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This version of Snapact is being offered to you free of charge from Tecagora Solutions Inc. We at 
Tecagora have built Snapact to help you easily find, view, organize, edit, and share your digital photos 
within a social networking environment. A copy of this User Guide is also available for you to download 
should you wish to refer to some of the features and benefits of Snapact at a later time. As the software 
evolves, so will this User Guide. We strongly recommend that you check back occasionally to see if an 
updated User Guide is available. 
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When you launch Snapact for the first time, Snapact will prompt you to automatically scan and search for 
digital photos on your computer. You can choose to Accept or Decline the auto scan and search by 
selecting “Start” or “Cancel”. 

  

        

Once the scan has been completed, any photos or images found will be automatically placed in the album 
titled “Quick Find” in the Albums pane (the first box on the left side of the Snapact browser). Click on the 
“+” next to “Quick Find” to open the sub-category folders: 

1) All Images 
2) Recently Modified (sub-categories include “Today”, “1 Hour Ago”, and “This Week”) 
3) Image Size (sub-categories include “Small”, “Medium”, and “Large”) 

 
To collapse the Quick Find sub-categories, click on the “-“ next to Quick Find. 
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You can acquire your photos with Snapact for easy viewing and organization. 

1) Launch Snapact 

2) Plug-in your camera USB cable or mass storage device (ex: external hard drive, memory card, or 
USB flash drive) and turn the power on (if applicable). 

3) Snapact will detect your camera or mass storage device and display the “Acquire” dialogue box 
(Figure 2 below). 

4) By default, Snapact will detect the device that you are attempting to acquire the photos from. 
Select the applicable folder in the left folder pane to display the photos that you wish to acquire. 
Once you have selected the applicable folder, the photos will be displayed.  

 

 

 

 

 

Snapact will search for the following image file formats:  

JPG, GIF, TIF, BMP, ICO, PNG, and WBMP. 

Figure 1 

By default, all photos will be selected with a “check” box denoting 
that you wish to acquire the selected photos. If you wish remove 
the photo from your selection, click on the “check” box and a red 
“x” will be displayed indicating that the photo will not be selected 
during the acquire process. If you wish to remove all the “check” 
marks, click on the “Clear Selection” button and all photos will 
display the red “x” on the photo thumbnail. Once you have 
selected the photos that you wish to acquire (indicated by the 
green “check” marks, click the “Next” button. 

 
Figure 2 
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If Snapact has automatically scanned and searched for digital photos on your computer, those photos can 
be found in “Albums” > “Quick Find” located in the Albums pane (first box on the left side of the Snapact 
browser). There are currently 3 categories of Predefined Albums:  

1) All Images 

2) Recently Modified (sub-categories include “Today”, “1 Hour Ago”, and “This Week”) 

3) Image Size (sub-categories include “Small”, “Medium”, and “Large”) 

During the “Select Photos” process, if you wish to acquire 
photos from other devices, click on the drop-down box and 
all available devices/drives will be displayed. 

Once you click the “Next” button, you will be prompted to 
select the destination folder for where your photos will be 
placed. To manually select a destination folder, click the 
“Browse” button and you will see the standard Windows 
folder tree view. Select the destination folder of your choice. 
If you would like to create a new folder or sub-folder, click 
on the location of your choice and click on the “Make New 
Folder” button. Please make note of the location of your 
new folder so that you can view the folder and your photos 
later.   

 

If you would like to delete all the photos from your source 
device once you have acquired the photos and place them 
in the location of your choice, click on the “Delete all 
successfully imported photos from the source device” 
checkbox. 

 

 

Once you click next, you will see the number of photos that 
were successfully acquired and imported to your destination 
folder. The location of your destination folder will be 
displayed under the displayed image. 

To view the photos in the destination folder, click on the 
“Browse the destination folder when I click “Finish”” 
checkbox. 

Click the “Finish” button.   



5 

 

 

 

 

 

 

 

To view any photo, select and click the thumbnail and the photo’s exif metadata will appear in the bottom 
panel of the Snapact browser (Figure 4). Double-click the photo or press the “Enter” key, or click the 

“Switch to the viewer” button   to enter into Viewer Mode and you will see a larger view of the image 
with editing features on the top panel of the Snapact browser. To switch back to thumbnail browser view, 

click the “Enter” key, double-click on the photo, or click the “Return to the browser” button .  To view 
the photo in Full-Screen view or to exit Full-Screen view, press the “F” key. If there are multiple photos 
available in the selected folder, those photos will be displayed in thumbnail size in the bottom panel of the 
Snapact browser in a filmstrip view. Simply place your mouse pointer over the thumbnail images to select 
the image to view, or you can use the “left” and “right” arrows on the keyboard to scroll through your 
photos.  

 

 

 

 

 

 

 

In Photo Viewer mode, you can scroll through photos in this mode by pressing the “left” or “Right” arrow 
keys, or you can use the mouse scroll option (if available), Scrolling down advances to the next photo. 
Scrolling up takes you to the previous photo.  

*Tip #1: To scroll through additional images in the thumbnail filmstrip view within the Snapact Browser (if 
available), place the mouse cursor/pointer at the end of the last photo (either on the farthest left side or 
farthest right side of the Snapact browser thumbnail filmstrip pane) and the photos will begin to scroll 
automatically. 

*Tip #2: If you would like to increase or decrease the size of the thumbnails in the Snapact browser, hold 
the CRTL key and use the scroll wheel on your mouse to increase or decrease the size of the thumbnails 

If you selected to manually search for your photos, you can navigate through 
the Windows Folder Tree in the second pane labelled “Folders” on the left 
side of the Snapact Photo Manager (Figure 3). To increase or decrease the 
size of the “Folders” pane, left click and hold on the “Folders” title bar to 
highlight the bar and drag it up or down to increase or decrease the size of 
the Folders pane. To increase the width of the “Folders” pane, simply place 
your mouse pointer on the border of right side of the pane to display the “left-
right” arrows. When the “left-right” arrows are displayed, “left-click and hold” 
on the mouse button and drag the arrows to the left or right to increase or 

Figure 3 

Figure 4 

Edit Options in 
Snapact Photo 
Viewer mode 

Figure 5 

Filmstrip view of photos in 
folder 



6 

 

or you can click on the Thumbnail Increase    and Thumbnail Decrease    buttons on the 
Snapact browser toolbar.  

Organize your photos by selecting the photo and “dragging and dropping” your photos from one folder to 
the desired folder. You can move multiple sequential photos by holding the “Shift” key when you click the 
photos that you wish to move. You can move multiple non-sequential photos by holding the “CRTL” key 
when you select the photos that you wish to move. Other methods of moving your photos include simple 
“Copy” and “Paste”. Select the photo that you wish to copy, “right-click” on the photo, and select “Copy” 
from the menu list. Once you have opened your destination folder, “right-click” and “Paste” the photo. You 
can create new folders by “right-clicking” on the mouse button in the directory (C: D: or any drive), the 
folder, or subfolder and select “New Folder”. 

*Note that you cannot copy photos and paste them into Albums. You must use the “drag and drop” 
method.  

�
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If you wish to rename a photo, simply “right-click” on the photo and select “Rename”, or you can click on 
the photo and go to the photo’s exif metadata (Figure 6). Place your mouse cursor over the current file 
name in the photo metadata information pane and click on the filename to enter a new name. Any 
changes to a photo’s file name will be applied to the photo in all locations (Folders and Albums) that the 
photo may appear.  

 

�

�
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Figure 6 

Click on “Filename” field to 
rename your photo 

If you wish to delete a photo, simply “right-click” on the photo and 
select “Delete”. Any photos that are deleted in the browser or album 
window will be deleted from the photo’s original file location as well as 
any albums or locations where the photo may appear based on the 
photo’s original file location. The deleted photo is sent to the Recycle 
Bin for recovery at a later time if needed. If you have multiple copies of 
the same photo in different “Folders”, you will need to go to each 
Folder and manually delete the photo. 

Figure 7 
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* Note #1: If you create a photo album and later move a photo that is in that album from its original 
location to a new location outside of Snapact, the Photo Tooltip information will not be accurate as the 
move was performed outside of the Snapact application. To preserve the Photo Tooltip information, 
moving photos from one location to another should be performed within Snapact.  
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To view your photos in Slideshow mode with Snapact Photo Manager, select the photos that you wish to 
view in the applicable folder or Snapact Album. If you wish to view a slideshow with photos located in 
different folders or Snapact Albums, select the photos that you wish to view and “drag and drop” them into 
the Mini-basket (bottom pane on the left side of the Snapact Photo Manager (Figure 9 below). Once you 
have selected the photos from the folder or the applicable Snapact Album, double-click on a photo or click 
the “Switch to the viewer” button to enter Viewer mode. On the Snapact toolbar, click the “Play 

Slideshow” button   and the Snapact Slideshow will begin starting with the photo that you have 
selected. Once the Slideshow is complete, the Snapact Photo Manager will return to Viewer mode. To 
exit the slideshow at any time, double-click on the photo, press the “ESC” key, or press the “Enter” key. 
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If you are working with multiple display monitors, Snapact offers a 
preview window so that Snapact Photo Manager is displayed on one 
monitor while your photos can be displayed on the other monitor. To 
launch or close the Snapact Preview window, simply press the “F10” 
key. The Snapact Preview window can be dragged anywhere and re-
sized to fit your display monitor. Simply place your mouse cursor along 
the border edges of the preview window and drag them to increase or 
decrease the size of the preview window.   

If you place your mouse cursor over a photo, Snapact 
will display its Photo Tooltips that will contain 
information about the photo such as Original File 
Location, File Name, Database Information, and the 
name of any Published or Unpublished album(s) that the 
photo may be displayed in. Clicking on the applicable 
links within photo tooltips will take you to the following 
locations: 

·  Original File Location 
·  Published Albums 
·  Unpublished Albums 

Figure 8 
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Snapact includes an quick “Search” tool for you to easily find 
photos. In order for the Search tool to be effective, you should 
“tag” your photo with information that will allow Snapact to easily 
find your photos. When you click on a thumbnail image, the 
photos exif metadata will appear in the bottom panel of the 
Snapact browser. On the left side of the exif metadata, you will find the following categories: “Filename”, 
“Tags”, “Title”, “Description”, “Comments”, “Rating”, “Artist”, and “Copyright”. Information in these 
categories can be edited by simply placing your mouse cursor over the areas next to the category titles. 
Please note that if you modify any exif/photo data and apply those changes to the photos in your created 
album(s), those changes will also be applied to your photos its original file location. Likewise, if you 
modify any exif/photo data and apply those changes to the photos in their original file location, those 
changes will also be applied to all references of the photo(s) in any Snapact album(s). Photo Information 
in the “Tags” field is what Snapact will search for when you conduct a search. Simply insert the keywords 
of your choice, separated by a semi-colon (;). The Snapact search can also find photos based on other 
camera/photo data or generic text in the photo’s filename, however, the search results may not be as 
effective. 

In the upper-right corner in Thumbnail Browser mode, you can enter the text you would like to search for. 
This text can be related to almost any type of photo data:  

·  Filename  
·  Description  
·  Title  
·  Tags  
·  Camera type  
·  And more...  

 
You can also insert advanced search terms in order to focus your search results. For example, to search 
for photo tags containing the word “blue” you would enter the following in the search box:  
 
tag: blue  
 
For photo ratings, numerical values are required that range from 1 to 5. For example:  
 
“rating: =4” would return photos with a rating of 4.  
“rating: >3” would return photos with a rating greater than 3. 

Any photos that you are viewing will display the file path in the Navigation Box located at the top of the 
Snapact Browser. The Navigation box provides an “auto-complete” feature if you are browsing for folders 
with images. As you type a letter in the file path, Snapact will auto generate suggested file locations for 
you that currently exist. To select one of the file locations, simply place your mouse pointer over the 
available file locations in the Navigation Box and click on that location.  

* Tip #1: If you would like to add the same information to “Tags”, “Title”, “Description”, “Comments”, 
“Rating”, “Artist”, and/or “Copyright” and apply them to multiple photos, simply select the first image in the 
group, and hold the “SHIFT” key for sequential photos or hold the “CRTL” key for non-sequential photos 
and continue to select the group of photos that you wish to apply the same information to. Select the 
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field(s) that you wish to edit for the multiple photos and enter the information (Figure 6 above). Now the 
information that you have entered will be applied to all selected photos. 
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If you would like to work with or view a select group of photos, simply drag and drop those photos into the 
Snapact Mini-Basket. This is the third box on the left side of the Snapact browser. You can also right-click 
on the photo and select “Add to Mini-Basket”. To increase or decrease the size or height of the Mini-
Basket, place your mouse pointer on the Mini-Basket title bar, left click on your mouse and the title bar 
will be highlighted. Once the title bar is highlighted, you can adjust the size of the Mini-Basket. To remove 
a photo from the Mini-Basket, right-click on the photo and select “Remove from Mini-Basket”. 
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Creating albums is easy with Snapact. You can simply “Right-Click” inside the 
“Albums” box on the left side of the Snapact browser and select “Insert Top-level 

Album” or click the Menu drop-down  in the “Albums” title bar. When you 
select “Insert Top-Level Album” or “Insert Album”, a dialogue box (Figure 10) will 
appear where you can enter the Name of your album, and a description of your 
album. You can insert albums within an album, however, when you synchronize with 
your Snapact Online Account, the Albums will appear separately and be displayed 
as individual albums.  

The “Name” is how viewers will see the name of your published albums 
on the Snapact Community. Please note that the Album Name is limited 
to 32 characters. The “Description” field allows you to enter text to 
further describe your album. You have the option to check the “Publish 
this album” box, so that your album will be immediately queued for 
synchronization the next time you click the “Sync” button.  

To enable the Privacy features for your albums, simply click on the arrow 
under “Who can view this album online:” If you select “Use Snapact 
profile default”, the Privacy settings that you have established with your 
Snapact Online Account will be applied. Each Snapact album that you 
create can have different Privacy settings by selecting the Album Privacy 
setting of your choice in the Album Properties menu.  Once you click 

“OK”, your new album will now appear in the “Albums” pane. Now that 
your new album is available, left-click and hold on your mouse and “drag 

*Tip #1: Adding photos to the Mini-Basket is a 
great way to view and edit a select group of 
photos whether from the same folder, Snapact 
Album, or from different containing folders or 
Snapact albums. The Mini-Basket is also a great 
way to select photos for Slideshow view. 

Figure 9 

Figure 11 

Figure 10 
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and drop” the photos that you would like to add to the album(s). If you would like to remove photos from 
your albums, open the album and select the photos that you would like to remove, “right-click” and select 
“Remove from Album” or “Remove from all Albums” if the photo is in more than one Snapact album. You 
can also select the photo and click the “Remove selected images from this album” button  

 in the Snapact browser toolbar.  The photo will now be removed from your current album, but the 
photo is still available in other Album folders (if applicable) or in the original folder location on your 
computer’s hard drive. If the photo is present in multiple Albums, you can “right-click” and select “Remove 

from all Albums” or click the “Remove selected images from all albums” button  in the Snapact 
browser toolbar. All references to the photo in all applicable Snapact albums will be removed, however, 
the photo is still available in its original file location.   

When you are ready to publish your Snapact album(s) to the Snapact Community, “right-click” on the 
Snapact album and select “Publish/Unpublish Album”. Likewise, if you wish to unpublish any published 
albums, “right-click” on the published album and select “Publish/Unpublish Album”. Unpublished Snapact 

albums will be displayed with a “blue album” . Published Albums will be displayed with an “orange 

album” . Published Albums that require synchronization (whether a new photo was added or removed) 

will be displayed as an orange album with a “blue dot” .  

When you first create your Album, you have the option to immediately publish your album by checking the 
“Publish this album” checkbox so that the next time you click “Sync”, your album will be automatically 
queued for Snapact to synchronize the photos in your selected album. 

*Tip #1: You can select a group of sequential photos by selecting and highlighting the first photo in your 
desired group. Now hold the “SHIFT” key and select/click on the last photo in your range or group of 
sequential photos. All photos in your range should now be highlighted and ready to be “Drag-and-
Dropped” into your album folder(s).  

*Tip#2: You can select a group of non-sequential photos by selecting and highlighting the first photo in 
your desired group. Now hold the “CRTL” key and select/click your next photo. If you have multiple 
photos that you wish to select, continue to hold the “CRTL” key while selecting your group of photos. 
Once you are done selecting your photos, they should now be highlighted and ready to be “Drag-and-
Dropped” into your album folder(s). 

 	�������������������
Editing existing albums is simple with Snapact. You can add new photos with simple “Drag and Drop”. 
You can remove photos in an album by “right-clicking” and selecting “Remove from Album” or you can 
select the photo that you wish to remove and click the “Remove selected images from this album” button 

 on the Snapact Browser mode toolbar. If the photo is available in other albums that you have 
created and you wish to remove the photo from all available album locations, you can select the photo 

and click “Remove selected image from all albums” button from the Snapact Browser toolbar , or 
you can “right-click” on the image and select “Remove from all albums”. If you would like to edit the Name 
or the Description of your albums, select the album and “right-click” to display the options and select “Edit 
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Album” or select the Snapact album and click on the Albums drop-down menu . A dialogue box will 
appear where you can edit the album details (Figure 10 above). 

To change the Privacy settings for an album, open the album details by “right-clicking” on an album and 
select “Edit Album” or select the album and click on the Albums drop-down menu to select “Edit Album”. 
Under “Who can view this album online:”, select the Privacy setting of your choice and click “OK”. 

*Note that changes to existing published albums will not be applied until the next time you synchronize 
your account (click “Sync” button). 

����������������
If you would like to delete/remove a Snapact album, select the applicable album, 
“right-click” and select “Delete Album” or select the album and click on the Albums 
drop-down menu to select “Delete Album”. Deleting the album will not delete the 
photos from its original file locations or from your computer’s hard drive. If you are 
deleting a Snapact album through the Snapact Photo Manager that has been 
published, the album and the photos within will not be removed until the next time you 
click “Sync” to synchronize your Snapact albums with your Snapact online account. 

�

������
�	�!��	���"��������#�����$����
To view the history of the albums or folders that you have viewed with Snapact, simply click on the “Back” 
or “Forward” arrows next to the navigation bar. The browsing history is cleared each time you close 
Snapact. 
 

#��������������	�	����� � � � � � � � �
You can edit your photos with Snapact. When you double-click on a photo thumbnail to enlarge the photo 

or click the “Switch to viewer” button , the Snapact Viewer mode toolbar will show you the edit 
features available. 

 

%����
You can zoom in or out to view your images by clicking the following icons/buttons in the top panel of the 
Snapact browser: 

Zoom in: 

 
Zoom out: 
 
 
Zoom to fit: 
 

Figure 12 
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Fullsize image:  
 

With the “Zoom” feature, if an image is larger than the viewing area, you can hold the “left” mouse button 
and move the mouse to pan around the image. 

*Tip: You can zoom in and out by holding the “CRTL” key and use the scroll wheel on your mouse to 
increase or decrease the size of the photo. 
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The Rotate feature allows you to rotate your photos to the left or the right. To save the changes to the 
photo, click the “Save” button or “Save As” button. If you try to exit the photo, you will be prompted to 
“Save” or “Cancel” the changes to the photo. 
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The Adjust Image editing feature allows you to adjust the following: 

·  Blur 
·  Sharpen 
·  Brightness and Contrast 

 
To make adjustments, select the bar in the appropriate category and slide the bar to the left of right with 
your mouse or the “left” and “right” arrow keys to achieve your desired result. A preview of the end result 
is available for you to view. To reset the categories to the default settings of the original photo, click 
“Reset”. To exit the edit function, click “Cancel”. Once you have achieved your desired adjustments, click 
“Apply”. If you wish to undo any changes that you have made after clicking “Apply”, click the “Undo” or 

“Redo” buttons  on the Snapact browser toolbar. You can also undo changes by holding the 
“CTRL” key and pressing “Z” (CRTL-Z). To redo any changes, hold the “CRTL” key and press “Y” (CRTL-
Y). To save the changes to the photo, click the “Save” button. If you try to exit the photo, you will be 
prompted to “Save” or “Cancel” the changes to the photo. 

 

�����!�
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The Crop editing feature allows you to remove unwanted areas in your photos, or to quickly adjust the 
size, content, and layout orientation of your photo. To use the Crop feature, select the image and click on 
the Crop button on the Snapact browser toolbar. On the top right drop down, you can choose the 
following crop dimensions: 

·  Original – crops and preserves the photo’s original aspect ratio 
·  Free Form – crops based on the user’s dimensions 
·  Predefined – crops based on predefined settings so that do not need to resize (shrink/enlarge) 

the photo to fit the predefined dimensions (current predefined sizes are 4x5, 4x6, 4x7, 5x6, 5x7, 
and 8x10) 
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For the predefined dimensions, if you have selected an area and click “Flip”, this will flip the aspect ratio 
(ex: crop dimension 8x10, clicking “Flip” will adjust the aspect ratio to 10x8 and vice versa). 
 

���������	�$��!�
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The Remove Redeye editing feature allows you to get rid of “red-eye” caused by camera flashes. To 

remove redeye, select the photo and zoom in  on the area that contains the redeye. Click Remove 
Redeye button on the Snapact browser toolbar. Place your mouse arrow over the area that contains the 
redeye. Left click and hold the button while dragging the mouse arrow to select the area that contains the 
redeye. Once you have selected the area release the left mouse button and click “Apply”.  
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The Adjust Tint and Colour editing feature allows you to adjust the following: 

·  Tint 
·  Colour 

 
To make adjustments, select the bar in the appropriate category and slide the bar to the left of right with 
your mouse or the “left” and “right” arrow keys to achieve your desired result. To reset the categories to 
the default settings of the original photo, click “Reset”. To exit the edit function, click “Cancel”. Once you 
have achieved your desired adjustments, click “Apply”. If you wish to undo any changes that you have 
made after clicking “Apply”, click the “Undo” or “Redo” buttons on the Snapact browser toolbar 

. You can also hold the “CTRL” key and press “Z” (CRTL-Z) to undo any changes. To redo any 
changes, click the “Redo” button or hold the “CRTL” key and press “Y” (CRTL-Y). To save the changes to 
the photo, click the “Save” button. If you try to exit the photo, you will be prompted to “Save” or “Cancel” 
the changes to the photo. 
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The Negative editing feature allows you to convert a photo into a film negative. Clicking the “Negative” 
button twice will restore the original photo or you can undo any changes that you have made by clicking 
the “Undo” or “Redo” buttons on the Snapact browser toolbar. You can also hold the “CTRL” key and 
pressing “Z” (CRTL-Z) to undo changes. To redo any changes, hold the “CRTL” key and press “Y” (CRTL-
Y). To save the changes to the photo, click the “Save” button. If you try to exit the photo, you will be 
prompted to “Save” or “Cancel” the changes to the photo. 
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The Black and White editing feature allows you to convert a photo from colour to black and white. If you 

wish to undo any changes that you have made, click the “Undo” or “Redo” buttons  on the 
Snapact browser toolbar. You can also hold the “CTRL” key and press “Z” (CRTL-Z) to undo changes. To 
redo any changes, hold the “CRTL” key and press “Y” (CRTL-Y). To save the changes to the photo, click 
the “Save” button. If you try to exit the photo, you will be prompted to “Save” or “Cancel” the changes that 
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you have made to the photo. 
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The External Editor feature allows you to select which application you would like to use as your default 
photo editor in Snapact. If you have not selected a default image editor yet, when you click on the “Edit 
Image with an External Editor” button, a dialogue box will pop up prompting you for the location of the 
executable file (.exe) that will launch the External Editor. Once you have found the executable file, select 
the .exe file and click “OK”. Now when you have highlighted an image and wish to use the External Editor 
to make edits to the photo, simply click on the “External Editor” button and the external editor will launch 
automatically. If you wish to change the External Editor, click on the arrow button next to the External 
Editor icon and select “Manage”. You will then be prompted to select the executable file (.exe) for the 
external editor of your choice. 
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The Batch Edit tool allows you to make changes to a single photo or apply changes to a group of photos. 

 

"
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Batch Rename allows you to rename a single photo or a 
group of photos. With the Batch Rename feature, you can 
select a group of photos and change the prefix and suffix 
of the photo names. To rename a group of photos, select 
the photos by clicking on the first photo and holding the 
CRTL key while selecting the other photos. If you wish to 
select a sequential group of photos, click on the first photo 
in the group and hold the SHIFT key and select the last 
photo in the group. You will see that the photos within the 
specified range are highlighted. Once the photos have 
been selected, click on the “Batch Edit” button in the top 
toolbar of the Snapact Photo Manager and select “Batch 
Rename”. If the photo name includes numerical digits, you 
can also select the number of digits to be displayed in the 
photos file name. You can preview the original file name and the renamed file name prior to accepting the 
changes. To apply the changes, click the “Rename” button.  

Additional options for Batch Rename allow you to decide what to rename. 

·  Images Only: allows you to only rename images and photos 
 

·  All Files: allows you to rename all files in the selected folder. This may include images, 
photos, and non-photo/non-image files (ie: JPEG, Word, Excel, or Text files). 

 
·  All Files and Folders: allows you to rename all files and sub-folders that are in the selected 

folder. Photos/images, non-photo/non-image files, and any sub-folders can be renamed. 

�

Batch Rename 
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Batch Resize allows you to resize a single photo or 
a group of photos. With the Batch Resize feature, 
you can select a single photo or a group of photos 
and reduce the dimensions of the photos. You 
should note that Batch Resize currently only allows 
for reducing the original size of the photos. To 
resize a group of photos, select the photos by 
clicking on the first photo and holding the CRTL 
key while selecting the other photos. If you wish to 
select a sequential group of photos, click on the 
first photo in the group and hold the SHIFT key and 
select the last photo in the group. You will see that 
the photos within the specified range are 
highlighted. Once the photos have been selected, 
click on the “Batch Edit” button in the top toolbar of 
the Snapact Photo Manager and select “Batch Resize”. You will be prompted to enter the dimensions that 
you would like to resize the selected group of photos. The numeric value that you enter will be the 
maximum value of the photos dimensions based on the photo’s orientation. The Batch Resize feature will 
automatically adjust the photo to fit into the new dimensions. When resizing a photo, the Batch Resize 
feature will preserve the photo’s original aspect ratio. 

When resizing a photo, you have the option to append the original photo file name with an extension. By 
appending the original photo filename with an extension, this prevents overwriting of the original file name 
and preserves the original photo. 

�
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To print an image with Snapact, simply select the image that you 
wish to print and click on the “Print” button in the Snapact Browser 
mode toolbar. If you would like to print multiple photos on one 
sheet, hold “SHIFT” and select the first image in the group for 
sequential photos then click the last image, or hold “CRTL” for 
non-sequential photos and select each image in the group. Once 
you have selected your group of images, click the “Print” button 
and your photos will be placed to fit on the sheet of paper. When 
the Snapact Print dialogue box is open, simply select the 
format/template in the right column and the photo(s) will be 
displayed in the Preview pane.   

 
There are currently seven (7) print templates available for printing the selected photos on a single sheet 
of paper. Selecting the various print templates will give you a preview of how the photos will appear on 
the paper once printed. 

Batch Resize 
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If you have multiple printers installed, select the printer that you wish to use with the drop-down box. If 
you would like to adjust the settings of the selected printer, click on the “Advanced Settings” button and 
the printer’s settings dialogue box will appear.  

*Tip: If you select a photo or group of photos, you can hold the “CRTL” key and press “P” (CTRL-P) to 
print the photo. 

Once you have selected the photos that you wish to print, you have additional options to “Crop image to 
fit” and “Rotate image to fit”. 

If you select “Crop image to fit”, Snapact will remove areas in the photo to focus on the center point of the 
photo. 

If you select “Rotate to fit”, Snapact will rotate the photo to maximize its size and fit within the selected 
dimensions.  
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In order to begin sharing your photo albums on the Snapact Community, you will need to create an 
account. It is easy, doesn’t take long, and best of all, it is free! You can setup your account either through 
the Snapact Photo Manager, or through the Snapact Online Community. Your free Snapact Community 
account will allow you to display/share a certain number of photos. If you would like to share more photos, 
there are several account upgrade options available. 
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To set up your account in the Snapact Photo Manager, click the “Sync” button and a dialogue box will 
appear. If you have already created a Snapact Online Community account, you can log into your account 
through this dialogue box. If you are new to the Snapact Online Community and have not yet created an 
account, simply click “Create Account”. Next you will be prompted to enter your information such as 
name, email address, and username. Once you click “OK”, your will receive an email shortly from 
Snapact requesting that you verify your account setup. Once you have verified your account, you can log 
in to your Snapact account, synchronize your photos through the Snapact Photo Manager, and start 
sharing your photos. 
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To setup your account through the Snapact Online Community at http://www.snapact.com, click the 
“Register” button. A dialogue box will appear prompting you to enter your information such as name, 
email address, and username. Once you click “OK”, your will receive an email shortly from Snapact 
requesting that you verify your account setup and that you have agreed to the Snapact Community Terms 
of Service. Once you have verified your account, you can now log into your Snapact account through the 
Snapact browser and start sharing your photo albums. 
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Now that you have created your Snapact Online Community account, you can publish your albums to 
share your photos. Publishing your Snapact album requires 4 simple steps: 

i) Create your Album and add photos to your album 

ii) Publish your album. To do this, select the album that you wish to publish to the Snapact Online 
Community, “right-click” on the album or click on the Albums drop-down menu, and select 
“Publish\Unpublish Album”. If you do not “Publish” your albums, your photos will not up uploaded 
to your online albums when you click “Sync”. 

iii) Log-in to your Snapact Community account through the Snapact browser by clicking on the 
“Sync” button. Once you are logged in, the “Sync to Server” button will be available. Click the 
“Sync to Server” button to upload your Snapact albums and photos or to synchronize any 
changes that you have made to existing online albums and photos. 

iv) When you are finished uploading or synchronizing your albums, a dialogue box will appear 
confirming that “Your images are now synchronized”. In this dialogue box, you can click “Go to my 
account...” to view your online account and photos. 

v) Your Snapact online account will be http://www.snapact.com/u/[YOUR ACCOUNT NAME]  

Albums that have been published, or have already been uploaded to the Snapact Online Community will 

be displayed with an orange album . Albums that have not been published or uploaded to the Snapact 

Online Community will displayed with a blue album . If you have added or removed photos from 
Snapact albums that have already been published, these albums will be displayed as an orange album 

with a blue dot . The blue dot indicates that changes to the album have been made and that 
synchronization is required. Only changes to published Snapact albums will be reflected in your online 
albums when you click “Sync”. 

* Note: Each time you “Publish” an album, the album will have a unique URL address. If you have sent 
your friends and family the URL address for a specific album and “unpublish” the album, when you 
“Publish” the same album again at a later date for viewing, you will need to inform your friends and family 
of the new URL address for your album. If your friends and family are already Snapact users, they will 
see the new URL address when they view your albums through the Snapact Community. 

�������������
���������������
�
���������-
�
����
If you have published an album and wish to “unpublish” or remove the album and the photos from being 
displayed in your Snapact account, right-click on the published Snapact album (displayed with orange 
album) and select “Publish\Unpublish Album” or click on the Albums drop-down menu and select 
“Publish\Unpublish Album”. Once you have completed this step, you will need to click “Sync” to 
synchronize the changes to the Snapact album and your Snapact online account.  
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Once you have signed in to your Snapact online account, you can view all your albums and photos by 
selecting “My Albums” from the left side navigation area. Each album will display the Album Description, 
number of photos in the Album, and the Album’s unique URL. If you wish to send the Album URL to your 
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friends and family to view, highlight the URL, right-click on your mouse and copy the URL. If you would 
like to change your Profile photo, simply select the photo that you wish to use to view the photo 
information. Directly beneath the photo, you will see a link “Use as profile photo”. Click this link and your 
profile photo will be updated with the selected photo. 
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You must be signed in as a Snapact user in order to add comments to photos. Signing up for a Snapact 
account is easy and free. Each time you add a comment to a photo, viewers of the photo will see who 
posted the comment and when the comment was posted. If you click on this information it will take you to 
the Snapact account of the user who posted the comment. 
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Selecting Your Privacy Settings 

Once you have published your albums online with Snapact, you can adjust your Privacy Settings to 
determine who can or can’t view your Albums and/or your online Profile. By default, your Albums and 
your Profile are set to “Everyone” meaning that anyone can view your Albums and your online Profile. 
 
Here are the steps to change your Privacy Settings: 
 

1. Sign in to your Snapact account 
2. Once signed in, on the left side navigation area, click on “My Settings” 
3. In “My Profile Settings”, on the left side navigation area, click on “Privacy Settings” 
4. In “My Privacy”, you will be able to select who can view your Albums and your online Profile 

 
“Everyone” – anyone who has access to your Snapact account URL or conducts a general search 
through Snapact will be able to view your Albums and/or Profile 
 
“Any Snapact User” – only Snapact Users who sign in to their Snapact account will be able to 
view your Albums and/or Profile 
 
“Only My Snapact Friends” – only Snapact Users who you have accepted as “Friends” will be 
able to view your Albums and/or Profile. This is currently the highest level of security for Album 
and Profile privacy as the user is required to first sign in to their Snapact account and they also 
must be your “Friend”. 
 
“Only Me” – no one is able to view your Albums and/or Profile 

 
When creating your albums with the Snapact Browser, each album that you create can have different 
Privacy Settings. The Privacy settings can be selected and adjusted when creating new albums or editing 
existing album details.   
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To change your Profile Settings, you must sign in to your Snapact Online Account. Once signed in, select 
“My Settings” from the left navigation area and then select “My Profile” or “My Password” to change your 
Profile information or to change your Password. 
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·  Windows XP (Service Pack 3) or Windows Vista (32/64 Bit) 
·  Pentium 500 MHz processor or higher 
·  512 MB RAM (1 GB RAM recommended) 
·  Hard Drive space: 4 MB for installation; 200 MB for thumbnail and database information 
·  Graphics card with 1024 x 768 resolution 
·  Mouse (recommended) 
·  Internet Connection (required for album synchronization, and Snapact Photo Manager updates) 
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·  Microsoft Internet Explorer 7.0 or higher 
·  Mozilla Firefox 3.0 or higher 
·  Opera 9.52 or higher 
·  Safari 3.1.2 or higher 
·  Google Chrome 0.2.149.30 or higher 
·  Javascript enabled 
·  Cookies enabled 
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“Sync” – Synchronize your images and albums with your Snapact online account 

 
“Print” – Print your photos 

 

“External Editor” – Allows you to use an external third party editor of your choice to make 
edits/enhancements to your photos 

 
“Batch Edit” – Allows you to apply changes to a single or select group of photos. 

 

“Adjust Image” – Allows you to adjust the photo’s Brightness and Contrast, and Blur or 
Sharpen the photo 

 
“Refresh” – Refresh the current view  

 
“Remove from album” – Remove the selected photos from the selected album only 

 

“Remove from all albums” – Remove the selected photos from all albums that the photo 
may be displayed in 

 
“Zoom in” – Zoom in on a photo 

 
“Zoom out” – Zoom out of a photo 

 
“Zoom to fit” – Shrink an oversized image to fit the display screen 
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In Thumbnail Browser mode:  

Ctrl + M : Sync your photos online  

Ctrl + E : Edit the selected photo in an external editor  

Ctrl + P : Print the selected photo  

Ctrl + Scroll : Change the thumbnail display size  

Ctrl + B : Add selected photos to Mini-basket  
 
Ctrl + Alt + R : Batch Resize selected photos  
 

 
“Fullsize” – Display the photo in its original size 

 
“Undo/Redo” – Undo or Redo any changes to a photo 

 
“Rotate” – Rotate a photo to the left or right 

 
“Crop” – Crop certain sections of a photo 

 
“Redeye removal” – removes redeye that may be present in a photo 

 
“Adjust tint and color” – Adjust the color variation in a photo 

 
“Negative” – Converts a photo to a photo negative 

 
“Black and White” – Converts a color photo to black & white 

 
“Drop-Down Menu” – located in the “Albums” and “Mini-Basket” title bar panes) 

 
“Switch to viewer” – View photo and displays Photo Editing toolbar 

 
“Return to browser” – Return to thumbnail browser view 

 
“Slideshow” – Plays slideshow 

 

“Published Snapact Album” – The Snapact album has been published to the user’s 
Snapact online account 

 

“Unpublished Snapact Album” – The Snapact album has been created, however, the 
album and photos have not been published and are not displayed on the user’s Snapact 
online account. 

 

“Published Snapact Album – Requires Action” – The Snapact album has been published, 
however, new photos have been added or removed and synchronization is required to 
update the user’s albums that are displayed in the user’s Snapact online account. 
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Ctrl + Shift + R : Batch Rename selected photos 
 
Enter : See the selected photo in the Viewer  

Arrows : Move between photos  

F10: Show the preview window  

F1: Open the Help system  

F2: Launch single photo rename and Batch Rename when photos have been selected. 

In Viewer mode:  

Enter : Go back to the Thumbnail Browser view  

F: View photo in full screen  

Left/Right Arrows : Move between photos  

Scroll : Move between photos  

Ctrl + Scroll : Zoom in/out  

- (Minus key) : Zoom out  

+ (Plus key) : Zoom in  

F1: Open the Help system  

F8: Change the color scheme of the application 

Ctrl + 1 : See at 100% (1:1)  

Ctrl + B : Add the current photo to Mini-basket  
 
Ctrl + D : Perform red eye adjustment  
 
Ctrl + F : Fit to the window size  
 
Ctrl + G : Launches Acquire Wizard 
 
Ctrl + J : Adjust (blur, sharpen, brightness and contrast) 
 
Ctrl + L : Rotate to the left  

Ctrl + N : Change the photo to be negative  

Ctrl + O : Change the color levels  

Ctrl + P : Print the current photo  
 
Ctrl + Q : Crop the photo  

Ctrl + R : Rotate to the right  
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Ctrl + S : Save any changes or edits  
 
Ctrl + W : Change the photo to be black and white 

Ctrl + Y : Redo last edit change  

Ctrl + Z : Undo last edit change 

�

+�
��"������������	�	����������	�	��
��
�
�)���
&	� ��
 
By default, the Snapact Photo Manager User Interface uses a 
dark color scheme. If you would like to customize the color 
scheme for Snapact Photo Manager, press the “F8” key and the 
color scheme dialog box will appear. There are currently 2 default 
color scheme settings. To customize the colors for Snapact Photo 
Manager, click on the “Custom” radio button. To change the 
colors, click on the drop-down arrow for the fields that you would 
like to customize and select the color. If you would like to use a 
custom color, click on the “Customize” field and the custom color 
palette will appear. To change the Snapact Photo Manager User 
Interface back to the original default color, open the color scheme 
dialog box and select “Black”.   

 
 
 

,	�	�#��
%�-�"��
�
The various fields that require text/data to be entered in Snapact Photo Manager or when setting up a 
Snapact Account are identified below with the maximum character limits (letters, numbers, and symbols) 
that can be entered. 

Snapact Username: 30 characters 

Snapact Password: 64 characters 

Email Address: 75 characters 

Snapact Album Name: 32 characters 

Snapact Album Description: 255 characters 

Tags: 32 characters per tag 

Photo Title: 32 characters 

Photo Description: 255 characters 
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Artist: 64 characters 

Copyright: 200 characters 

User Comment: 255 characters 

My Status: 255 characters 
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