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Donations

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

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

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

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

1. Getting Started

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 You will soon notice dates in the text and graphics that appear to be outdated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

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

in the next section
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3. Selecta Skin

A. Description:

1. Fast St one

real i

Z€es

t hat

other users prefer a different look and feel

absown

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

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

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

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

Change the Size of the Browser Windows

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

SetUp Your Preferences(Settings)

A. Explanation

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

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

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

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

A. Display thumbnails:

1.
2.

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

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

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

b. Small Icon View

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

You can change many of FastStoneds defaul't

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

Thumbnalis

B. Change the size of the thumbnails:

»ownpE

o

6.

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

Click on Settings and the Settings dialog box will appear

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

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

Click on the size that you want:

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

settings x|

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

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

Background: h
Filename Color: [

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

Show Filename:
Show Tool Tip:

Allovy File Tagging: |:] 0x600 JPEG

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

Yideo File Thumbnail: | Captured Image

Folder Tree

Background: Text Color: -

Hand Cursor: (Select a preset color scheme) v

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

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

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

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

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

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

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

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

7. UseFastStoneto Set Up Folders for Your Digital Images

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

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

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

b.

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

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

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

for that occasion)

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

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

1.

2.
3.

Now that you have

part of setting up the folders

OpenFastStoneif it is not already open

an understanding of -ttd@e sy

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

folder

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

c. Create a folder for 2@

(1) Click onyour My Picturesfolder to select it

(2) Click on the New Folder ic -

on the Toolbar

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

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

coow

We will create a new folder for each month

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

Createa folder for each month in 200

(1) Click on your 200 folder to select it

(2) Click on the New Folder ic

appear
BType the name

on the Toolbar and the Create Folder dialog box will

of the new folder (01 for J

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

just the number of the month

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

Create subfoldsrunderyour monthlyfolders foreach occasiorfsuch as04 Dowle Dutch Farml14

Hagley Museum, 25 Christmas at Cindgs;.)

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

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

(2) Click on the New Foldeicon L=

appear

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

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

a.

b.

C.

d.

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

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

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

8. Select your Startup Folder Option

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

a.
b.

C.

C.

oo Ta

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

You can change this option at any tithatyou change your mind

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

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

a.
b.
c.
d.

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

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

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

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

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

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

Startup folder: |Specified =) { G

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

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

ioix]

Select a folder:

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

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

o
|.11.l

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

1<% add Folder to Favorites
Organize Favorites

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

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

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

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

1. Click on the Favorites ic M) on the Toolbar and your list of Favorites will appear:
|+ add Folder to Favorites

Organize Favorites

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

2. Click on Organize Favorites and the Settings dialog boxop#in with the Favorites window
displayed:

3. You can use this window to:

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

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

b. Click on the Up Arrow butt01,B to move this folder up on the listlick more than once if
necessary

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