
 

Page 1 of 95 06/10/11 

  How to Manage and Work With Digital Images  

  Using FastStone Image Viewer Version 4.5 

 
 

 

  Table Of Contents Pg. # 
 

1. Getting Started .................................................................................................................. 3 

2. The FastStone Image Viewer Interface ............................................................................ 4 

3. Select a Skin ....................................................................................................................... 4 

4. Change the Size of the Browser Windows ....................................................................... 5 

5. Set Up Your Preferences (Settings) .................................................................................. 5 

6. Change the Size of Thumbnails ........................................................................................ 6 

7. Use FastStone to Set Up Folders for Your Digital Images .............................................. 7 

8. Select your Startup Folder Option ..................................................................................10 

9. Set Up And Use Favorites ................................................................................................12 

10. History List  .......................................................................................................................14 

11. Download Images from a Memory Card to your Hard Disk .........................................14 

12. Rename A Group of Images Automatically ....................................................................19 

13. Rotate Images ...................................................................................................................21 

14. Use FastStone to View Your Images ...............................................................................22 

15. View Images in the Full Screen View ..............................................................................22 

16. View Images in the Windowed View ...............................................................................25 

17. View Images in FastStoneôs Comparator View ..............................................................25 

18. Compare Images in Comparatorôs Full Screen View ....................................................26 

19. Sort the Images (Including Drag and Drop Sorting) ......................................................28 

20. Tag Images........................................................................................................................29 

21. Manage Images (Cut, Paste, Copy, and Delete) ..............................................................32 

22. Send Images in E-Mail Messages - Automated Method .................................................33 

23. Send Images in E-Mail Messages - Semi-Automated Method .......................................36 

24. Convert and/or Resize Images .........................................................................................40 

25. Remove Red Eye ...............................................................................................................40 

26. Crop Images .....................................................................................................................42 

27. Straighten and Crop an Image ........................................................................................43 

28. Edit Images .......................................................................................................................46 

29. Open Images in a Printing, Editing or Other Image Related Program ........................50 

30. Use the Draw Board to add text, graphics and watermarks to an image ......................51 

31. Print Images .....................................................................................................................52 

32. Frames to Photos ..............................................................................................................52 

33. Print Contact Sheets.........................................................................................................53 

34. Refresh thumbnails ..........................................................................................................62 

35. Copy/Move to Folder .......................................................................................................62 

36. File Associations ...............................................................................................................63 

37. Scan Images ......................................................................................................................64 



 

Page 2 of 95 06/10/11 

  How to Manage and Work With Digital Images  

  Using FastStone Image Viewer Version 4.5 

 
 

38. Create Wallpaper for on Your Desktop ..........................................................................65 

39. Slide Shows .......................................................................................................................68 

40. Create and Save a Slide Show .........................................................................................74 

41. Use the Multi-Page File Builder to Create Animated GIFs, TIFFs & PDFs .................81 

42. Use the Multi-Page File Splitter to Extract Images from a Multi-Page File .................82 

43. Use the Image Strip Builder to Build an Image Strip ....................................................83 

44. Use Batch Convert to Resize/Convert/Resample Image Files (for advanced users) .....84 

45. Use Batch Convert to Add Text, Watermarks, Borders, Etc. (for advanced users) .....87 

46. Use Batch Convert to Add a Watermark to Images (for advanced users) ....................88 

47. Change the EXIF and/or the File Timestamp(s) on Images...........................................91 

48. Resize/Resample Images (for advanced users) ...............................................................92 

49. FastStone's Settings Window ...........................................................................................94 

50. Functions of FastStone that were Not Covered ..............................................................94 

51. Appendix A - Standard Window Selection Techniques .................................................95 

 
 

 

Donations 
 

 FastStone Image Viewer is currently a free program for personal and educational use. For commercial use, 

a lifetime license can be purchased for $34.95. 

 If you choose to use the free version, the developer is soliciting donations and I strongly urge you to take 

the time to send one to him. Your generosity will definitely make a difference by providing essential support 

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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1. Getting Started 

A. Install FastStone Image Viewer: 

1. Download the program from: http://www.faststone.org/download.htm  

2. The installation procedure is rather straight-forward, so you should be able to install the program just 

by following the on-screen instructions 

B. Applicability of this tutorial to the version of FastStone that you are using: 

1. One of the great things about FastStone is that it is constantly being updated 

2. Since the program is constantly being updated, there may be differences between the version of the 

program that you are using and the version that I am using to write this tutorial. While I 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 outdated, all of the instructions and graphics are 

completely compatible with the current version of FastStone Image Viewer  

How to Use this Tutorial 
 This tutorial is intended to be ñtask orientedò. However, I strongly suggest that you start 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. 
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2. The FastStone Image Viewer Interface 

A. When you first open FastStone Image Viewer, you should see something that looks a lot like this (This 

graphic shows FastStone Image Viewer version 4.0 with the Windows XP skin applied - more on Skins 

in the next section): 

3. Select a Skin 

A. Description: 

1. FastStone realizes that some users prefer a programôs interface to have a certain look and feel, while 
other users prefer a different look and feel 

2. In an attempt to make everyone happy, FastStone provides a collection of different Skins  

3. Each Skin gives FastStone a different look and feel 

4. In this section, I will show you how to change the Skin 

5. You may pick any skin that you like - all graphics in this tutorial were created showing the Windows 

XP skin 



 

Page 5 of 95 06/10/11 

  How to Manage and Work With Digital Images  

  Using FastStone Image Viewer Version 4.5 

 
 

B. Select a new Skin: 

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

2. Point to Skin and a flyout menu will appear, as shown in this graphic: 

3. Click on the Skin that you want to try (I clicked on Windows XP) and FastStone will change the 
appearance of its interface - You may want to check out the new skins 

4. That was pretty easy! 

4. 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 windows: 

1. Hover over the double vertical line or the double horizontal line that separates two of the windows 

and the cursor will turn into a two headed arrow 

2. Click and drag the line to resize the applicable windows 

5. Set Up Your Preferences (Settings) 

A. Explanation: 

1. FastStone Image Viewer gives us a lot of user-defined options that we can set to customize the 

program to our personal tastes 

2. To get started, letôs not change any of the default settings - I will suggest a few changes as we work 

our way through the various functions of the program, but the steps in this tutorial assume that you 

have not made any changes to the default settings 

3. If you have already made changes, you may want to open the Settings dialog box and use the Reset 

button for each tab to reset settings so that you do not get confused as you work your way through 

the tutorial 

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

A. Display thumbnails: 

1. Click on any folder in the Folder Tree Window that contains images and the thumbnails will  appear 

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

a. Thumbnail View (this is the default setting and the only display mode that we cover in this 

tutorial) 

b. Small Icon View 

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

3. You can change many of FastStoneôs default settings including those for Thumbnails 

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

Thumbnails 

B. Change the size of the thumbnails: 

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

2. Click on Settings and the Settings dialog box will appear 

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

4. Click on the dropdown arrow at the right end of the Thumbnail Size box  and a 
dropdown menu will appear 

5. Click on the size that you want: 

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

b. Click on the OK button and the Confirmation dialog box 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 

6. If you donôt like the new size, change it to another size 
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7. Use FastStone to Set Up Folders for Your Digital Images 

A. Explanation: 

1. For an explanation of the system of folders that I suggest, please read the text box above 

2. Before you get buried in the details, consider these points: 

a. You are probably using a system that is different than the one that I 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 I describe, just start using it from this point forward. 

c. Many people that I know are using this system and it is working very well for them. I have been 

using it (with some minor refinements) for many years and I am very happy with it. 

Set Up Folders on Your Hard Disk 
 

 I believe that the most important aspect of how you manage your digital images is the 

folder system that you use. I strongly recommend that you arrange your images in chronological 

order. Here is an overview of the system that I use and strongly recommend.  

 Under your My Pictures folder, set up a folder for each year. Under each year folder set up a 

folder for each month. Under each month folder, set up a folder for each occasion. Under each 

occasion folder set up various working  folders. I will give you more details and tell you how to set 

up these folders in the next section of this tutorial. 

 This system can help you to locate images by searching only those folders that approximate the 

time when the images were created. This system also provides an excellent means for you to 

backup and archive your images. For example, you can archive all of your 2011 images by copying  

them to an external hard drive or to some other media, and then deleting them from your computer. 

 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 FastStone. 

People who have adopted this system are universal in their praise for it. 
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B. How should I manage my images on my hard disk? 

1. Here is a graphic that shows the system that I recommend (the dates shown in this section are 

outdated, but the graphics are not): 

2. Set up this system of folders on your hard disk: 

a. Under your My Pictures folder, set up a folder for each year: 2006, 2007, 2008, 2009, etcé. (do 

not put any images in these folders - these are merely ñHeaderò folders) 

b. Under each yearôs folder, set up a sub-folder for each month: 01, 02, etcé. (do not put any 

images in these folders - these are also merely ñHeaderò folders) - we will use 12 (representing 

the month of December) in the example that follows 

c. Under each monthôs folder, set up a separate subfolder for each occasion on which you take 

pictures: 

(1) The folder name should include the day and the name of the occasion, such as 04 Double 

Dutch Farm, where: 

(a) The 04 signifies the day, andé. 

(b) The rest of the folder title describes the occasion - Double Dutch Farm in this example 

(c) The original copies of the images that were taken at the Double Dutch Farm on 

December 04, 2009, will be put into this folder 

d. Under each occasionôs folder, set up working folders in which you will place copies of the 

images that you have enhanced or otherwise edited - for example you can give these folders 

names like: 

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

for that occasion) 

(2) Prints for Cindy (contains copies of all of Cindyôs images that you enhanced and intend to 

print yourself or take to Wal-Mart for printing)  

(3) Any other folders that you need to hold copies of specific images that you have enhanced 
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C. Set Up the folders: 

1. Now that you have an understanding of the system of folders, we are ready to begin the ñhow-toò 

part of setting up the folders 

2. Open FastStone, if it is not already open 

3. In the Folder Tree Window (see the graphic at beginning of tutorial), navigate to your My Pictures 

folder 

4. Create a subfolder under your My Pictures folder for each year (2006, 2007, 2008, 2009, etc.): 

a. We will create a new folder for each year 

b. These folders will be header folders (we will not put any images directly into these folders) 

c. Create a folder for 2009: 

(1) Click on your My Pictures folder to select it 

(2) Click on the New Folder icon  on the Toolbar 

 
and the Create Folder dialog box will appear  

(3) Type the name of the new folder, in this case 2009 and press the Enter key and a new folder 

named 2009 will be created as a subfolder under your My Pictures folder 

(4) When you want to create subfolders for other years, just repeat these steps 

5. Create subfolders under your 2009 folder for each month (e.g. 01, 02, é. 12): 

a. We will create a new folder for each month 

b. These folders will be header folders in that we will not put any images directly into these folders 

c. In the next section, we will create subfolders for each occasion 

d. Create a folder for each month in 2009: 

(1) Click on your 2009 folder to select it 

(2) Click on the New Folder icon  on the Toolbar and the Create Folder dialog box will 

appear  

(3) Type the name of the new folder (01 for January, 02 for February, é 12 for December), and 
press the Enter key and the new folder will be created ï do not type the names of the months, 

just the number of the month 

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

6. Create subfolders under your monthly folders for each occasion (such as: 04 Double Dutch Farm, 14 

Hagley Museum, 25 Christmas at Cindy's, etc.): 

a. We will create a new folder, under the applicable monthôs folder, for each occasion. The 

original copies of the images for that occasion will be put into these folders. For example, 

pictures of Christmas at Cindy's on December 25, 2009, will be put into a folder under the 12 

month folder. The occasionôs folder will be called 25 Christmas at Cindy's. 

b. Create folders for each occasion: 

(1) Click on your 12 folder to select it 

(2) Click on the New Folder icon  on the Toolbar and the Create Folder dialog box will 
appear  

(3) Type the name of the new folder, in this case 25 Christmas at Cindy's and press the Enter key 

and the new folder will be created 

(4) Repeat this procedure to create folders for each occasion - we will create folders for 04 

Double Dutch Farm and 14 Hagley Museum 

c. To create folders for other occasions, just repeat these steps 
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7. Under each occasionôs folder, set up working folders in which you will place copies of the images 

that you have enhanced or otherwise edited - to follow along, use what you just learned to set up the 

following working folders under the 25 Christmas at Cindy's folder: 

a. Enhanced (contains copies of all of the images on which you made general enhancements for 

that occasion) 

b. Prints for Cindy (contains copies of all of Cindyôs images that you enhanced and intend to print 

yourself or take to Wal-Mart for printing)  

c. Prints for Sue (contains copies of all of Sueôs images that you enhanced and intend to print 

yourself or take to Wal-Mart for printing)  

d. Any other folders that you need to hold copies of 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 Window, and the contents of that folder will be displayed in 

the Thumbnail Window 

2. For example, if the last folder that I visited before closing FastStone was 2009, when I open 

FastStone the next time, the contents of the 2009 folder will be displayed in the Thumbnail Window 

3. Having FastStone start at a different point each time can be confusing: 

a. I tend to get a bit disoriented 

b. I like to tell FastStone to open a specific folder each time I open the program so that I am in 

familiar territory each time I open FastStone. 

c. 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 visited 

(2) However, if you are like me, and you want to tell FastStone to open to a specific folder every 

time it opens, you can do just that 

d. You can change this option at any time that you change your mind 

4. I like to tell FastStone to open to a particular yearôs folder: 

a. For example, the current yearôs folder  

b. Then when the next year rolls around, I change this option so that FastStone open to that yearôs 

folder 

c. Since this is what I like, I will tell you how to change the Startup folder to whatever folder you 

would like to use as the Startup folder 

B. Set your Startup folder to be a specific folder: 

1. Open the Settings dialog box to the Viewer settings window: 

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

b. Click on Settings on the dropdown menu and the Settings dialog box will appear  

c. Click on the Viewer tab to display the Viewer settings window, if it is not already displayed 

d. If you have not changed the default setting, the Startup Folder box will look like this: 
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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 the Startup 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 Folder box - it 

should look like this: 

c. Click on the ellipsis on the right end of the Browse box and the Browse for Folder dialog box 

will appear  

d. Navigate to the current year's folder and click on it to select it - the Browse for Folder dialog box 

should look something like this: 

e. Click on the OK button on the Select Folder dialog box and your current year's folder will be 

designated 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. Letôs see if your change is working: 

1. Click on any folder, other than current year's fold, and that folderôs contents will be displayed in the 

Thumbnail view 

2. Close FastStone  

3. Open FastStone and check to see if the program remembered to use your current year's folder as the 

Startup up folder: 

a. The contents of your current year's folder should be displayed when FastStone opens 

b. Pat yourself on the back 
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9. Set Up And Use Favorites 

A. Explanation: 

1. I often get lost in the maze of folders and sometimes I have a hard time finding one of my favorite 

folders 

2. FastStone understands people like me and provides an easy way for me to ñfind my way homeò 

3. This function is called Favorites: 

a. It is very much like setting up Favorite Places or Bookmarks when you are browsing the Internet, 

so that you can jump to your favorite sites 

b. The difference is that the Favorites in FastStone let you jump to your Favorite folders 

c. You can add any folder to your list 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 your list of Favorites and then we will use the 

Favorites list to jump around 

B. Set up your favorites: 

1. Add your current year's folder (2009 in this example) to your list of favorites: 

a. Right click on any folder (we will right click on the 2009 folder) and a shortcut menu will appear  

b. Click on Add Folder To Favorites and the Add Folder to Favorites dialog 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 necessary - we will accept the name 2009 

(3) Click on the OK button and the 2009 folder will be added to your list of favorites 

2. Add additional folders to your list of favorites: 

a. Repeat Steps a-c above to add the following folders to your list of favorites: 

(1) My Documents  

(2) My Pictures 

(3) The month of December 2009 - 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 from 12 to something like 2009 

12 

C. Use Favorites to jump from folder to folder: 

1. Click on the Favorites icon  on the Toolbar and your list of Favorites will appear: 

Note: This graphic shows keyboard shortcuts 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 Window 

3. Try it again and click on the name of another folder 

4. Pretty neat!!!!!! 
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D. Manage your list of Favorites: 

1. Click on the Favorites icon  on the Toolbar  and your list of Favorites will appear: 

2. Click on Organize Favorites and the Settings dialog box will open with the Favorites window 

displayed: 

3. You can use this window to: 
a. Clear (remove/delete) a folder from this list - the folder will not be deleted from your hard disk 

b. Rearrange the order in which the folders appear on your Favorites list 

c. Add new folders to the list  

4. Move the folder named 2009 12 up on the list so that it appears right under the folder called 2009: 

a. Click on the folder named 2009 12 

b. Click on the Up Arrow button  to move this folder up on the list - click more than once if 

necessary  

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






































































































































































