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System Requirements 
Microsoft Windows 2000/XP 
Microsoft Internet Explorer 5.0 
Description: A free software download from Google  http://picasa.google.com  
Picasa is software that helps you instantly find, edit and share all the pictures on 
your PC. Every time you open Picasa, it automatically locates all your pictures 
(even ones you forgot you had) and sorts them into visual albums organized by 
date with folder names you will recognize. You can drag and drop to arrange 
your albums and make labels to create new groups. Picasa makes sure your 
pictures are always organized.  
Even thought I am writing this tutorial for organizing with Picasa you really need 
to go read the web-site info and take the small Tour that is provided on that site. 
I CAN NOT possibly list and tell you everything that Picasa can do and what you 
should not do with it. For example, please do not delete anything until you know 
how and what to delete from inside of Picasa. 
 
 Note: I am not responsible in anyway for your actions while using Picasa!! �  
Please get to know your programs, even though this is a long Tutorial, I could 
have organized all my images in the same amount of time it took me to write this 
tutorial and as twice as long as it is going to take you to read it. 
 
The first time you install and run Picasa you will have two options that allows you 
to choose how Picasa will find and catalog the images you have on your 
computer. I do not have a screen shot of this because I already have Picasa 
installed and ran it. But the choices are basically Option 1 Scan your WHOLE 
computer (which will find EVERY image that is on your hard-drive including any 
little icons that programs use in their splash screens, tool bars and such, this 
option can be a long scan if you have a lot of images and folders.) Nice however 
if you think you lost photo’s somewhere in your computer. I did it this way the first 
time and I found some images/photo’s that I thought I lost or forgot about years 
ago!  
 
 
Note Important Options: I really wish that we could halt the scan of Picasa until we 
had changed these next steps, but you have to do them after Picasa runs the first 
time and then it will do another quick scan for these items. You will need to do 



these two steps to see ALL of your images. 
1) Make sure to check ALL of the files types in the Tools Menu>Options/File 
Types tab. 
2) Go to the View Menu and select both the Small Pictures and Hidden Pictures. 
I had quite a few folders that seemed missing because the images were too 
small for Picasa to pick them up! 
 
I selected the folders that had images I wanted to save and used the Locate on 
Disk/computer (opens up an Explorer Window) and move them into My Picture 
Folder. 

Locate on Disk  
 
Then when I had found all my lost photo’s. I uninstalled Picasa and reinstalled it 
and this time I choose Option 2 where Picasa just scans certain folders on your 
computer where “most” people place their images like My Desktop, My 
Documents, My Pictures. 
 
Remember to change those options I listed above again! 
 
Now Picasa will create two Collections for you in the left window pane: Folders 
on Disk, Other Stuff and if you happen to have Hello it will create a Collection 
folder for that also. This is a screen shot of my Collection Folders, but as you can 
see I have already added more collections. 
 



Collections are shown here  
 
Right now my Collection are closed (Red Arrow) but by default these will be open 
when you start and all of you image will be visible in the main window. You can 
just scroll down through your picture thumbnails or scroll down through the list of 
folders in the left window.  
 



 
 
 
First thing you will probably see if a bunch of folder with odd names and many 
duplicate names. Notice that I have 8 Transfers & Overlays Collections, a 
stamps_stitches, stamps_wordart! Well those are not very descriptive for which 
kit they belong to. What happens is that I apparently have 8 kits that have a sub-
folder named Transfers & Overlays. The stamps_stitches, stamps_wordart, but 
doing a Locate On Disk, I see that they belong to the Vintage Artistry Kit at SBB. 
But where is the rest of that kit? How come the papers aren’t showing right next 
to those in my main window? Well Chances are they are located in one of the 
Paper Folders listed in your left window!! This happens due to the way the 
Designers named and add folders to their .zip files, or the way you chose to 
organize your kits when you unzipped them into your folders. 
Notice the folder named SP-Shabby Tea Party folder on the left, and that kit is 
the first one on the right with thumbnails, see how the papers, elements, tags, 
and ribbons are all showing in one little window? That is because that particular 



kit, all of its digital images are all placed inside just ONE folder…  SP-Shabby 
Tea Party. 
 
 
Now there are about 3-4 different ways to organize in Picasa, I am going to 
mention a few of them. This is all a personal choice on how you want Picasa to 
work for you! 

1) You can go through all of these sub-collection folders and rename them 
with the same system of names such as: Finding all of the elements of a 
kit and renaming all of the sub-folders like this example, this is just how I 
name my folder structure: When I unzip the kits into My Digital Kits 06 
Folder, I create a new folder for each designer that I get freebies from or 
kits that I have bought. I add the name of the site first, where that 
particular kit can be found at: Scrapbook-bytes = SBB. Then the designers 
name goes next, then inside that folder I have another folder which holds 
that kit and name that folder whatever the kits name is ex: Great Big Kit. 
Then this is how you can choose it to look, you can either dump/move 
everything that kit contains all into that one big folder. Or you can create 
more subfolder to hold the elements of that kit, Papers, Tags, Ribbons &  
Buttons, Stitches &  Stamps, Over lays, etc… Below is how all of those 
folders would need too be named so that they would show up one after 
another in the Picasa main window view. 

 
 
A My Digital Kits 06 Folder 

A.1.  SBB - Designers Name 
A.2.  Designers Name - Great Big Kit 
A.3.  Great Big Kit_Papers  OR (depending on how you want it to show in 

Picasa, I choose not to add the designers name to the element folders, 
just the kits name.) 

A.4.  Designers Name - Great Big Kit_Papers  
A.5.  Great Big Kit_Ribbons & bows OR 
A.6.  Designers Name - Great Big Kit_Ribbons & bows 

 
(Keep doing this for every type of element that the kit has and add as 
many folders as you need to sort the items) as in my image below, now 
see how I have 6 folders for the Shabby Tea Party Kit and they are all 
listed one after another and the numbers (*) by the folder shows me how 
many items are in each folder….but I have to say that is a lot of renaming 
and adding folders to the kits folders if you already have a bunch of kits!) 

 



 
 

Here is an image of how it looks inside my Windows explorer view, folder by 
folder: 
See how I am now missing the little folder preview on my main folder for that 
kit? That is because that folder only holds sub-folders, I like that ability in XP 
so what I have just explained is not how I do it!! �  But you could leave the 
papers loose inside the main folder for that kit you would just have to adjust 
how you name everything else then also!! 
You can see by looking at the two folders on the far right of the below image 
that the folders for the Shabby Princess ~ Mommy Kit and the Shabby 
Princess ~ Urban Kiwi kit are sorted with their papers loose.  

 



 
So I bet you are thinking why do it this way, just dump all the elements and 
papers into the main kit’s folder right? Well if you have ever seen a kit that is 
HUGE you will see why? 



 
 
 
Don’t get me wrong I LOVE this way and how it looks…so nice and neat! But 
say that I am working on a layout and I want to find a different style of 
tag/overlay/whatever for my layout, one that is not in this kit. I would then 
have to scroll through a lot of kits and 100’s of images to find just that one 
extra element that I would like to use!!  
 
Here is a screen shot of that exact kit in my Windows Explorer window, notice 
how the Alphas are in two folders and those Alphas do not show in the 
Botanical Beauty image above. Also notice the image that I have selected in 
the image below (botanical_brushes_flower_laurenbird.png) now look in the 
above image and see that same brush is the black rectangle in the middle of 
the image, right after the 4 accent ribbons. 
 



 
 
There are several drawbacks into just dumping all your elements in one 
folder: 
1) Most kits have some if not all of their elements already sorted (which 

means, now you have to go open each one and dump all those items into 
the main Kit Folder. (Again time consuming) 

2) Sometimes it is very hard to tell the difference between similar items such 
as a narrow brush, narrow stitch or a narrow ribbon image, Picasa 
unfortunately is not that wonderful at displaying .png’s all the time!! This 
must to be due to how they were originally created or which program was 
used as some show just fine! And others are just black images in Picasa. 

 
 

 But if you add LABELS to your Kits Elements then you can just pick 
the label tag and if you know you want a different Tag just click on the Tag Label 
and you get a list of every Tag you have within all of your kits. 
I will go over this step a little later on. �  
 
 
 
 



 
Ok the thing you have to realize is that I set up Picasa to work for me! Just like I 
need my Window Folders to work for me when I am unzipping a kit. I do not want 
to think about how, where and why to unzip a kit. I just want to select or create 
the folder and hit the extract button! I don’t want to think about how that step is 
going to affect my organization in Picasa. And I do not want my organization of 
Picasa to affect the way my folders are created/stored on my computer and the 
steps I need to go through in those programs!! I personally hate clicking through 
folder after folder to find what I need. 
 
Remember that Picasa does NOT physically hold your images and 
folders...Picasa is an IMAGE VIEWER which permits you to easily view images 
you have in your Computers folders....If Picasa holds anything it is called a 
database/library, for computer information, not your physical images, kits and/or 
folders!!!!  
From inside your editing program (PSP< PS>PSE>DIP) do not try and go to 
open the Picasa folder in your C drive and think that your kits and the papers that 
you organized are in there!!  
 
So I guess now at this point you have too decided which way you want to do the 
two ways above. Maybe just organizing like I mentioned above is just fine for 
you. If not here is another method to throw into this mix:  
You’ve heard me mention Collections and my first image shows that I have a lot 
of different collections that I made.   
 

 
 



 
So I didn’t do either of the two steps above! I left everything right where it was 
inside my folders, I didn’t rename any of the folders. I was lazy and left them 
alone!! �  I have better things to do with my time then organize my many kits!!  
When Picasa got done scanning my folders I had roughly, 400+ Folders on Disk 
and 50+ in Other Stuff!! 
 
As you can see above I now have created new collections too just do a one step 
organization method. I went through my list in the main window of Pisaca and if I 
saw a folder that held only papers, I right clicked on it and Move to Collection and 
selected New Collection and named it All Papers. This creates a new collection 
now in your drop down menu so it is there for you next time.  
After that I just went through all my images and moved all the paper folders to my 
All Paper Collection. 
I noticed that a lot of folders held only elements, but they were all mixed together 
buttons, tags, ribbons, brads, eyelets so I created another new collection to hold 
all my (145) element folders. 
I went through all of those first folders and created as many Collections as I could 
and moved everything to those collections.  
I even created a Collection to hold My Photos; you could even take it one step 
further and organize my children’s names, events and such. 
Some of the kits are just too full of everything like the Shabby Tea Party was, and 
like the Botanical Beauty Kit still is. That is fine they can stay that way and I will 
get to them in a bit when it comes to adding labels. You could create a collection 
and name it “Everything Kits”! LOL and move these kits to that collection just to 
get you collections to a manageable size. 
 
Ok once I got my collections created, I opened my Papers collection, by clicking 
the arrow. Now all my papers are right there and I started Shift-selecting all of 

them in the main window of Picasa and I used the Hold Button  to 
hold those image in the tray at the bottom I just went and selected a bunch of 
them and held them down there one after another. Then I clicked on the Label 

Button  and selected New Label and named it Digital Papers & Edges (I 
added both the paper and paper strip if the kit contained it to this folder, that way 
when making a layout the matching paper items like these stayed together side 
by side!) 
 
I also used the word "Digital" so that these folder stuck out really well incase I 
needed to fix something that I didn©t understand when doing this.  Of course 
you are totally free to name these things/labels whatever the heck you want to, 
so that they make sense to you!!! LOL 
 
 



 
 

 



 
 
See how I managed to get (42) papers images moved at one time? And a 
label collection has been made on the left that holds my Digital Papers & 
Edges. I have no idea how many images can be “held” in the tray at the 
bottom but I know it is a lot!! 
 
I added the A~ and the ~©s to hold these certain folders to both the top 
locations. 
 
Here I just added some more labels: 
 

 
 
Here is a screen shot of my A~ Digital Kit Previews 
 

 
 
Also notice how the number on my Digital Papers & Edges went to (1,105) 
I finished adding labels to those images in about 2 minutes!! 
 



 
Here is just a quick list of what I will have in the end for my Labels but again 
you can add more or less depending on how you want Picasa to work for 
you!! 
 
A~Digital Previews 
Digital Alphas 
Digital Brads, Stones & Deco©s 
Digital Bows & Buckles 
Digital Brushes 
Digital Ribbons & Strings 
Digital Buttons 
Digital Charms & Jewels 
Digital Clips & Fasteners 
Digital Color Swatches 
Digital Flourishes & Stamps 
Digital Flowers & Butterflies 
Digital Journaling Strips  
Digital Papers & Edges - I added both the paper and paper strip if the kit 
contained it to this folder, that way when making a layout the matching paper 
items like these stayed together side by side! 
Digital Paper Inked Overlays 
Digital Photo Frames 
Digital Photo Mats & Corners 
Digital Photo Slide Mounts 
Digital Ploppers & Plonkits 
Digital Stitches 
Digital Templates 
Digital Word Art 
Digital Word Tags 
Digital Word Tags Empty 
~Digital Doodads - This is just where I put stuff that didn©t have any sort of 
common connection to anything else... 
 
~Digital Fall - Fall stuff that I would never use in June!! hehehe and the same 
for the folders below 
~Digital Winter 
~Digital Easter 
~Digital Spring 
~Digital Valentines 
~Digital Christmas 
 
I also want to add this, I do not have any clue what I did to loose all of my 
tags. I don’t know if it had anything to do with my trip to my computer guy or if 
I emptied some folder that I didn’t know that Picasa was using. But I did loose 
all my organization so I urge you to do a backup of your files when you get 



done. You can read more about how to do this on the website. I sure wish 
had!! But then again if it hadn’t happened to me, you all wouldn’t have this 
tutorial either, LOL I sure how this helps someone! 
  
 


