
It’s never 

been easier to save 

and enhance your 

family photographs
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Get started with…

Restoring your  
old photographs

I

It’s easy to save your family photo archive 
digitally and improve them at the same  
time, for everyone to enjoy

Storage techniques



Step-by-step: Edit family photos 
Use the free program Picasa to rejuvenate your old pictures

1 Download Picasa (http://picasa.google.

co.uk) to your PC. From this link click 

‘download Picasa’. Click ‘run’ when asked to 

run or save file and click ‘run’ when asked to 

run or save software. Always remember to 

agree to the terms and conditions. Install to 

the default ‘destination location’ and click 

‘finish’ to complete. 

2 Allow Picasa to search your entire 

computer for pictures. Picasa will then 

search for all the photographs and put them 

in date order in the folders they’re stored on 

the Picasa program. At the next and final 

screen you have the option as to which types 

of file Picasa will look for, and an option to 

use Picasa as your default photo viewer. 

3 Select the folder where your scanned 

photographs are located. If you have a 

lot of folders just type some relevant word 

from the name of the folder in the search 

field top right of the Picasa window. 

Step-by-step: Scan your photos
Copying your photographs is easy when you follow certain rules to get the best results
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1 Check your photos 

and the scanner 

glass for dust and 

dirt. Gently remove 

any loose marks or 

fingerprints with a 

lint-free cloth. 

2 Set options to scan the photos in colour, 

even if they are black and white. Set the 

scan resolution to a minimum of 300dpi, 

600dpi (dots per inch), or higher, if your 

original photo is small. Switch off any 

‘auto-enhance’ options on the scanner if 

you’re planning to send the scans to be 

professionally restored. 

3 Position your photo face down on the 

scanner glass and select ‘pre-scan’ or 

‘preview’ to see a rough version. Crop the 

previewed image leaving a little space 

around the edge. You can crop accurately 

yourself later. Scan the image and save as a 

jpeg file in a folder on your PC.



4 Double-click on the photograph you 

want to edit. On the left of the screen 

there are tools to enhance your picture. The 

first tools tab allows you to crop, eliminate 

red-eye, set auto-contrast or you can select 

‘I’m Feeling Lucky’ and Picasa will process the 

image as it thinks fit. This is where you can 

also add titles to your photos.

5 Use the retouch tool to eliminate dust 

spots and other marks. Select the size 

of the brush you require, click on the spot 

you want to get rid of and then move the 

brush to a clear place that has a similar 

background. Click again and your spot is 

gone and blended invisibly. 

6 Select the sun icon from the tools tab, 

to adjust brightness, highlights, 

shadows and use fill-light to make the 

picture how you want it. Adjust colour 

temperature on this same tab. Use the 

dropper tool to select an object in your 

photo that is black or white and it will 

automatically adjust the colour balance. 
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Picasa 

has over 30 built-in 

special effects. At 

any time you can 

choose to save an 

image as a new file 

when you’ve made 

all your adjustments

DIY changes



CONTACTS
Photobox
w. www.photobox.co.uk

Photographs Forever
w. www.photographsforever.co.uk

Picasa
w. http://picasa.google.co.uk

Photoshop software can give your 

precious photos  a professional finish

g   ARCHIVE QUALITY PAPER   This is alkaline paper that 

won’t deteriorate over time. Archival papers must meet 

national standards for permanence. The expected life of 

archival paper is more than 100 years.

g   COLOUR BALANCE   Colour balance changes the overall 

mixture of colours in an image and is used for colour 

correction; generalised versions of colour balance are used 

to get colours other than neutrals to also appear correct 

or pleasing.

g   COLOUR TEMPERATURE   Light isn’t always what it seems. 

Our eyes are very forgiving, so when we move from place to 

place everything seems normal in terms of colour. So, for 

example, when moving from a bright daylight environment to 

a room lit by a candle all that will appear to change, to the 

naked eye, is the light level. Yet record these two situations 

using colour film and the first will have a blue hue and the 

latter will come out with a heavy orange cast.

g   CONTRAST   This refers to the brightness ratio of the 

lightest to the darkest part of an image.

g   CROP   You do this to reduce the edges of an image to 

exclude unwanted portions of the photograph.

g   DETAIL   In this instance, detail means any small section of 

a larger area of a photograph magnified to show what the eye 

would not otherwise distinguish.

g   FOCUS   The clear and sharply defined condition of 

an image.

g   HIGHLIGHTS   Areas or spots in a photograph that are the 

most strongly illuminated.

g   RED-EYE   The red-eye effect in photography is the 

common appearance of red pupils in colour photographs of 

eyes. It occurs when using a photographic flash very close to 

the camera lens (as with most compact cameras), in ambient 

low light.

g   SCANNER   This is an electronic device that generates 

a digital representation of an image for data input onto 

a computer.

Learning the lingo
Some terms you will come across in photo 
software packages

GLOSSARY
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