T ()MPU IER
u

OCIETY

USING YOUR "MY PICTURES” FOLDER
IN "WINDOWS 7" OR "WINDOWS 8"

Step 1:
Start at the Windows “desktop” and click on the “Start” button at
the left or top side of the gray “Task bar”:




Step 2:
A “Start menu” will be displayed:

] 5’ Getting Started

! Connect to a Projector

% Remote Desktop Connection ity
. > Documents
Sticky Notes
Pictures
SoR—
| Calaulator

.";1" Paint

Control Panel
~dd XPS Viewer
y Windows Fax and Scan Defaultpr
Q"I Magnifier Help and Support

2 All Programs

I |Search programs and files @ Shut down PI

8:18 PM
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Step 3:
Click on “Computer” in the Start menu:

5

Recycle Bin

Control Panel

Devices and Printers
2«4 Windows Fax and Scan Dersit Brageane
@!‘ Magnifier Help and Support

» All Programs

I |Search programs and files @ Shut down bl

8:19PM

|L'Start @ :_E;J Q 16 % % gpapaor =




Step 4:

A “Computer” window will be displayed:

IO e

- E] I Search Computer

Organize *  System properties  Uninstall or change a program  Map network drive

Open Control Panel

¢ Favorites + Hard Disk Drives (1)

Bl Desktop Local Disk (C:)
g Downloads

e
1=l Recent Places

e |
710 GB free of 726 GB

* Devices with Removable Storage (2)

7l Libraries
@ Documents 2 Floppy Disk Drive (A:) @ DVD Drive (D:)

J\ Music

[&5] Pictures

B videos
1@ Homegroup

1% Computer

'?! Network

WINFENTTRIALE4B Workgroup: WORKGROUP Memory: 5.38 GB

Processor: Intel(R) Core(TM)i7 CPU ...




Step 5:
Locate the icon for the “Local Disk (C:)” drive.

i computer

K . Computer - - Search Computer
O ¥ / @|

Organize *  System properties  Uninstall or change a program r?Aetwork drive  Open Control Panel

.0 Favorites “ Hard Disk Drives (1)
Bl Desktop Local Disk (C:) /
i Downloads ﬁ"_.’r'. I

710 GB free of 726 GB
7= Recent Places

* Devices with Removable Storage (2)

. Libraries %
| Documents ' Floppy Disk Drive {A:) @ DVD Drive {D:)
J‘ Music o ~—
[E5] Pictures
E Videos
ii!« Homegroup

18 Computer

?- MNetwark

WINFEMTTRIALG4B Workgroup: WORKGROUP Memory: 5.38 GB
Processor: Intel(R) Core(TM)i7 CPU ...




Step 6:
Double-click on the icon for the C: drive:

@Computer

CX) |‘-;‘ ~ Computer - I - m“ Search Computer

Organize *  Properties  System properh'esl Uninstall or change a program  Map network drive Open Control Panel

.0 Favorites * Hard Disk Drives (1)

Bl Desktop
4@ Downloads

3 2
j=il Recent Places

+ Devices with Removable Storage (2)

. Libraries
@ Documents Floppy Disk Drive (#A:) DVD Drive (D:)
o Music - -
[E5] Pictures
E Videos
i@ Homegroup

18 Computer

?! Network

Local Disk (C:) Space used: [ | Total size: 725 GB BitLocker status: Off
w Local Disk Space free: 710 GB File system: NTFS




Step 7:
The window will now show the contents of the C: drive:

& Local Disk (C:)
mv ﬁ ~ Computer = Local Disk {C:) = - @]I Search Local Disk (C:)

COrganize *  Sharewith =  New folder

Mame = Date modified IType

I Favarites
Bl Desktop ./ PerfLogs 7/13/2009 8:20 PM File folder
: EZEZZT:CES | Program Files 7/14/2009 12:13AM  File folder
— . Program Files (x88) 7(13/2005 9:57 PM File folder

. Users 9/28/20118:24PM File folder

- Libraries
@ Daocuments . Windows 9/28/2011 3:32PM File folder

J‘ Music

[E=5] Pictures

B videos
1@ Homegroup

18 Computer

?! MNetwork




Step 8:
Locate the “Users” folder and double-click on it:

#& Local Disk (C:)

éﬂ = & + Computer - Loc\l Disk (C:) - - m“ Search Local Disk (C:)

Organize * o Open Indudein\ibrary =  Share with -

Mamg “ Date modified | Type

i Fawvorites
B Desktop | P4 7/13/2009 8:20 PM File folder

4} Downloads | Pregram Files 7/14/2009 12:13AM  File folder

=l Recent Pl

v RECEnt Haces | Prolgram Files (x36) 7/13/2009 2:57FM  File folder
— 9/28/20118:24PM  File folder
=

@ Documents L. Windows 9/258/2011 3:32FM File folder

J’ Music

[E5] Pictures

B videos
1@ Homegroup

1M Computer

?! Network

Users  Date modified: 9/28/2011 8:24 PM
File folder




Step 9:
The windows will now show the contents of the “Users” folder:

%v | | = Computer - Local Disk (C:) = Users « - @I Search Users

Organize *  Indudeinlibrary =  Sharewith =  Mew folder

Name = Dak= modified [ Type

T Favorites
M Desktop 8. Maxine 9/28/20118:25PM  File folder
i Downloads || Public 7/14/2003 12:13 AM  File folder
L | testuser 9/27/20115:32AM  File folder

=l Libraries
@ Documents

J" Music

[E5] Pictures

E Videos
1@ Homegroup

18/ Computer

'?! Network




Step 10:

Locate the folder named “Maxine” and double-click on it;

n Users

%v| . = Computer - Local Disk (C:) - Use%

- @ I Search Users

Organize v - Open Indudeinlibrary = /Share with -

Mame “

Date modified | Type

,.i‘ Favorites
Bl Desktop 3 Maxne
& Downloads || Public

15| Recent Places
= | testuser

= Libraries
@ Documents
J‘ Music
[ Pictures
B videos
1@ Homegroup

1M Computer

ib! Network

Maxine Date modified: 9/28/2011 8:25FM
File folder

9/28/2011 8:25 PM File folder
7/14/2009 12:13AM  File folder
9/27/20115:32AM  File folder




Step 11:
The “Window” will now show the contents of the “Maxine” folder:

‘%ﬂ.. - Computer + Local Disk (C:) - Users - Maxine - ~ 23 | search Maxine

Indude in ibrary = Share with -

0 Favorites

Mew folder

Date modified

| e

B Desktop i3 Contacts

. Downloads & Desktop

=l Recent Places =
= & Downloads

. B e e
= Libraries \'r Favorites

@ Documents ’ Links

J‘i Music | My Documents
[ Pictures W My Music

B videos =] My Pictures
& My Videos

B saved Games
L Searches

1@ Homegroup
g-;.l Computer

‘?! Metwork

9/23/2011 8:25 PM
9/28/2011 8:25 PM
9/23/2011 8:25 PM
9/23/2011 8:25 PM
9/28/2011 8:25 PM
9/23/2011 8:25 PM
9/23/2011 8:25 PM
9/28/2011 8:25 PM
9/23/2011 8:25 PM
9/28/2011 8:25 PM
9/28/2011 8:25 PM

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder




Step 12:

Locate the “My Pictures” folder:

| Maxine =10l x|
e v| .+ Computer - Local Disk {C:) = Users = Maxine - A m“ Search Maxine
Organize * o Open Indudeinlbrary +  Sharewith v  Mew folder = W E;l @
¢ Favorites Mame “ Date modified | Type | Size | |
B Desktop i Contgcts 9/28/2011 8:25PM File folder
4 Downloads 4 Deskfop G/28/20118:25PM  File folder
&l Recent Pl
=4 NecentHlaces 8. Dowrloads 9/28/20118:25PM  File folder
- i F ite: 9/28/20118:25FM File fold
= Libraries K Favofites /28] e =
@ Documents ' Links 9/28/2011 8:25 PM File folder
J} Music | My Dpcuments 9/28/20118:25 PM File folder
[E5] Pictures ! My Igusic 9/28/2011 8:25 PM File folder
E Videos File folder
& My Videos 9/28/2011 8:25PM File folder
t@ Homegroup
#Saved Games 9/28/2011 8:25PM File folder
1% Computer L Searches 9/28/2011 8:25PM File folder
ﬁ-' Metwark

h My Pictures Date modified: 9/28/2011 8:25FM

File folder




Step 13:

Use the RIGHT mouse button to drag the “My Pictures” folder to
the “Desktop”.

Release the mouse button.

Click on “Create shortcut here” in the pop-up context menu.

|%v|‘. + Computer - Local Disk (C:) + Users + Maxine - - mISearchMaxine

Organize * 5 Open Indudeinlbrary =  Sharewith =  New folder
77 Favorites lame Date modified IType
Bl Desktop i3 Contacts 9/28/2011 8:25 PM File folder

4} Downloads s Desktop 9/28/20118:25PM  File folder

=] Recent Pl =

4 Reeent Flaces 1§ Dowrloads 9/28/20118:25PM  File folder
=5 Libraries [,v Favorites 9/28/20118:25FPM File folder

[ Documents PLinks 9/28/20118:25PM  File folder

& Music | My Documents 9/28/2011 8:25 FM File folder

[&=] Pictures i My Music 9/28/2011 8:25 FM File folder

B videos E My Pictures 9 )11 8:25PM File folder
i My Videos =R File folder
[ Saved Games 9/28/2011 8:25PM

) Copy here
i Searches 9/28/2011 8:25PM File folder Move here
Create shortcuts here

G‘! Network Cancel

4 Homegroup

1%/ Computer

My Pictures Date modified: 9/25/20118:25 FM
File folder

ve] @[5 O PR



Step 14:
A new icon called “My Pictures — Shortcut” will now appear on
the Windows “Desktop™:

- N\
‘%c“ - Computer ~ Local Disk (C:) + Users + Maxine + - mISearchw

Organize ¥ o Open Indudeinlbrary »  Sharewith =  New folder

Name - Date modified [ ype

T Favorites
B Desktop i1 Contacts 9/28/20118:25 PM File: folder
." Dowrloads b Desktop 9/28/20118:35PM  File folder
L . Dowrloads 9j28/20118:25PM  File folder
B Lixaics E?Favorites 9f28/2011 8:25FM File folder
) pocuments P Links 9/28/20118:25 PM File: folder
& Music | My Documents 9/28/20118:25FPM File folder
[ Pictures Wl My Music 9/28/2011 8:25 PM File folder
B videos B My Pictures 9/28/20118:25PM  File folder S
8 My videos 9f258/2011 8:25FPM File folder
B Saved Games 9/28/2011 8:25 PM File folder
L Searches 9/28/2011 8:25PM File folder

i@ Homegroup
1M Computer

?! MNetwork

My Pictures Date modified: 9/28/20118:25PM
File folder

o] @ 5|0 e



Step 15:
Locate the “X” icon in the upper right hand corner of the “Maxine”
window and click on it:

‘%v|;. + Computer ~ Local Disk (C:) » Users » Maxine = - mISearchMaxine

Organize * 5 Open Indudeinlbrary +  Sharewith v  Mew folder

I Favorites lame * Date modified | Type

B Desktop E| Contacts 9282011 8:25PM File folder
: E:g::‘::ces s Desktop 9/28/2011 8:35 FM File folder
— g Downloads 9/28/2011 8:25 PM File folder
=3 Libraries E‘?Fauorites 9/28/2011 8:25FM File folder
@ Documents P Links 9/28/2011 8:25FM File folder
& Music | My Documents 9/28/20118:25PM File folder
[ Pictures Wt My Music 9282011 8:25PM File folder
E Videos E My Pictures )11 8:25PM File folder
H My Videos 9f25/2011 8:25FM File folder
# saved Games 9f25/2011 8:25FM File folder
& searches 9/23/2011 8:25FM File folder

ia- Homegroup
;-;.l Computer

G‘! Network

My Pictures Date modified: 9/28/2011 8:25FM
File folder




- I Search Maxine

Date modified | Type | Size |

9/28/2011 8:25 PM File folder
9/28/2011 8:35 PM File folder



USING YOUR "MY PICTURES” FOLDER
TO PREVIEW AND COPY, AND
ORGANIZE YOUR PICTURE FILES

Step 1:
Start at the Windows “Desktop”:

o] @ [



Step 2:
Locate the “My Pictures — Shortcut” icon on the Windows
“Desktop” and double-click on it:

&

My Pictures -
Shortcut




Step 3:
A “My Pictures” window will be

‘ E My Pictures

displayed:

éOc | £/ ~ Computer ~ Local Disk (C:) ~ Users ~ Maxine ~ My Pictures

v @[ I Search My Pictures

Organize v [w|Preview Sharewith v  Slideshow  Print
i Favorites

Bl Desktop

& Downloads

sl
= Recent Places

4 Libraries
|5 Documents
J‘ Music
[&=] Pictures
E Videos
Lighthouse

i@ Homegroup

1M Computer
& Local Disk (C:)
. PerfLogs
|, Program Files
| Program Files (x86)
. Users
. Windows

€ Network

8 items selected Date taken: 2/7/2008 11:33 AM - 3/2...
Tags: Add a tag

New folder

Rating: ©.7 ©.7 7.7 0.7
Dimensions: 1024 x 768

Size: 5,56 MB

Koala




Step 4:
Near the upper right-hand corner, there is a downward pointing
triangle: Click on it:




Step 5:
Click on “Details” in the pop-up menu:

&% Extra Large Icons

| My Pictures

| Large Icons




Step 6:

The “My Pictures™ window is now in “Details” view:

E My Pictures

‘%v| = = Computer = Local Disk (C:) = Users ~ Maxine = My Pictures

- ‘E] I Search My Pictures

Organize *  Incdudeinlibrary +  Share with

7 Favorites -

Slide show  Mew folder

Date

[ rvee

Bl Desktop |=] Chrysanthemum
i Downloads

= = Desert
"=l Recent Places

[=] Hydrangeas
=3 Libraries = Jellyfish
@ Documents = Koala
o Music [=] Lighthouse
(=] Pictures = Penguins
E Videos ] Tuips

1@ Homegroup

;-,_ll Computer
&, Local Disk (C2)
. PerfLogs
. Program Files
. Program Files (xB8)
. Users
. Windows

?! Metwaork

t 8 items

3/14/2008 1:53 PM
3/14/2008 1:53 PM
3/24/2008 4:41 PM
2/11/2008 11:32 AM
2/11/2008 11:32 AM
2/11/2008 11:32 AM
2/18/2008 5:07 AM
2/7/2008 11:33 AM

JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image
JPEG image




Step 7:
Click on the top-most picture in the right pane:

E My Pictures

Wv | = = Computer ~ Local Disk {(C:) ~ User1 + Maxine = My Pictures - @]I Search My Pictures

Organize ~ [ Preview ~  Sharewith - de show  Print  Mew folder

I Favorites Name | Date

Bl Desktop nthemum

.‘ Downloads [= Desert 3142008 1:59 FM IPEG image
i Recent Places =] Hydrangeas 3/24/2008 4:41FM IPEG image
B Lixarics =] Jellyfish 2112008 11:32 AM JPEG image
@ Documents = Koala 2/11/2008 11:32 AM 1PEG image
J’i Music |i=!| Lighthouse 2{11/2008 11:32 AM JPEG image
[ Pictures = Penguins 2/18/2008 5:07 AM IPEG image

E Videos =] Tulips 2(7/2008 11:33 AM JPEG image
i@ Homegroup

1% Computer
&, Local Disk ()
. PerfLogs
. Program Files
. Program Files (x86)
. Users

. Windows

?! Network

Chrysanthemum Date taken: 3/14/2008 1:53 PM Rating: 57 f 2F T8 Size: 858 KB
JPEG image Tangs: Add a tag Dimensions: 1024 x 768




Step 8:
Click on the “Preview” button:

%?‘ 3 \::nrrmter - Local Disk (C:)

N
Organize * we Preview ¥  Share with =

0 Favorites _
B Desktop M8 Chrysanth
4 Downloads | Desert

i
1= Recent Places

= Hydrangea:



Step 9:
The “Preview” of the selected picture will be displayed:

™ Chrysanthemum - Windows Photo Viewer i

| File > Print v E-mail Burn ~ Open ~

T H‘”’()"""ﬁ\:)CXN




Step 10:
Click on the round button, if you want an automatic slide show:




Step 11:
Click on the right-pointing button to advance to the next picture:




Step 12:

Click on the left-pointing button to go to the previously-viewed
picture:




Step 13:
Click on this button to rotate the photo 90-degrees counter-

clockwise:




Step 14:
Click on this button to rotate the photo 90-degrees clockwise:




Step 15:
Click on this button to make the picture bigger:




Step 16:
Click on the “X” button to move the picture to the “Recycle Bin”;




Step 17:
Then a “Delete File” box lets you decide if you really want to
move the photo to the “Recycle Bin”:

Print ~ E-mail Burn ~ Open =~

F—Fm

Delete File i

: z —  Areyou sure you want to move this file to the Recycle Bin?

>
= 1 B Desert
Item type: JPEG image

Date taken: 3/14/2008 1:59 PM
Rating: 3 Stars

Dimensions: 1024 x 768

Size: 826 KB




Step 18:
Click on this button to zoom in or out;




Step 19:

Click on “File” if you need to copy the photo, or if you need to
look at the/“Properties” of the picture:

M Chr/santhemum - Windows Photo Viewer

| File > Print v E-mail Burn ~+ Open ~

whie




Step 21:
When you click on “File”, the following pull-down menu will

displayed:

™ Chrysanthemum - Windows Photo Viewer

File + Print v E-mail Bumn ~ Open ~
Delete Del 2
Make a Copy...

Ctrl+C




Step 22:
Click on “Make a Copy” if you want to copy the picture to another
folder, an external hard drive, or a USB flash drive device:

™ Chrysanthemum - Windows Photo Viewer

Print E-mail Burn




Step 23:
If you click on “Properties”, a “Properties” box will be displayed:

] Hydrangeas Properties

General | Securty | Details | Previous Versions

Il-hrdmngeas

JPEG image (jpa)
%, Windows Photo Viewer Change...

C:hUsers'Madne\FPictures
581 KB (595,284 bytes)
- 584 KB (558,016 bytes)

Today, September 28, 2011, 38 minutes ago
Monday, July 13, 2009, 10:32:31 PM
Today, September 28, 2011, 38 minutes ago

[T Readonly [ Hidden Advanced...




Step 24:
If you click on the “Details” tab of the “Properties” box, you can
look at the date and time that the picture was taken:

M Hydrangeas Properties

General I Securty Details I Previous Versions

Property | Value
Description

Title
Subject
Rating
Tags

Origin
Authors Amish Patel
Date taken 37242008 4:41 PM
Program name

Date acquired
Copyright Microsoft Corporation

Image

Image 1D
Dimensions 1024 x 768
Width 1024 pixels

Bemove Properties and Personal Infomation

oK Cancel |




If the time and date are wrong, it is probably due to the incorrect
settings inside the digital camera that was used to create the

picture.

If there is no time and date, the picture file may be a scan that
was created by a scanner device or a multi-function printer.



