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USING PICASA TO CREATE AND MAINTAIN A PHOTO GALLERY 
 
[SUGGESTION: print out this entire document before proceeding. You can then use it 

to check off your progress, step by step, as you initially create your photo gallery.] 

Picasa can be used by anyone to create and maintain an online photo gallery for 
sharing photos with family and friends and/or the global internet community. Consider 
using it for sharing your selected images on the OPCC web site as well. You can create 
multiple different galleries; one for family and friends (public or private), and a separate 
public one for showing your best images in your personal Picasa Web album linked to from 
our OPCC web Gallery.   

Since it will not be possible for the OPCC web-master to create and maintain 
ŜǾŜǊȅƻƴŜΩs gallery and to keep it up-to-date, GoogleΩǎ tƛŎŀǎŀ ƛǎ a good solution for almost 
ŜǾŜǊȅƻƴŜΦ !ƴŘ ƛǘΩǎ ŦǊŜŜ ǘƻ ŘƻǿƴƭƻŀŘΣ ŀƴŘ ƛǘΩǎ Ŝŀǎȅ ǘƻ ǳǎŜΦ 

           There are three separate requirements for this solution: 
1. you must have a Google account 
2. the Picasa application software must be installed on your PC or MAC 
3. you must upload photos to your personal Picasa-Web album. Picasa can do it 

for you automatically.  
 

On the internet go to http://picasa.google.com/, ǘƘŜ άtƛŎŀǎŀ 5ƻǿƴƭƻŀŘ ŦƻǊ DƻƻƎƭŜέ 
web site to learn what this is all about. See Exhibit-1 below. 

 

 
Exhibit-1 

http://picasa.google.com/
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Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ǿŀǘŎƘ ǘƘŜ ά±ƛŘŜƻ LƴǘǊƻŘǳŎǘƛƻƴέ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά²ŀǘŎƘ ŀ 
ǾƛŘŜƻ ƛƴǘǊƻŘǳŎǘƛƻƴέ link near the bottom center of the screen (Exhibit-1). When done with 
that video, return to the Picasa Download screen as show above.  

¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά[ŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ tƛŎŀǎŀ ŀƴŘ tƛŎŀǎŀ-²Ŝōέ ƭƛƴƪΣ ƭƻŎŀǘŜŘ Ƨǳǎǘ ŀōƻǾŜ 
ǘƘŜ ά²ŀǘŎƘ ŀ ǾƛŘŜƻ ƛƴǘǊƻŘǳŎǘƛƻƴέ ƭƛƴƪΣ ǘƻ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ tƛŎŀǎŀ ŀƴŘ tƛŎŀǎŀ ²ŜōΦ 

 
Exhibit-2 

 
²ƘŜƴ ŘƻƴŜ ǿƛǘƘ ǘƘƛǎ ǇŀƎŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άDŜǘǘƛƴƎ {ǘŀǊǘŜŘ DǳƛŘŜέ ƭƛƴƪ ŀǘ the bottom of 

the above screen. It might be worth your while to print out this document too.  
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Finally go to http://sit es.google.com/site/picasaresources/faq for the άPicasa and 
Picasa Web Albums FAQs - ¢ƛǇǎ ŀƴŘ ¢ǊƛŎƪǎέ web site for some insightful and very helpful 
information about Picasa and Picasa Web. Here are found instructional articles, including: 

¶ άtƛŎŀǎŀ ǾǎΦ tƛŎŀǎŀ ²Ŝōέ ς important to know the differences 

¶ άCƻƭŘŜǊǎ ǾǎΦ !ƭōǳƳǎ ǾǎΦ ²Ŝō !ƭōǳƳǎέ ς critical to understand how these differ 

¶ άIƻǿ ¢ƻ ¦ǎŜ tƛŎŀǎŀέ ς with suggestions on how to organize your photos 

¶ ά¢ǊƻǳōƭŜǎƘƻƻǘƛƴƎέ ς for when something goes wrong 

¶ άtƛŎŀǎŀ ²Ŝō !ƭōǳƳǎέ ς about what others get to see and do or ŎŀƴΩǘ ǎŜŜ ŀƴŘ Řƻ. 
 

Note that the FAQ pages display two columns. Read the left-hand column, first page 
to last page, separately from the right-hand column.  

 
The FAQ articlesΩ information presented is also well worth your printing out for 

understanding Picasa and Picasa Web before you start using it and later on for reference.  
 
At this point you have a good idea of how this all works. Before you proceed, I 

recommend that you ŎǊŜŀǘŜ ŀ ǎǇŜŎƛŀƭ ά²Ŝō {ƘŀǊŜŘ Photosέ folder on your hard drive to 
make things easier now and to provide better control of your shared photos later on. Then 
within this new folder you might create a sub-ŦƻƭŘŜǊ ŦƻǊ άht// DŀƭƭŜǊȅ tƘƻǘƻǎέ ŀƴŘ perhaps 
other sub-folders for photos to be shared with family and friends.  

 
Finally I suggest that you choose the photos you want to share and copy them into 

ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ά²Ŝō {ƘŀǊŜŘ tƘƻǘƻǎέ ǎǳō-folders. (Note: If you use Lightroom, you will  
have to export your photos out of Lightroom first, since non-Lightroom programs cannot 
view them correctly.) 

 
However, I further suggest that you reduce the size of all photos, that will eventually 

be uploaded, to 1024 pixels or smaller (on their larger dimension) in order to drastically 
reduce your upload times and web downloading time for your viewers.  

 
You should now be ready to get a Google account, download and install the Picasa 

application software, and create your Picasa Web album(s).  
 

LŦ ȅƻǳ ǇǊƛƴǘŜŘ ƻǳǘ ǘƘƛǎ άUSING PICASA TO CREATE AND MAINTAIN A PHOTO 
GALLERYέ document, check off your progress step-by-step. This is a one-time only process.   

 

http://sites.google.com/site/picasaresources/faq
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1.  Get a Google account 
 

If you already have a Google account, go to step #2 below. (NOTE -- you already have 
a Google account, if you have a Google Gmail account, which many of you do have.) 
However, if your Google account is not ready for Picasa, it may prompt you to make it so. 

 
 Otherwise, go to https://www.google.com/accounts/NewAccount to get one. The 
following screen (Exhibit-3) will display, looking somewhat as below.  
 

 
Exhibit-3 

 
 Fill out the required data.  Yƻǳ ƳƛƎƘǘ ǿŀƴǘ ǘƻ ǳƴŎƘŜŎƪ ά{Ŝǘ DƻƻƎƭŜ ŀǎ Ƴȅ ŘŜŦŀǳƭǘ 
ƘƻƳŜǇŀƎŜέ. 

https://www.google.com/accounts/NewAccount
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 Remember the password you entered for your Google account. 
 

¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άL ŀŎŎŜǇǘΥ /ǊŜŀǘŜ Ƴȅ ŀŎŎƻǳƴǘέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ  
 
You will get an Account Creation Confirmation notice with a message saying that an 

email will come to your inbox, requiring that you verify your email address. 
 
 When you receive the Google Email Verification message in your inbox, click on the 
link provided. Your Google account will then be activated. 
 
 Next the Email Address Verified screen (Exhibit-4) will display.  
 

 
Exhibit-4 

 
 Before you move on to step #2 below, close all internet connections to Google, such 
as Gmail, Picasa Web, etc., if open, lest this interfere with the automatic scanning and 
άǾƛǊǘǳŀƭέ album creation performed the first time you bring up the Picasa application on 
your computer.
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2. Download and install Picasa application software from Google.  
 

Picasa is available for both PCΩǎ ŀƴŘ a!/Ωǎ and runs on all recent operating 
systems. Go again to http://picasa.google.com/ to download the latest version of the 
Picasa application software.  

 
The following screen (Exhibit-5) will enable you to download the program: 

 
Exhibit-5 

 

Click on the άDownload Picasa 3.8έ button. Lǘ Ƴŀȅ ōŜ ƎƻƻŘ ǘƻ Řƻ ŀ ά{!±9έ ƻŦ ǘƘŜ 

tƛŎŀǎŀ о ǇǊƻƎǊŀƳ ŘƻǿƴƭƻŀŘΣ ǊŀǘƘŜǊ ǘƘŀƴ ŀ άw¦bέΦ  

This is a good place to PAUSE and to make sure that there is no Google application 

currently running on the internet. If there is any, close it before moving on. 

Then open the saved-to folder and click on the Picasa.exe file to install it. 

After the Picasa software is installed on your PC or MAC, you will see the following 

screen:  

http://picasa.google.com/
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Exhibit-6 

 

Complete the Picasa installation by checking and un-checking options shown above 

and then clicking the άFƛƴƛǎƘέ button.  

Now make sure that no online Google application is running. Close them before 

proceeding to the next step. 
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3. Set up Picasa 3 on your desktop and populate the Picasa Web Album.  

Start up Picasa 3, after making sure that all Google internet applications are closed. 

Or it may start up automatically. 

The following Picasa application screen, Exhibit-7, will display.  

 
Exhibit-7 

 

 As soon as Picasa 3 starts running on your computer, it will want to scan your entire 

computer for all images you ever downloaded and stored on your hard drives. Instead, you 

need to tell it to look just at the hard drive folders containing the photos you want to 

share. And these will probably be those you put into the ǎǇŜŎƛŀƭ ά²Ŝō {ƘŀǊŜŘ tƘƻǘƻǎέ 

folder on your hard drive, as recommended on page 3 above in this document.   

 In the tool bar click ά¢ƻƻƭǎέ ŀƴŘ ǘƘŜƴ click on άFolder Managerέ in the drop-down list.  

 The Folder Manager screen, Exhibit-8, will appear. It gives you control in which hard 

drive folders the Picasa 3 application can άworkέ on photos. Remember ς Picasa 3 will not 

physically change or delete any photo on your hard drives, unless you explicitly tell it to. 
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Instead it simply records all your updates and edits in its own άǾƛǊǘǳŀƭέ ŀƭōǳƳ to recreate 

any photo updates when displaying photos in Picasa 3 and on Picasa Web. 

 
Exhibit-8 

 

 Here is where you tell Picasa which drives, folders, etc. to search for photos on your 

hard drive. It activates the automatic scan for new, added, changed and deleted photos, so 

that Picasa can update its internal directory of links to photos in real folders. It is how 

Picasa 3 then knows when photos that were added, changed and deleted to/from their 

folders on the PC or MAC, ƴŜŜŘ ǘƻ ōŜ ǳǇŘŀǘŜŘ ƛƴ ƛǘǎ άǾƛǊǘǳŀƭέ ŀƭōǳƳ in your computer as 

well as to/from your online Picasa Web album.  

 LǘΩǎ ōŜǎǘ ǘƻ ƭƛƳƛǘ tƛŎŀǎŀ ǘƻ ǎŎŀƴƴƛƴƎ ƻƴƭȅ ƛƴ ȅƻǳǊ ǎǇŜŎƛŀƭ ά²Ŝō {ƘŀǊŜŘ tƘƻǘƻǎέ ŦƻƭŘŜǊΦ 

On the left side of this screen tƛŎŀǎŀ ŘƛǎǇƭŀȅǎ ŀ άŘƛǊŜŎǘƻǊȅέ ƭƛƪŜ ǘƘŀǘ ŦƻǳƴŘ ǳǎƛƴƎ 

Microsoft Explorer. It lists drives and high-level folders, but these can be expanded to 

reveal sub-ŦƻƭŘŜǊǎΧ  
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Notice the scanning options shown on the right side: Scan Once (marked with a 

green check-mark), Remove from Picasa Scans όǊŜŘ ά·έύ ŀƴŘ Scan Always (blue circle 

arrow). aƻǎǘ ŦƻƭŘŜǊǎ ŀǊŜ ƳŀǊƪŜŘ ǿƛǘƘ ŀ ǊŜŘ ά·έ ōȅ ŘŜŦŀǳƭǘΦ  

You can specify how Picasa is to treat all folders that may need their scanning option 

changed, by clicking on each folder to highlight it and then clicking the desired option (a 

small  button on the right) ǘƻ ŎƘŀƴƎŜ ǘƘŜ ƻǇǘƛƻƴΦ ²ƘŜƴ ŘƻƴŜΣ ŎƭƛŎƪ ǘƘŜ άhYέ ōǳǘǘƻƴΦ !ǘ ǘƘƛǎ 

point Picasa runs off and scans the folders you specified for all photos contained in them. It 

puts a pointer into its ǎǇŜŎƛŀƭ άǾƛǊǘǳŀƭέ tƛŎŀǎŀ 3 folder, which simply points to the photos in 

their original hard drive folders; Picasa does not make copies of these photos just for itself. 

aŀƪŜ ǎǳǊŜ ǘƘŀǘ άScan Aƭǿŀȅǎέ ƻƴƭȅ ǎƘƻǿǎ ƻƴ ǘƘŜ ŦƻƭŘŜǊǎ ȅƻǳ ǿŀƴǘ tƛŎŀǎŀ ǘƻ regularly 
view, not just this initial pass through your hard drives. You can change this option later, if 
you change your mind. 

When this initial scan is done (be aware that it can take a long time, depending upon 
how many drives and folders you allow Picasa 3 to search), the following screen appears, 
looking somewhat like Exhibit-9 below. 

     
Exhibit-9 

 
On the left side Picasa shows a hierarchical directory of folders where it found 

photos. Expand the folders shown, until you reach the lowest level folder. Then click on 
that folder name to see thumbnails of all photos in that (sub-)folder as in Exhibit-10 below.  
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Exhibit-10 

 
Next, select all or some of these photos that you want to share via Picasa Web on the 

internet. And then, to place the selected photos in your online Picasa Web album, click the 
ά¦ǇƭƻŀŘέ button in the Control Panel at the bottom-left of the page (see below). 

 

             
                                       Control panel at bottom of Exhibit -10 

Now, iŦ ȅƻǳ ƘŀǾŜƴΩǘ ŘƻƴŜ ǘƘƛǎ ōŜŦƻǊŜΣ ȅƻǳΩƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ǎŜǘ ǳǇ ȅƻǳǊ ǿŜō ŀƭōǳƳ 
account. 5ƻƴΩǘ ǿƻǊǊȅΣ ƛǘΩǎ ŦǊŜŜΦ Follow the on-screen directions to set up your web album as 
shown in Exhibit-11 below. 

Note that the Username (same as your current email address) and Google Password 
are the ones you used when you initially set up your Google Account in step #1 above. 



11/04/03 06:53 PM  Page 12 

 
"Sign-inò screen for accessing your Picasa Web album 

Exhibit -11 
 
From this point on, when you subsequently upload new photos to your Picasa Web 

ŀƭōǳƳǎΣ ȅƻǳΩƭƭ ǎŜŜ ŀ ǎŎǊeen similar to that shown in Exhibit-12 below. 

Note that when Picasa wants to upload photos from a folder on your hard drive, it 
ǳǎŜǎ ǘƘŜ ƘŀǊŘ ŘǊƛǾŜΩǎ ŦƻƭŘŜǊ ƴŀƳŜ ŀǎ ǘƘŜ ŘŜŦŀǳƭǘ tƛŎŀǎŀ ²Ŝō !ƭōǳƳ ƴŀƳŜΣ ǿƘƛŎƘ ǿƛƭƭ ōŜ 
shown at the top of this upload screen. If you want to change the default name, key the 
ƴŜǿ ƴŀƳŜ ƻǾŜǊ ǘƘŜ ƻƭŘ ƻƴŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άb9²έ ōǳǘǘƻƴ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ƴŀƳŜ ǘƻ 
be changed.  

CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳ ƳƛƎƘǘ ǿŀƴǘ ǘƻ Ŏŀƭƭ ȅƻǳǊ ht// tƘƻǘƻ DŀƭƭŜǊȅ ŀƭōǳƳΣ άaŀǊȅΩǎ tƘƻǘƻ 
DŀƭƭŜǊȅέ ƛƴǎǘŜŀŘ ƻŦ άaŀǊȅΩǎ CƭƻǿŜǊǎέΦ 
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Dialog box for uploading images to your web album 

Exhibit-12 
 
CƛǊǎǘΣ ŎŀǊŜŦǳƭƭȅ ŎƘŜŎƪ ǘƘŜ άUǇƭƻŀŘ ǘƻ ǘƘƛǎ ŀƭōǳƳέ field to mŀƪŜ ǎǳǊŜ ȅƻǳΩǊŜ ǳǇƭƻŀŘƛƴƎ 

to the Picasa Web album that ȅƻǳΩƭƭ ǳǎŜ ŦƻǊ ȅƻǳǊ ǿŜō ǇǊŜǎŜƴŎŜ ƻƴ our OPCC Gallery.  

Second, check a recommended size; use 1024 for camera club photos.  If your images 
are smaller, they will upload at their full size.  Picasa will NOT upsize your images (this is 
good). 

¢ƘƛǊŘΣ ŎƘŜŎƪ άǾƛǎƛōƛƭƛǘȅέ and make it άPǳōƭƛŎ ƻƴ ǘƘŜ ǿŜōέ for the OPCC web site. You 
might opt for ά!ƴȅƻƴŜ ǿƛǘƘ ǘƘŜ ƭƛƴƪέ for your personal Picasa Web Albums.  

Initially Google gives you 1.0 GB storage space on its web. It will take a very long time 
for one to reach the 1.0 GB free web limit for each account.  (Later, if you are close to the 
1GB limit, although not probable, an additional 20GB costs only $5 a year from Google.) 
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FinallyΣ ŎƭƛŎƪ άUǇƭƻŀŘέΣ ŀƴŘ tƛŎŀǎŀ ǿƛƭƭ Řƻ ǘƘŜ ǊŜǎǘΦ 

Depending upon how many photos and their sizes that you are uploading, the 
process could take minutes. When the upload is done, you will see a screen like this one, 
Exhibit-13. 

 
Exhibit -13 

 
¸ƻǳ Ƴŀȅ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά±ƛŜǿ hƴƭƛƴŜέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ-right to see your photos 

online from the Picasa Web Album you created. 

Or just click on the ά/ƭŜŀǊ /ƻƳǇƭŜǘŜŘέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ, when done with this 
upload. ̧ ƻǳ ǿƛƭƭ ōŜ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ ά¦ǇƭƻŀŘ ǘƻ tƛŎŀǎŀ ²Ŝō !ƭōǳƳǎέ ǎŎǊŜŜƴΣ 9ȄƘƛōƛǘ-10, 
where you can upload more photos.  

LŦ ȅƻǳ ŘƻƴΩǘ Ǉƭŀƴ ǘƻ ƘŀǾŜ ȅƻǳǊ tƛŎŀǎŀ ²Ŝō ŀƭōǳƳ viewed from within our OPCC 
GalleryΣ ȅƻǳ ŀǊŜ ŘƻƴŜ ŀƴŘ ȅƻǳǊ ǇƘƻǘƻǎ ǿƛƭƭ ōŜ ŀǾŀƛƭŀōƭŜ ŦƻǊ ǾƛŜǿƛƴƎ ƻƴ DƻƻƎƭŜΩǎ tƛŎŀǎŀ ²Ŝō 
siteΣ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ Ƙƻǿ ȅƻǳ ǎǇŜŎƛŦƛŜŘ ǘƘŜƛǊ ά±ƛǎƛōƛƭƛǘȅέ. But you should check step #5 
below, anyway for useful information. 

If you want to include your photoǎ ƛƴ ƻǳǊ ht// ǿŜō ǎƛǘŜΩǎ ǇŜǊǎƻƴŀƭ tƘƻǘƻ DŀƭƭŜǊȅΣ 
then go to step #4 below. 



11/04/03 06:53 PM  Page 15 

 

4. Send your Picasa Web Album access information to your OPCC Web-master   

In order to add a link in the OPCC Photo Gallery the OPCC web master needs your 
Google account sign-in name (email address) and the URL of your OPCC Picasa Web Album.  

Open Picasa Web online. It will display your ά!ƭōǳƳǎ όƴύέ home screen, which will 
look somewhat like Exhibit-14 below.  

 
Exhibit-14 

  
Click on the thumbnail of the album that you want to have included in the OPCC Photo 
Gallery. (You could have multiple albums shown, including private albums intended only for 
family and friends.) 

The άaȅ thotoǎέ screen will then open, looking somewhat like the screen in Exhibit-
15 below, but displaying the uploaded photos in that album.  
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Exhibit-15 

 
On this screen you will find a URL, near the top-left corner of the screen. That is 

needed to link your shared photos from the OPCC Photo Gallery to your online Picasa Web 
Album. The URL will look somewhat like this:  

 

Copy your own URL and place it in an email along with your Google sign-in (email)  
address. Send both to the OPCC Web-master at MarxBusiness@Olypen.Com.   

As soon as the OPCC Web-master adds your link data into the OPCC Web Gallery, 
anyone logged in to our OPCC web site can view your OPCC Photo Gallery. But this does not 
provide access to your ŎƻƳǇǳǘŜǊΩǎ hard drive or to any other album in your personal Picasa 
Web Albums.   

NOTE -- The use of Picasa Web Albums is not limited just for the OPCC web site 
viewing. Online viewing is also available directly via GoogleΩǎ Picasa Web, where your family 
and friends will most likely go to view your other photo albums. But access is based on the 
άǾƛǎƛōƛƭƛǘȅέ ƻǇǘƛƻƴ ȅƻǳ ŀǎǎƛƎƴ ǘƻ ǘƘƻǎŜ other online albums, and is limited to viewing only. 

 


