email program to
show off their pictures. When the USB interface (Universal Serial Bus) became available in
computers, digital camera manufactures adopted it immediately. Almost all modern digital
cameras in use today include a USB interface. This includes cameras and Smart Phones.
The USB interface will provide you access to the non-volatile memory in your camera. This
is the same type of memory that is used in flash drives. Almost all digital cameras have a
place to plug in a cable that will connect your camera to the computer via USB. This is same
cable that is used to plug into an adapter that is used to charge your camera battery. Some of
the newest will even connect to your computer using a wireless interface.
The import problem arises from the fact that almost every software package that can work
with pictures wants to automatically import those pictures for you. Some are so aggressive
that if you plug in a flash drive that has a single picture or a thousand, the software package
will stop everything while it copies those pictures from the flash drive or camera into the
computer. In most cases you will not even know where it puts them. Even if you don't have
these types of programs installed you will still have multiple choices because of the software
that comes with Windows. This is why things get confusing. Each new version of Windows
has provided more free software and new features to work with your pictures. The
manufacture of your computer and your camera will provide you with even more.
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Stopping the confusion.
Most people just want a simple step by step procedure to do what they want. If we had time
and you had your computer in the classroom we could do that by working with you one on
one. Even if we had the time to do this, it would not work in the long run. Eventually, a
new program will be added to your computer that will disrupt the steps you have written
down or you buy a new computer with a new operating system and you are lost again. The
real solution is to understand why and what is changing and what you can do about it. In
most cases the new methods are faster and easier and if you understand the basics, you may
like the new way better.
So, let’s attack the Operating system first. One of the features that came with Windows XP
and later operating systems is the AutoPlay function. When you plug in a USB device or
insert a CD or DVD in your computer, the AutoPlay function normally comes in to play. I
say normally because some software packages will turn off the AutoPlay function to make
their software easier to use. If you turned it off yourself, you may understand the AutoPlay
function already. The AutoPlay function can be tailored by you to automatically do what
you want it to do. For example, if you insert an audio CD in your CD player it can be
programmed to automatically use a program of your choice and play the songs on the CD
without you lifting a finger. If it has both songs and other types of files you can have it do
something totally different. Until you or someone else has modifies these settings it
normally will give you a pop up window that provides all the choices available. What this
pop-up says depends on the files on the device and the software that is installed on your
machine. The point is, there are just too many options and they tend to confuse new
computer users because the question is “Which one should I use”? Ask ten different
experienced computer users and you will get ten different answers. The first one they
learned is usually the answer they will give you. Or they may explain the last software fad
that has hit market. We will examine the basic method that is available just using the
operating system and how to use Photo App (the current fad). Once you understand the
basics, you can always go back to that method while you try the newest fad to see if it meets
your needs in a faster and easier way. Using Photo App to change your default AutoPlay
functions, retouch and publish to Facebook is an example of functions that only work in the
current version.
Importing pictures using the basic function.
After you plug in your camera via the USB cable, close all the options that may appear in
pop-up windows. I should add here that many new computers have added the capability to
insert your camera chip directly into the front of the desktop computer and on the side of or
front of a laptop computers. These are actually camera chip to USB convertors. The primary
advantage of this over a USB cable is that the camera battery is not being drained while you
are downloading pictures. For older computers you can buy an external USB to camera chip
adapter. Currently all camera chips use the same type of memory that is in a flash drive. The
primary difference is that the camera companies package the memory in different holders
that best fit their camera construction. The next problem is cameras have increased the
resolution of the pictures they can take and must provide larger memory capability. My first
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digital camera used an 8-megabyte XD chip. A top of the line camera today could use that
much memory for just one picture. Memory today is measured in gigabytes and at the time
this manual was first written, 32 Gigabyte memory chips for cameras are common (that's
4000 time more than my first digital camera would take). More memory means more pins
which means a new socket and thus a new name is added to the list and a new adapter is
required. For the adapters that are built into your computer, you will see them listed in the
Computer folder found on the start menu. Companies that provide them pre-built in your
computer will also label them with the name of the chips that they will read. Some slots will
read more than one type of chip and be labeled with two or more names like SDHC/, SD or
MMC/ MMCplus. In our classroom most of the computers contain these adapters and have
four slots on the front panel. These four slots will accept nine different types of chips. The
last external adapter I saw on the market handled 19 (Mini SIM cards, Memory Stick,
Memory Stick PRO, Memory Stick PRO-HG, Memory Stick Micro (M2), Secure Digital,
Ultra SD, SD Pro, SDHC, SD Elite Pro, HS SD, MMC, MMCplus, HS MMC, microSD,
CompactFlash I/II, CompactFlash Pro, Microdrive, xD-Picture Card) and there are still types
that it would not accept. They also make a single chip adapter that looks like a flash drive
and you just insert the memory chip from your camera. It does not matter if you use a USB
cable, internal or external adapter, the procedures in this manual will still work. The good
news is that the SD and microSD have become the most common chip used. When you buy
a micro SD chip it many come with an adapter that will convert it to an SD chip that will fit
into your computer or card reader.
As I stated before, the actual downloading is easy, understanding all of the options is the
confusing part. A picture of File Explorer is shown below. The top area shows your
Frequent Folders. Hard drives and flash drives will be shown on the left side of the screen
near the bottom. Any USB flash drives or Cameras connected to the computer will show up
in this section. Also in this area, are folders that Microsoft has set up for you. They are
Documents, Downloads, Music, Pictures and Videos. Since these are automatically
generated for each user, second source programs like Photo Shop, IrfanView and other
picture editing programs will automatically put any new files you create in the Pictures
folder. The same is true of music programs. They will automatically put new music in the
Music folder. Any of these programs will allow you to put your files somewhere else, but
unless you have a specific reason to do so, it is best to put them in the appropriate folder.
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If you used a USB cable to your camera or external adapter, the Computer folder will show
this device with the next available drive letter. In the example above, it would be “F:”. The
drive letter will also show up on the AutoPlay pop up if your AutoPlay function is turned on.
You can check your AutoPlay functions by typing AutoPlay in the search box and open that
App. You can set the functions so that whenever a flash drive, camera, memory card or
phone is plugged in, it will open File Explorer for that device and show you what it contains.
Otherwise you will need to click on the drive letter assigned. For a camera or camera chip
what happens next depends on the brand and model of your camera. Most cameras will
show you a folder that is labeled DCIM (Digital Camera Images). Double clicking on that
folder will normally give you a second folder that is labeled different for every camera
company.
Sometimes it is the model of your camera or the make of your camera. Some companies will
even put the model number folder in front of the DCIM folder. Bottom line; keep clicking
on folders until you see your pictures. Double clicking on the last folder will normally
provide a list of all of the picture files. I say normally in both cases because some
companies skip one or both folders but most follow the conventions described above.
iPhone and iPad users will need to tap on “authorize this computer” on the external device
for the storage to be seen.
Normally your pictures will be displayed as small Icons. The view can be changed to
medium, large or extra-large Icons or as files. Regardless, you can change the display by
clicking on “view” on the top menu and choosing what you want. The filename varies from
camera to camera but is in a letter and sequential number format. For example: P0001.jpg,
P0002.jpg, P0003.jpg are common formats. The three or four characters after the period tell
you what format the picture has been saved. In the example above the .jpg stand for the
most common format that almost every camera supports. It is pronounced jay peg and its
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name comes from the group that developed the format (Joint Photographers Expert Group).
This is a compressed format that was developed for space satellites and is in the public
domain. This allows the camera companies to put more pictures on a memory chip. Better
cameras will also have a proprietary format or raw format that is not compressed for people
who want to make very large prints. You will have to read the manual on your camera to
determine how to change the format that your pictures are saved if it does not use .jpg
or .jpeg by default. There are more than a hundred formats now in use and still growing. A
very handy free program you may want to download and install on your computer is
irfanview.exe. This program has two or three handy features that are not included in the
Photo App. One feature is batch renaming and formatting. The other is the number of
formats it knows how to display and convert. The initial program that you download
contains about 50 formats and a plug-in download will add about 50 more. Ever wonder
why you get an email with pictures attached and you cannot view them? It's because the
people who took the pictures left them in the proprietary format that came with their new
camera. They can see it on their computer because they installed the software that came with
their camera. You however, don't have that software. The third handy feature of Irfanview is
that not only will it let you display that odd format but it will allow you to convert that
format to a more standard format picture by picture or in a batch mode. This will be covered
in more detail later. There are several formats that are common to most computers and you
should stick with them if you are going to be sending them to other people.
(.jpg, .jpeg, .png, bmp, .gif, .tiff)
Now that you can see your pictures that are in your camera memory you can either copy or
move them into your computer. If you “move” them, they will be deleted from the camera
memory. iPhones and iPads will only allow you to copy.
Four Step Manual import procedure.
Step 1. Select the pictures you want to copy or move.
a. Holding down the control (ctrl) key and clicking the “a” key will select all the
pictures files. You can also do this by the drop down edit menu (select all).
b. Pick and choose by holding down the control key and clicking on each picture you
want.
c. Select a contiguous block by holding down the shift key and select the first and
last picture in the block.
In Windows 10 you can also use the check box option which provides the same type
of selections as holding down the control key
Step 2. Click on the move to folder or copy to folder option on the edit drop down menu.
Step 3. Navigate to where you want the pictures to go and select copy or move. See
instructions below for more details.
Step 4. Click on copy or move (option will depend on what you selected in Step 2).
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After you select the pictures you want to copy, “Click on the Home tab” of File explorer.
This tab will give you “Move to” and “Copy to” options as shown above. Click on the
desired option and it will open a selection of folders where you can put the selected pictures.
I still use the original way of copy and paste that was covered in the Windows Fundamentals
course.
Getting pictures into your computer the Photo App method.
Depending on how AutoPlay is configured, you may see a pop-up in about 5 to 10 seconds
after you plug in your device. The options that appear on this pop-up will depend upon the
programs that are installed on your computer and the device. If the device was a memory
chip, AutoPlay be configured to automatically import all pictures from this chip into your
Pictures folder. For this example, let us assume that you are using a flash drive that has
pictures and maybe other files on it. Now open the Photo App and on the top of the menu
you will see an import option. It is an icon just to the left of the user’s picture. Click on the
icon and a drop-down box with two options will appear. The top option says” From
a folder”. This is where you can add folders other than the “Pictures” folder. Some people
have a solid-state drive with the operating system on it and a larger hard drive where they
store their data. This option allows you to select files from the second drive. The second
option says “From a USB device”. This can be a flash drive, camera, phone or memory chip
that is connected to your computer via an USB cable. Chose this selection, and it will
automatically find all of the pictures on that device. You can use the un-check boxes if there
are pictures you do not want to import. When you click on “continue” you will have two
new options. The first allows the program to automatically create folders that contains
pictures by month or day. The second is a check box that allows you to “delete imported
items from the device”. This cleans the pictures off the device you plugged in after they
have been copied onto your hard drive.
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If AutoPlay has been disabled in your computer you can still import your pictures using
Windows Photo App by first opening Windows Photo App.
This is just a reminder about USB storage devices. After you have finished loading your
pictures from your camera or from an external USB chip reader, you need to click on the usb
safe remove icon in the system tray.
A pop up should appear listing the USB devices that are plugged into your computer. Select
the correct device and another pop up will tell you it is safe to remove your device. If your
computer is still downloading from that device or a screen showing that device is still open
it will say that it is unsafe to unplug your device. Make sure every program is closed and try
again.
Warning:
You do not do this if your camera chip reader is internal. This will disable the internal chip
reader. If you do, the next chip you plug in will not be recognized until you reboot your
computer. The reboot will reset your internal chip reader.
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Lesson 2: Windows Photo App
Terms: Collection, Albums, People, Metadata, tags
Goals:
1. Use Photo App to send email with pictures attached
2. Use Photo App to publish pictures on the web.
3. Use Photo App to Search pictures by name, time periods, by face recognition,
ratings and tags
4. Understand how the file extension affects your picture and what you can do
about it.
5. Change time, date and other incorrect information from your camera
Special Features
On the top of the Photos app you have several categories. The first is called “Collection”.
Clicking on this icon will show your pictures by month. It also displays 3 new boxes just
below the title bar.
In the example to the left the box with the most squares
has been selected. It will display all the pictures in each month in thumbnail size. The
middle icon will increase the sizes into larger pictures, and the left icon will make the
pictures even larger.
Once you see the picture you would like to see full screen just click on the picture.
The next category is called Albums. Clicking on this icon will show all the slide shows and
videos that you have in your pictures folder. It does not include videos that are in your
videos folder. This category also adds a new menu below the title bar. It is called “Sort
by:”. The drop-down option allows you to select by: Latest modified, Newest photos and
videos, Oldest photos and videos and A to Z.
The next category is called People. This option uses facial recognition to find all (most)
occurrences of a person in your collection and lists how many it found. Click on one of the
people it found and it will display all the pictures of that person. I found it did not do a great
job on babies but was pretty good with children and adults.
The last category is called Folders. It will display a list of folders in your pictures folders
and One Drive. It also has an option to allow you to look in other locations. This is handy if
you have stored pictures somewhere else than in your pictures folder. This is becoming
more common with machines that come with an SSD for the operating system, and a hard
drive to store your files. This makes the machine much faster on most tasks. SSDs are still
very expensive and they use the dual drives so you can still have large storage. You may see
an SSD of 128 Gigabytes and the hard drive at 1 Terabyte.
Understanding filenames.
Before we address AutoPlay, we need to be sure we understand filenames. Microsoft
Operating Systems required that all files in your computer have a filename made up of two
10

parts. The first part is the name you see and is determined by the writer. It can be anything
you want with exception of a few characters like (.,/|?*). The software writer who wrote the
programs you installed on your computer chooses his names. The second part of the name is
more important because it controls how the operating system handles the files. It is called
the extension and is normally 3 or 4 characters long. The two parts are separated by a period
and we normally write the extension with the period. For example, we would
write .jpg, .jpeg, and .exe if we were searching for the primary program that used that
extension. The extension is automatically added by the program that wrote the file. Many
modern programs can both read and write their files in more than one format and the
extension will reflect the format that the file was saved in. This allows programs to be cross
compatible with other brands of software and with old versions of their own software. For
example, by choosing a default extension other than .doc or .docx from Microsoft Word you
can write a file that can be used by Corel Word Perfect. In this case you would save as
filename.wpd. Filename is replaced with whatever you want to label the file. The same is
true of picture formats. Window Photo App does not support a lot of formats but many
programs do. Irfanview supports about a hundred (with the plug-in installed) and allows
you to convert from one format to another. When programs are loaded onto your computer,
the filenames that the new program knows how to handle are stored in the operating system
data base (registry). When you double click on a file, the operating system looks up the file
extension in the registry and determines which program should be used to open that file. In
some cases, the file extension will indicate to use the operating systems itself.
Examples:
.exe an executable file opened by the OS to run a program (it normal contains multiple
parts).
.cmd a single part program runs by the OS.
.msi A Microsoft installer program
.txt
A file that contains only ASCII characters (letters, numbers, punctuation) Notepad
.rtf
Rich text file, a txt file that can also contain pictures and other objects) Wordpad
.doc the primary file type for Microsoft Word prior to 2007
.docx the primary file type for Microsoft Word 2007, 2010 and 2016.
.wpd the primary file type for Word Perfect
.jpg Public domain format for pictures – up to 10 to 1 compression
.jpeg same as above
.pdf Portable Document Format. A picture format used by Adobe Reader.
.bmp Bit Mapped Photo format used by Microsoft
.tiff Tagged image file format
.png Portable network graphics – lossless compression
The problem is that so many programs can now run multiple types of files. Whenever you
add a new program to your computer it becomes the default program. For example, when
you double click on a picture that use to open with Microsoft Picture and fax view program
it will now open with Windows Photo App. If you then load Photo Shop, the picture will
load with Photo Shop. This has become such a problem that
Vista, Windows 7, 8 and 10 provide a program called “Default Programs”. Running this
program will bring up the screen shown below. Each version of Windows looks a little
different but has the same features. We will cover only Windows 10 since this is when
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“Photos app” was first introduced. Open Settings and find and click on “Apps”.
Now click on “Default apps”. You will see a list of categories that you
can change to be the default. Under Photo viewer you should see
“Photos” shown. If you click on the icon you will be given a list of
Apps on your machine that can open folders. If it has been changed by
a new program you can choose “Photos” or another app that you prefer.

From here you have two choices. The first is to select an old program
to be the master for all files it knows how to read and the second is to
pick and choose by using the “Associate a file type or protocol with a
program” option. Notice that this menu also has a “Change AutoPlay
settings” link. By clicking on this link, you will be taken to the change
AutoPlay settings screen shown on the next figure.

From this screen you can change what happens when you insert a CD, DVD, flash drive or
camera chip. Each category has a drop-down menu that will allow you to choose what
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default action occurs when a device fitting that category occurs. The choices will depend on
what software you have installed on your machine plus some operating system choices. For
example, one of the options of inserting a Blank CD is “do nothing”. In the above figure,
the option has been changed to “Ask me every time”. Please notice that at the top left is a
box that allows you to turn the AutoPlay function on or off.
Metadata
Metadata is hidden data that is included in pictures you take with your computer. The Photo
App allows you see this data but does not include anyway to modify it. However, Windows
10 does, and I will include how to do this in this course because it is a commonly asked
question. Each camera includes some standard information like date taken and size but there
is a wide variety of information you can add or change. For example, if the date in your
camera is wrong you can change it to the correct date. Another thing people like to do is add
tags. For example, if you take a group picture, you can add a tag for every person in the
picture, or if it of a lake, you can add the name of the lake. You can search for tags in
windows by adding “tag:name” in the search box. If looking for all your Lake Powell
pictures it would be tag:Lake Powell. You can also use the Boolean operators. (AND, OR,
XOR).
To modify and add to this metadata, use
File Explorer to find your picture, and
then right click on the picture. Select
Properties and then click on the Details
tab. In the example you can see that my
old camera uses it name as the title and
subject. By clicking on the info (Olympus
Digital Camera) in this case the name will
blank out and then you can type in
whatever you want. Click on the star you
want and you can give it a 1 to 5-star
rating. To add a Tag. Click in the Value
column on that line. The same is true for
each line of meta data. Do not try to
change the image data, but everything else
is free game.
Notice at the bottom of the properties box
is a way to remove all meta data. When
you finish editing click on Apply to save
your changes.
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Lesson 3: Windows Photo App
Terms: Slider
Objectives:
1. Use Photo App to fix your picture
2. Delete bad pictures
3. Learn how to rotate your picture so it displays correctly in your computer or a
slide show
4. Learn how to create a slide show that you can show on your computer
Fixing your Pictures
When you double click on a picture in File Explorer it will open it in the Photo App unless
you have changed the default settings. Three icons will be shown directly above the photo.

The first icon is your zoom icon and clicking on this will allow you adjust the Slider for
different sizes of zoom. The second icon will delete the photo and the last will allow you to
rotate your picture. It will rotate clockwise in 90-degree increments. Once you have the
photo in the orientation that you want, right click and choose the “save as” option. Notice
that one of the other options of the right click is “FileInfo”. This will show you some of the
meta data but not all of it.
To do more editing of your picture click on “Edit & Create”. The “Draw” option under Edit
and Create allows you to use different types of pens to draw on your picture. The drawing is
done by selecting a pen and then a color and using your mouse or finger on a touch screen
device. This is similar to the tools available in Edge. The real editing is done under the
“Edit” option. At the top of the new window you will see “Crop and Rotate”. Unlike the
rotate option shown at the beginning of this page. This rotation will also allow you select
any angle by using the slider. Click and hold on the circle on the slider and slide to the
desired angle. The “Aspect ratio” option allows you to choose some preset options. The
“Flip” option is used to create a mirror image. If you scanned in your pictures from slides
and had the slides on the wrong side, the writing will be backward. The Rotate option gives
you the 90-degree rotations. The Reset option is your undo icon. The” Done” takes you out
of this screen and back to the edit screen. It does not save the picture to your storage device
but leave the editing you have done in place so you can continue doing other editing.
The Enhance option allows has two options. One is to choose a filter. Just click on each
filter to see what it does to your picture. If you don’t like anything just click on Undo all.
Above the filter options is a slider bar in the “Enhance your Photo” box. Again, slide to see
if it improves your picture. Either put the slider back to the center or hit Undo all to get
back to the original picture.
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For more serious editing, click on “Adjust” to get more options. This will give you a screen
with four slider bars and additions options.
The Light Slider increases or decreases the overall brightness of the picture. If you make a
change, a Reset option will appear in the top line of the slider. Clicking Reset will put the
slider back to the center position
The Color Slider can be used to take all of the color out of the picture or increase the
saturation level of the color. It also has a reset option.
The Tint Slider changes the tint and is sometimes need to correct for color fade of some of
the old film type pictures. Different brands tended to lose a certain color with time and this
slider will make the picture closer to the original. Also try the different filters on the
Enhance option.
The Warmth Slider is very similar to the previous slider but increases red or blue portions
of the spectrum.
The Clarity Slider increases or decrease the detail in the picture. If fixing an old picture
with creases in the picture, decreasing the clarity will make the creases stand out less.
The Vignette Slider will leave the center of the picture as is but either increase or decrease
the brightness on both sides of the center. Nice for portrait work.
The “Red Eye” option is the easiest. Just click on it and will remove Red eyes.
The Save a copy option allows you to save a copy before you start so that you will have
both the original and modified picture. The Save command saves the modified picture with
the original name.

Creating Slide Shows and Movies

To create a slide show or movie, you will need to click on either Collection or Albums to
have the Create icon show on the ribbon. If you have already placed all your desired objects
in an Album, then the latter option is the easiest. If your slides or movies are in various
months you will want to use Collection. Although you can combine slides and movies, lets
start with a slide show only. When you click on Create, you will get three options. The first
is Video remix. It will allow you to return to a video or slide show that has already been
made. Video project is where you go to start a project from beginning to end. Album is
what you select if you want to create an album first.
15

After you click on Video project you will see all the items that are located in your “Pictures
Folder”. You are now in the select mode. You can select one item at a time or if you have a
folder with multiple items you will also have a change to select all at one time. You will also
have the option to unselect a group or individual items. Once you have selected the desired
items, click on the Add button at the top left corner of your screen. You will have an option
to add more photos and videos on the next screen. Assuming you have all of your photos
included you can now select and drag a photo from the top half of your screen to the bottom
half of your screen. Don’t worry if you don’t get them in order the first time as you can
move the slides around on the bottom of the screen to get the desired order. You can even
add the same slide in more than one location.
For each slide added to the storyline, you can change the duration, apply filters, add text or
add motion. The motion option determines how the slide first appears. You can have the
slide to zoom in from multiple sides or other effects. You will also have pan or tilt options.
The add text option includes multiple fonts and even animation. You can select six different
locations for the text to appear. We will demonstrate in class.
At the top of the screen you will have the options to add music or select a Theme. A theme
pre-selects a set of options like font and music. Selecting Music will allow you to select
from a list of 31 included music selections or going to your Music folder and selecting
something from there.
The duration option is important, especially if you include slides that have writing on them.
Make sure the slide stays on the screen long enough for the viewer to read everything. It is
safer to be a little longer than too short. If you want the slide show to stand along, you can
create an audio file that discuses each slide. Play the audio and determine how long each
slide should be on the screen to track the narration.
In the upper right quadrant of your screen will be the created video, clicking on the play icon
will play the slide show or video that you have created. When you are happy with the
editing, click on Export or share in the upper right corner. You will have three choices,
Small, Medium and Large. Each option will provide a description of which one you should
use.
Once it is saved, a new screen will appear telling you where it was saved and what name
was used. It will also provide three options (View in this app, View in File Explorer, and
Share to social media, email, or another app). A screen shot of the last option is shown
below. The top of the screen shot is cropped and that portion of the screen included the
email addresses of the people contained in the People App. Clicking on one or more of
those people would have sent the completed video to them as an attachment. As you can see
in the screen shot, you have the options to “upload to YouTube, OneDrive, One Note, or to
your Mail program. Facebook and Line and Box would have been options also if the
respective app had already been installed. Clicking on any of these uninstalled apps will
take you to the Microsoft Store so that you can install them.
16

Creating a video or combined video
and slides project is done
identically as the method shown
above. However, if you have video
content, additional options or
available including 3d objects. A
library of 3d objects is included.
Another important option is Trim.
It will let you cut out sections of
your video that you do not want to
show. When you click on Trim you
will see the icon below on your

time line. You can drag either size
to move the area that you want to
cut out of your movie.
If your videos have sound that you don’t want to hear, you can click on the speaker in the
bottom right corner of each video click you have added. This will mute the imbedded audio.
When you add music or audio file to your video, you can control it by clicking on the
speaker icon to the left of the Music tab. You can have both if you like and make the music
lower so the audio from the clip is predominate.
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Lesson 4 Windows Photo App
Goals:
1. Learn how to scan pictures
2. Use external programs for special functions
How to get pictures that are not digital into your computer.
There are three main types of scanners on the market today. The old standby is the flatbed
scanner, a scanner included with your printer, and the newer specialty film and slide
scanners. We have all three in our classroom. The flatbed scanner was originally designed
to allow us to scan in documents like a photocopier and then print the document on the
printer attached to the computer. With the proper software, it can also be used as the input to
simulate a fax machine. Be aware, that if you use cable or DSL for their Internet
connection, the fax software will not work unless a dial up modem is connected to a phone
line. Many companies now use email rather than faxes and as long as you use a standard file
format like jpg they will be able to use your document. Some flatbed scanners come with a
software package providing optical character recognition (OCR). This software examines
the picture that is scanned and if it recognizes printed text it will convert the picture to a file
that can be read with a word processor. If this software is not used, you will look at the file
and see printed words and wonder why you cannot edit the file. You cannot because it is
saved in a picture only format. The key to look for is the format in which the file is saved.
If it is saved in a filename.txt, filename.rtf or filename.docx it can be edited. This type of
scanner works fine for scanning in pictures. You can also buy a flatbed scanner that has an
attachment or it can be built into the lid to allow you scan film or 35mm negatives. This
attachment is required so light can be shown through the film. To turn on the light, the
software that came with the scanner must be installed. For a scanner to work with your
computer it must have a driver installed. A driver is a software package that allows your
computer to talk to your scanner. This driver comes with your scanner on a CD and must be
compatible with your operating system. The manual that comes with your scanner will state
what operating systems it is compatible with and you may have to search the CD to find the
one that matches your computer. If you have a scanner as part of your printer, be sure you
install the software from the CD or printer website. Your computer will provide an option to
automatically install a generic driver that will make your printer work but will not include
scanner functions. The CD may also contain software to do the OCR function.
The dedicated slide and negative scanners have holders that allow you to load several slides
or a long piece of film to speed up the capture process. These scanners also require a
software driver. They will also come with software to allow you to capture and edit your
pictures. Once the driver is installed, you can use these scanners with the same software
described in this manual. These scanners normally interface to your computer via a USB
cable although a few will also include a Firewire cable known as the IEEE 1394 interface.
The Firewire connector is different than the USB connector and uses a different software
protocol that was designed to handle video better than the USB protocol. Some newer
computers may also have this connector. More expensive slide and negative convertors can
have a self-contained screen and allow you to digitize your pictures and load them onto a
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flash drive without connecting them to a computer. You can use the flash drive in your
computer or take them to a photo store to have the pictures printed. Another advantage may
be that the slide scanner may contain a copy of photo editing software that will do things
that the Photo App will not.
The primary specification for a scanner is dots per inch or DPI. The smaller the picture the
more dots per inch you need to permit you to enlarge the picture without pixelization.
Seventy-two DPI is more than adequate for a printed page where you may want to use 4800
or 9600 dpi for slides or film. The larger the dpi setting you use the longer it will take your
scanner to digitize. The less expensive scanner uses the computer processor to do the
digitization and the speed of your computer will determine how long it takes to scan.
Scanning an 8 by 10-inch photo make take five to thirty-five minutes depending on the dpi
setting you used. If you are not planning on enlarging the picture you can get by with 600 or
1200 dots per inch on a 4X6 picture. Remember the more dpi that you are using the more
memory is required to save the picture. If you try to use the maximum dpi for a large picture
your computer may not have enough memory to do the job and the software will require you
to choose a lower dpi setting. All color scanners will also allow you to select black and
white or gray scale as a scan option. Black and white is for scanning a printed page not for a
black and white photo. Gray scale is the proper setting for what we call a black and white
photo. However, sometime you can use the color setting on a black and white photo and get
interesting results. The settings and options screens for your scanner may different from
what you see in the classroom so plan to do some searching of options. One of the
important features of flatbed scanner software is the ability to select a subset of what is
displayed on the screen. Look for handles on the corners of the object being scanned. The
scanning software will try to frame the picture correctly but you can use the mouse to
change the size by clicking and dragging on these handles. If you are having troubles with
mouse control try using the cursor keys.

Windows Fax & Scan
Once your scanner is installed you can use the program that came with the scanner of
Windows Fax & Scan. Type scan in the search box and this app should appear. Click on the
app and you will get the following screen.

Clicking on the New Scan icon will open a new screen that will allow you to set the
parameters of the scan. The Profile option will allow you to change the Profile to
documents which will preload the best settings for a document. Color format drop down
menu will provide the options of Black & White, Greyscale, and Color.
The File type menu will provide different file formats you can use. The most important
option is the DPI settings that will be used. See paragraph above. The next thing you
should do is click on the Preview button. This will do a fast scan of your picture. Once it is
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completed, you can use resize cursors to limit your scan to what you want. This will reduce
the time to accomplish the scan and save you from having to crop later.

The preview command also allows you to see if you need to adjust the Brightness and
Contrast sliders before you do your scan. The scan may take from a few seconds to several
minutes depending on the size and DPI settings you have selected. The first scan will take
longer because the scanner will turn the light on and allow the bulb to reach a stable setting.
Once the scan is complete, click on the Save As icon at the top of the menu and put in a
name and select a location for the picture to be saved.
Irfanview
Irfanview is one of several free picture programs that can be downloaded from the internet.
It can also be used for limited photo editing but I include it in this course because of some
extra features that make working with a large set of files easier. You can change hundreds of
picture filenames from the number format that your camera uses to something you
understand in four easy steps. You can change hundreds of picture file types from the
format that your Windows doesn’t know how to use to something you can use or send
people in four easy steps.
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Once you have IrfanView installed on your
computer, open the program and click on
File. The menu shown on the right will drop
down and show the Batch
Conversion/Rename option which you can
click on. An easier way as shown by this
menu is that you can just tap on the “b” key
on your keyboard and it will also bring up
the Batch menu. This new screen will
allow you to select how many things you
want to do at one time, and change the
parameters that you want to set. We will
look at these parameters in the following
paragraphs. To get a picture that will show
up in this manual, we have split the screen into two sections. We will start with the left side
of the screen.
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As you can see from the “Work as:”
area, you can select just Batch or
Rename individually or do both at the
same time. The output format can be
chosen by clicking on the down arrow
and then clicking on the desired format
from the drop-down menu. If you click
in the “Use advanced options” box then
you can also re-size all of the photos at
one time. You would also need to click
on the Advanced box to select the sizes
and other options you may want. This
would be a handy way to pre-size all of
your photos you want to put on a web
site or email. Photos that at are taken
with modern digital cameras are
normally too large to put on the web.
The “Name pattern” is the area where
you will want to put in your desired
output name. For example, you could
change image### to Lake Powell###.
This would rename all of the selected
pictures to “Lake Powell001.jpg” to
Lake Powell099.jpg if you had selected
99 pictures. The Options box will allow
you start the incrementing at any number
and additional naming options. Each #
reserves a placeholder for the numbers.
The “Output directory for result files:”
allows you to type in are Browse to the
folder location where the files will be
saved.
The right-hand side of the menu is
shown below. The menu allows you to
navigate to where your pictures are
stored. Select the files you want by
using icons on the bottom on the menu.
Files you have selected will show up in
the Input files area.
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The
right

Irfanview as downloaded comes with about 50 file formats. If the file format you have is
not included in this list, you can download a plug-in from the same site that will double the
number of formats that Irfanview can support. Downloads can be done from
www.irfanview.com.
In addition to converting and renaming files, IrfanView will do some other editing that is not
included in the Photo App. If you need to resize your photo to a specific size so that you can
post on a website, this app will do the job. Click on the images option on the bar and ribbon.
Once of the options will be to Resize/Resample. In the screenshot below, you see that
there are preset options available on the right-hand side and you can customize on the left
side. For a web site they will probably will provide you with a maximum pixel size. If you
are resizing to allow you to print, you can click on “inches” instead of “pixels” Leave the
Preserve aspect ratio box checked and type in the new size in the “Width” or “Height” box.
The other dimension will automatically appear.
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