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I. What’s New in Windows XP Regarding Multimedia
Windows XP inherits many of Windows ME’s digital media features and provides improvements. 

II. Digital Image – What is a Digital Image?
A picture made up of pixels and recorded as a series of binary digits – 0’s & 1’s.

III.  My Pictures Folder Overview
My Documents is your personal folder & contains My Pictures and My Music. 

IV.  Managing Your Pictures and Organizing Your Pictures
You can organize and share pictures with others on your computer using the My Pictures folder.
When you save pictures from your digital camera to your PC, Windows stores them in My Pictures. 

V.  New Wizards
Put a music CD in the drive and Windows will ask whether you want to play it.  Put in a CD full of
pictures and Windows will give you the option to view them in sequence.  Plug in compatible
cameras or memory cards and click one of the on-screen choices for viewing or copying pictures.
Printing Wizard makes is easy to print photos in a variety of formats.

VI.  Copying Digital Images to PC from Memory Card
To get pictures from your digital camera to your PC, plug your camera into the USB port or insert the
memory card in the appropriate memory card slot location on the PC.  Select the digital images using
the Ctrl key to pick and choose the photos.  Right-click on one of the images and select Copy.   Then
navigate to the destination folder and right-click and select Paste.

VII. Viewing Photos and Other Images in My Pictures Folder
A.  Thumbnails View – The Thumbnails view is a nice way to see a small version of each image.  It
is similar to a proof sheet for photos.  Choose View, Thumbnails from a folder’s main menu bar or
from its right-click menu.

B.  Slide Show - From the Picture Task pane, select Slide Show.  The Slide Show View instantly
creates a slide show of the images in the selected folder.  You have the options of Starting the Slide
Shop, Pausing the Slide Show, Advancing one slide or going back one slide to a previous one, or
Stop the entire slide show.  There is a menu in the upper right corner of the slide show. 

C.  Film Strip - The Filmstrip view displays a row of thumbnail images at the bottom of the window
with one large image at the top of the window.  This view gives you the opportunity to view both a
fairly large version of the slide and a filmstrip at the bottom of the screen with thumbnails of the
images surrounding the selected image.  You have the option to view the Previous and Next image,
Rotate clockwise and counterclockwise.  This is great to view the slides & delete rejects.  
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D.  Super Large Folder with Icons on it – You might see a super large folder with 1-4 icons on it.
This indicates that the folder contains JPG files or other similar types of image files.  

VIII.  Options in My Pictures Folder
There are a variety of options to manipulate a picture from the My Pictures Folder.  Start, My Pictures,
Navigate to the desired folder, Navigate to desired picture, highlight it.  Right-click to get a set of options.

IX.  Viewing Photos Using A Variety of Programs
Start, My Pictures, navigate to desired folder and double-click to open folder, navigate to desired
photo and right-click.  Select desired picture and select Open With and choose desired application
program to view the photo- Windows Picture and Fax Viewer, Microsoft Office Picture Manager,
Internet Explorer, Paint, Microsoft Photo Editor, Adobe Photoshop Elements.

A. Viewing Photos Using Windows Picture and Fax Viewer - Using Windows Picture and Fax
Viewer, you can view, rotate, and perform basic tasks with image documents, including fax
documents, without opening an image editing program. Open My Pictures, then double-click an
image to open it in Windows Picture and Fax Viewer.  A large view of the file is presented with a
simple selection bar at the bottom of the screen.  
               
B.  Viewing Photos from a CD using Microsoft Office Picture Manager -Insert the Picture CD.
Start, My Computer, right-click on the appropriate CD player.  Select Open with and then select
Microsoft Office Picture Manager.

X.  Using Digital Images as Wallpaper, Screensavers, Folders, User Identity

A.  Custom Wallpaper aka Desktop Background – Your Favorite Photo  - Right-click on a blank
area of the desktop and select Properties.   To use one of your own photos, click on the Browse
button and My Pictures folder opens.  Navigate to the folder and then the actual picture that you want
and double-click and press Apply in Display Properties window.

B.  Screen Saver Using Default Screensavers    To change your screen saver, right-click on a blank
area of the desktop and select Properties.  Select the Screen Saver tab.  Use the drop-down box to
select the desired screen saver and press OK.  

C.  Custom Screensaver – A Veritable Slide Show of Your Favorite Photos - Copy the photos
you plan to use to a new folder in My Pictures folder.  Right-click on a blank area of the desktop,
select Properties, select the Screen Saver tab.  Scroll down the Screen Saver drop-down box menu &
select My Pictures Slideshow.  Press the Settings, click on the Browse command to look through
your photo folders for the new one.  Press OK, press Apply and press OK.
 
D.  Change Photo that Identifies a Folder - To change the picture that identifies a folder open My
Documents, right-click the folder you want to change, and then click Properties.  On the Customize
tab, under Folder pictures, click Choose Picture.  Click the picture you want to use to identify the
folder in Thumbnails view.  Click Apply and OK.

E.  Change Photo of User on Welcome Screen of User Identity - Start, Control Panel, User
Accounts, User Accounts, select Desired Account, Change the Picture, Browse for more pictures,
Navigate to the desired photo, double-click and close any open windows..

File name Page numbers of Statistics Date



XI.  Photo Album
To make a photo album Open My Pictures, under File and Folder Tasks, click Make a new folder.
Type the name of the folder, and then press Enter.  Move or copy desired photos to this folder.
Right-click the new folder, and click Properties.  On the Customize tab, under Use this folder type as
a template, select Photo Album, Apply, and OK.

XII.  Digital File Compression  - Scale Down Photo to Computer Viewing Size
Start, My Pictures, navigate to desired folder and right-click desired picture and select Open with to
open the photo in Microsoft Office Picture Manager.  Save them in a smaller compressed format by
selecting:  File, Export.  Change the file name.  Changing the size to Web Large 640x480px.
 
A.  Lossless and Lossy Compression - The terms “lossy” and “lossless” refer to file formats and
compression methods used for graphics, movies, and sound files.  In lossless compression, all
contents of the original file are preserved.  A lossy file type, like JPEG (Joint Photographic Experts
Group) for storing graphics will discard information when creating or saving the file.  This naturally
produces a smaller file, leading to faster downloads and less disk space.

B.  Lossless Compression – GIF and TIFF and PKZIP - A data compression application that
reduces the number of bits a picture takes up without any loss of data is known as lossless
compression.  Think “lossless compression means no loss of data.”  Lossless compression programs
compress the image as it is delivered over the Internet.  When the image is received, it is
decompressed to match the original format.

C.  Lossy Compression – JPEG - Lossy compression is a condensing technique that does not
decompress data back to its original size.  You can turn a large file into a relatively small file and
then send it through the Internet or via email very quickly.  Because the files are not restored to their
original size when they are received, there is a certain amount of loss when they are decompressed.
Hence, the term “lossy compression”.   Think “lousy compression.”  A compression ratio of 10:1
means the new file is one-tenth the size of the original.  Smaller digital image files are much more
persnickety when it comes to lossy compression. Details can begin to degrade at around 10:1.  

D.  JPEG – Joint Photographic Experts Group - JPEG images are frequently used on the WWW
because JPEG technology can reduce the size of a photo image to as little as 5% of its original size.
That 20-to-1 reduction translates into a 20-to-1 reduction in time it takes to download an image from
a Web server to your computer.  JPEG images use a lossless method of compression.  The JPEG
formula will discard pieces of an image in order to come up with a reduced file size.  Throwing out
these odd bits and pieces make JPEG a lossy compression method - some detail is lost when an
image is saved as a JPEG file.  JPEG is perfect for sending in an Email or viewing on the Web.

E.  GIF or Graphics Interchange Format - GIF is a lossless compression. When the image is
compressed, no original information is lost.

F.  Which Format to Use – Lossy or Lossless – It Depends on the Use - Quality prints with high-
resolution demands will require a lossless format with a large color palette.  TIFF (Tagged Image
File Format) files make great prints.  Your scanner will produce a TIFF file.  

Extra, Extra!! - Tip of the Day:  Start, My Pictures, View, Explorer Bar, Tip of the Day
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XIII. Sending a Photo in Email
To send a photo in e-mail open My Pictures, and then open the folder containing the photo you want
to send in e-mail.  Click the photo you want to send.  Under File and Folder Tasks, click E-mail this
file.  In the Send Pictures via E-mail dialog box, click Make all my pictures smaller.  Windows
makes a smaller photo file and attaches it to an e-mail message that displays a default subject and
text message.  In the To box, type the e-mail address of the person to receive the picture, click Send. 

Note:  To Change Your Default Email Program
Right-click on Start and select Properties.  On Start Menu tab, select Customize.  On General Tab,
use the drop-down box to select your default Email and select OK.  Select Apply and Ok. 

XIV.  Printing Digital Images
Another improvement in Windows XP is the Photo Printing wizard.  With this wizard, your images
appear in a thumbnail view with a check box in the upper-right-hand corner of each image.  Simply
check the photos you wish to print and the images are spooled to your printer.

A.  Print Multiple Photos on a Single Paper - To print a picture open My Pictures.  Under Picture
Tasks, click Print pictures. Follow the instructions in the Photo Printing Wizard. 

B.  Print Contact Sheet - Select Contact Sheet, 35 prints per page in the Available layout options.

C.  Printing Pictures Tips - To get the best results: Use high-quality glossy paper designed
specifically for printing pictures. Make sure the printer is set to its highest resolution. 

XV.  Order Slides Online
To order prints of your pictures online, open My Pictures.  Under Picture Tasks, click Order prints
online. Follow instructions in the Online Print Ordering Wizard to order your prints online. 

XVI.   Creating a CD of Digital Images - How to Burn Without Getting Singed  
A. Built-In CD Capabilities  - Copying files to CD is easy now that CD-burning capabilities are
built into the OS.  Like most CD recording software, Windows XP recognizes the media type and
gives you the ability to create either an audio or a data CD.

B.  Organize - One helpful technique is to save the files that are perfected and ready to archive into a
single folder.  When this folder has enough images to put on a disc, burn them onto a disc and
remove them from your hard drive. It’s a good idea to burn two copies of any disc that contains the
most important images and keep the second copy in a different physical location.
  
C.  Burn Photos to CD - Copy Files to a CD - For the best results, reboot your PC before your
CD-burning session, and make sure all but your essential apps are closed. Insert a blank writable CD
(CD-R) in your CD Recorder and cancel the pop-up window.  Highlight the files to copy to the CD,
copy with Edit, Copy or Ctrl+C.  Navigate to your CD burner and paste files with Edit, Paste or
Ctrl+V.  Then confirm that you want the files actually written to the blank CD since you currently
only have shortcuts/pointers to the files.  From the Left Task Menu select Write these files to CD.
Follow the Wizard.  When the Wizard has completed the final step, the CD will pop out of the CD
burner.  Put the CD back in the CD player and double-check that you can view the photos.  Press F5
if necessary to Refresh and get the images instead of a placeholder.  View Thumbnails.  You cannot
view a slide show or filmstrip from a CD.  A CD has Read-Only files on it.
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XVII.  CD Labeling
You can write on the label of a CD-ROM, but only with a non alcohol-based felt pen and never with
a ballpoint pen.  Or use the special pen from a camera or office supply store.

XVIII.  Backing Up Your Digital Images
Use an external USB hard disk drive that installs automatically on Windows XP to the next available
drive letter to copy your digital images as a backup.  Highlight the files to be copied or press Ctrl+A
to select all of them, right-click on one of the photos and select Copy.  Navigate to the external hard
disk drive, right-click, select Paste.  I copy the entire My Pictures folder to external hard disk drive.

XIX.  Share Your Pictures
To share pictures and music on your computer Open My Pictures or My Music.  Follow the
instructions under the option that matches what you want to do. 

XX.  Digitize Your Slides and Negatives 
A.  With Scanner - If you choose a scanner, you have several options; dedicated file scanners,
scanners with built-in slide and negative adapters, and scanners with add-on adapters.  Using a scanner to
convert your slides and negatives into digital format, you produce a high-quality result, but take lots of time.  

B.  With Digital Camera - You need a slide and/or film adapter specifically designed for your
camera that screws onto the lens’ filter mount on you camera & lets you insert your slides/negatives. 

XXI.  Correcting Images with Software
Right-click a photo (.jpg file) and select the desired program to edit your image.  The options you get
depend on the software installed on your PC.

XXII.  Troubleshooting Disc Disturbances - Stop CD and DVD Annoyances In
Their Tracks – Answers to Burning Questions

A.  CD-ROM Disc Tray Won't Open -To open a CD-ROM drive disc tray, Make sure the PC is
turned on. The light inside the On button should be turned on. Press firmly on the Eject button near
the disc tray. Restart the PC.   If a disc is jammed, you need to manually open the disc tray. Close all
programs and turn off the PC.  Unplug the PC from power outlet.  Insert a straightened paper clip
into the manual release hole on the CD-ROM drive face plate until you feel resistance, and continue
to push until the disc tray is part of the way out. If necessary, remove the front panel of the PC to
access the release hole.  Remove the paper clip. Gently pull edges of the disc tray until it is out.

B.  Recording Annoyances - We can usually trace CD/DVD problems to small areas that are easy to
remedy once you can identify & target the problem area & it will take only a few moments to fix.

C.  Buffer Underruns Ruin Your Discs - Today, most burners include some type of feature to
prevent buffer underruns. Your hard drive and Windows environment should both be in good
operating condition.  Your hard drive should be free of errors and regularly defragmented and your
Windows Temp folder (C:\Windows\Temp) should be regularly cleaned. 

D.  Trouble Accessing CDs or DVDs - After you record a CD/ DVD, immediately test it out.  If
doesn’t play then try recording to a different CD or DVD or a different brand or type of CD or DVD.
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E.  CD or DVD Doesn’t Play Automatically - To enable AutoPlay for data discs in Windows XP,
right-click My Computer, click Explore, right-click the CD/DVD drive and click Properties.  Choose
AutoPlay tab, select content types you’d like to address, select an action to perform for each.  OK.

F.  Dirty Disc - You can clean smudges by using a soft, cotton, lint-free cloth to wipe the disc from
the inner hole outward – never use circular motions to clean the disc.

G.  Can’t Access Single File in Burned CD - If it is only one file that you can’t access on a burned
disc, check original file on hard drive to see if you can access the source. Try burning another disc.

H.  Can’t Access CDs or DVDs - When you can access some discs but not others, the problem often
lies with the actual discs. When you cannot access any discs, hardware is usually to blame.

I.  Burned Music Won’t Play - When you burn an audio CD and insert it in a stereo CD player or
car CD player, the CD should play. If not, check that you created an audio disc and not a data disc.
Stick with major-brand CD-R.  Don’t use CD-RW for audio discs. Finalize your burning sessions.

J.  Disc Doctor - When you encounter an annoyance that you cannot solve, don’t be quick to trash
the disc or point fingers at your disc drive.  Simply rebooting your PC can recognize the disc.

K.  Proper Handling of Discs - Fingerprints can cause data dropouts and skips in music or movie.
If you have fingerprints on the surface, use a quality disc cleaner or lint-free cloth and wipe from the
center out, never around the disc.  Depress tiny fingers in center of the jewel case to release the disc.
 
L.  Eject CD or DVD - Right-click on CD-ROM drive icon, select Eject to either eject the CD.

M.  Better Burning Tip – Crush the Competition - Before burning a CD, disable any virus
software or screen saver that compete for your resources.

N.  Good Diskkeeping Counts – Especially if Copying from CD to CD is Slow - Slow CD-to-CD
copying can be a symptom of per hard drive health, so keep your hard drive scanned with
CheckNow, and defragmented, and keep the Window’s Temp folder empty.
 
O.  Buy the Right CDs - Some brands of discs work better than others. Use a different name brand.

P.   Driver Education – Get the Latest Drivers - Know the make and model of your CD burner and
go to the manufacturer’s web site and search for the Download section for the latest drivers.

Q.  Can’t Read or Execute Files from a Burned CD or DVD - If your burning software indicates a
successful write session but you cannot access files on the CD/DVD, you might have a hardware
problem or a bad burn.  Make sure that the file isn’t corrupted to begin with by accessing it from the
source.  Try another burn session, using a slower speed or a different brand of media.

R.  Slow Burning Process or Can’t Read Burned CD - Keep in mind that Copy Protection can
affect the burning process. You will notice similar slowdowns across different burning programs. 

S.  Car CD Player or Home Stereo Won’t Play Burned CDs - Today’s home and car audio
components are far more compatible with burned CDs than they used to be, but you will still find the
occasional CD that simply won’t play.  If you have problems, with a burned CD, try using another
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brand.   Stick with the CD-Rs.  Configure the session to close or finalize the disc, when the burn
session is complete.  

T.  Don’t Let CD Rot Spoil Your Media - CD rot is caused from oxidation and fading, causing
data loss over time.  Try to store you discs in soft, multiple-CD cases that you can zip up when you
are not using them.  Store discs in a cool, dry, dark area that maintains a constant temperature.  Don’t
let the CDs touch each other.  Handle your disc carefully to avoid scratches, and keep them free of
smudges by wiping them from the inner hole outward to the edge with a soft, cotton, lint-free cloth.
Never use a circular cleaning motion.  

XXIII.  View a Slide Show on Your TV
If you have burned a CD with your favorite digital images of family or from a vacation and you have
a new DVD player, you can just pop the CD in your DVD player and you have an instant slide show.

XXIV.  Acronyms and Definitions
Some definitions are from Google (define xxx) and www.whatis.com and www.definethat.com

Acronym/ Term Meaning or Definition
disc compact disc
disk  hard disk 
CD Compact Disc
DVD Digital Video Disc or Digital Videodisc  (Originally known as Digital

Versatile Disc)
.gif Graphic Interchange Format 
.jpg or .jpeg Joint Photographic Experts Group.  
burn Write content to a CD, DVD, or other recordable disc. 
pixel Pixel (combination of Picture & Element) is the smallest element of a display

which can be assigned a color. 
USB Universal Serial Bus. A standard bus type for all kinds of devices, including

mice, scanners, digital cameras, printers, and others. 

XXV.  Understanding Media Discs - Fast Facts About Formats

A.  CD Format - The Compact Disc (CD) has become a standard medium for storing data and
photographic image files.  CD media is available in 650 and 700 MB sizes.   The data is read using a
laser.  Used properly, you can store your images for many decades, with the original image quality
preserved.  For archival storage CD-R is the option that makes most sense.

B.  DVD Format – DVD (originally known as Digital Versatile Disc and Digital Videodisk) is a
high-density optical disc format designed for the playback of large amounts of data.  At first glance,
a DVD disc looks much like its CD-ROM counterpart, and in fact there are similarities.  A CD can
hold 650 MB and some can hold 700 MB, while a DVD can hold 4.7 GB – the equivalent of a two-
hour digital movie, or seven times the capacity of today’s CD-ROMs.    

C.  The Future is Big –  Blu-ray disc (BD) or HD DVD - CD and DVD uses a red light laser.
With the advent of blue lasers, the capacity will increase.  More users will have DVD drives on their
PCs, but which one, Blu-ray  at $1,000 or HD DVD at $500-800.  Blu-ray provides 25GB per layers,
while HD DVD offers 15 GB per layer.  The discs will cost $20-$25 each for this new technology.
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A.  CD Formats
Format Explanation
CD-R and CD-RW Standards for optical writable drives and media.  
CD-R Write once discs.  Are available in 650MB and 700MB capacities and are

used for storing audio, applications, and data.  
CD-RW Allow rewrites.  Have a 650MB capacity and are used mostly for backup

and archiving
CD-ROM This is the kind of CD most of us use.  Has a label printed on the top and the

underside is silver.

B.  How to Interpret the 3 X’s of the CD-RW Drive Specifications – Burn Rate

You can use a CD-RW drive or a DVD burner to burn CD-R, CD-RW, and DVDs. 

 The first X is the Write or Record speed or how fast the drive can write information to the CD or
DVD disc.

 The second X is the Rewrite speed or how fast the CD or DVD disc can be burned.

 The third X is Read or Playback speed - how fast the drive can read information from a CD/DVD

For example, a label that indicates a specification of 40X/12X/40X records or burns data at 40X
speed, rewrites a disc at 12X and reads data at 40X speed. So the 2nd number will be the lowest.  A
speed of 1X is 150KB/sec or 150KBps, which would require over an hour to burn a complete disc.
A drive that can write a 4X would require only 20 minutes & at 40X, would take about 2 minutes.

C.  DVD Formats
Format Explanation per 2000 PC World Mag article
DVD-R and DVD-RW Standard for optical drives and media that support read-only of digital

data.  Capacity per side is either 4.7GB or 8.5GB.
DVD-R Write once version of DVD.  Used primarily to create masters of DVD

movies or data discs.  Top capacity is 4.7 GB
DVD-RW 1000 rewrite standard, supported by the DVD Forum, optimized for video
DVD-RAM Recordable and rewritable DVD standard supported by the DVD Forum.  
DVD+RW aka +RW Rewritable DVD standard  that competes with DVD-RAM.  
DVD-Video Read only DVD discs used in digital entertainment distribution. 

XXVI.  Web Sites
URL Explanation

www.findsounds.com Search for sound effects and sample sounds such as
animals, instruments, holidays, tools.

www.freesaver.com Free Windows screensavers with thumbnail previews
& descriptions.

smiley.smileycentral.com/download/index.j
html?partner=ZSxmb017

Over 1,000 smileys, icons, and animations.

www.beginnersguide.com Beginners guide on a variety of topics
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