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Chapter 1: Starting Off

Creating your work area

When starting with Photoshop, you will not be able to do anything at all until you have set up your

page first. You will be met with this screen when you first load up Photoshop:
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You will want to go to the top of your page and begin by clicking on the drop

down menu named ‘File’. From there you will then choose the first option, which

°: H e

- mEv &

is labelled ‘New..." from which then you will be met with a new screen where
you choose the dimensions that you will need. There are various different
options for choosing your work area, for example, if you want to work on an
image but want a transparent background then you can change the background

Open...

Browse in Bridge...
Browse in Mini Bridge...
Open As...

Open As Smart Object...
Open Recent

Edit Image Llayer Select Filter Analy
B A et S e B ML I e
Mew... Ctrle M

Ctrl+0
Alt+Ctrl+ O

Alt+Shift+ Ctrl+ 0

[3

Share My Screen...
Create New Review...
Device Central...

contents from ‘White’ to ‘Transparent’, so do have a play around to see what
best suits you. The following describes what you can change:

Close
Clase All

= Name — Choose the name of your project

= Presets — Choose from a pre-made menu of work areas
=  Width — Width of the image/work area

= Height — Height of the image/work area Rt

Save
Save As..,
CheckIn...

Close and Go To Bridge...

Save for Web & Devices...

Cirl+W
Alt+Ctrl=W
Shift+ Ctri+W
Ctrl+S
Shift=Ctri+5

Alt+Shift+ Ctrl+5
F1Z2

» Resolution — The quality of your image (E.G — Digital photos use 72 ppi) =
= Color Mode — Set what colours you want to use (Typically select RGB)
= Background Contents — Select what colour your background is

Import
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[imege| Layer select Fiber Anahss 30 view window Hele NOW that you have selected your work area, you can begin to

g Mode " | ctyie: [nomal ] W work on your project. Before starting, if your image is in
S Ad r e . . . .
i L ‘Portrait’ (vertical — upwards) and you would like your project
Auto Tone Shift+Ctrl+L ., ) . B .
Auto Contrast  Alt+Shift-Crl+L to be in ‘Landscape’ (horizontal — sideways) then you will
i it need to go to the top of the page where your drop down
Image Size... Alt+ Ctrl+| .
menus are. From there you should go into the menu labelled

Canvas 5ize... Alt+Ctrl+C

“""““”‘ oo ‘Image’ then scroll down to where it says ‘Image Rotation’
Trim.. 90° CCW and from there click on either '90 CW’ or '90 CCW’ (CCW =
Euph:: ::‘::;mmm Counter Clockwise, CW = Clockwise). Only do this if you need
Apply Image... | Flip Canvas Vertical | theimage in landscape, otherwise you should be ready to

start working.

Knowing your tools

Using Photoshop is best described as using “a very fancy version of MS paint” because in all
seriousness, that is really all it is. Once you learn what each tool in your tool bar is used for then you
will be using Photoshop with ease. Below is your default toolbar and a description of what everyone

does:
ma
| F+I > Move Tool (Move around layers)
L > Selective Marquee Tool (Select parts of layers)
pa > Lasso Tool (Draw out areas for selection within a layer)
i > Quick Selection Tool (Select areas within a layer)
'IZ'If‘ ” Crop Tool (Crop image)
_‘4’4 > Eyedropper Tool (Choose colour)
f > Spot Healing Brush Tool (Used to clone and blend parts of a layer)
&, > Brush Tool (Draw things on a layer)
'L‘ > Clone Stamp Tool (Taking parts of a layer and duplicating them)
Z, ” History Brush Tool (Restore parts of the image)
o > Eraser Tool (Erase parts of a layer)
L3) > Gradient Tool (Add a gradient)
Q, > .
" Blur Tool (Add blur manually to certain areas)
.\‘ > Dodge Tool (Brightens up parts of a layer)
“5} > Pen Tool (Draw out areas within a layer — Can make curves)
: > Text Tool (Create text boxes)
k‘ ” Path Selection Tool (Select parts of the image)
E > Shape Tool (Draw shapes)
(EE > Object Rotate Tool (Rotate objects)
s » Camera Rotate Tool (Rotate camera)
@* Hand Tool (Used to zoom in)
K » Zoom Tool (Zoom in/out on image)
LTt
. > Foreground Colour/Background Colour (Colours you use with your tools)
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However, now that we have covered the default toolbar there is the issue of covering the rest of the
other options that come with the original options. These secondary options can be accessed by right
clicking on a tool (the tool has to have an arrow in the bottom right corner). Below are examples of
some of the more useful secondary tools:

|__ J i~ i ; |1""’J = ;3 Quick Selection Toal W

‘; ‘;ﬂ Pohrgonal Lasso Tool L o :
3 T;;_?. S e ﬁ‘ o Magic Wand Tool w

=8

e Polygonal Lasso Tool — Can select
parts of a layer but instead uses
straight lines

e Magnetic Lasso Tool — Can select
parts of a layer but it attaches itself
to edges of parts of the layer

e Magic Wand Tool — Like the quick
selection tool but instead of
drawing your area of selection, you
just click and it will select an area
for you

| @ | = @ DodgeTool O
a4
|.:|J = J]GradientTool G } G BumTesl O
) Jly Paint Bucket Tocl G il €3 SpongeTool ©
3 T
e Paint Bucket Tool — Used to fill an e Burn Tool — Darkens part of a layer
area of the layer with a colour of e Sponge Tool — Saturates part of a
your choosing layer

With all this information, you are now set to begin working on your project. It is especially handy to
learn what each tool is because knowing what to use when you are in a tough situation ensures that
you can fix whatever may be broken quickly, efficiently and with as minimal amount of stress as
possible
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Chapter 2: Learning Your Shortcuts

Adding and resizing images P ——C
Open... ) Ctrl+0

As is to be expected with Photoshop, you will want to be adding in and editing prAsﬂdg“s A“::::

photos for your project. Once you have sorted out your work area, if you OIF e A i

would like to add a photo to your image then you will need to go to the drop el Vb it

down menus at the top. Click on ‘File’ and then scroll down to where it says e e

‘Place...’ and from there you will be able to select your photo and it will add it Cose e

in to the image as its own layer. Lios ol Elidor - St OO

Save Cirl«S
Save As... Shift+Ctrl+5

Now that your image has been inserted into the work area, it will offer you S
the first chance to re-size the image to what you need it to be. If the image B B
does not need re-sizing once it has been added then you can click the tick in —
the top right to confirm its placement, if you click on the symbol next to it then
it will remove the image from your work area or not confirm the re-sizing of it. @ J
It is very useful to know that when re-sizing your image you hold down the

Shift key as when you are re-sizing then it will not distort the image, as it will

hold its original aspect ratio.

You can add as many images as you like to your project, just as long as you remember which layer is
which. If the image is not allowing you to work on it for reasons like it is a ‘smart object’ then what
you need to do is right-click on the layer containing your image and then in the menu select
‘Rasterize layer’ which then allows you to edit it.

Basic shortcuts

Now that we have our image, we can edit it whichever way we want to. This can be done by
painfully scrolling through each drop down menu to find what you need or you can learn the easy
shortcuts that will make your life significantly easier:

e Ctrl + T— Use this shortcut when you want to re-size an image again. Remember to use the
shift key!

e Ctrl + D — Use this shortcut to de-select something you have selected in a layer (Useful when
you have selected the wrong thing)

e Ctrl + C - Use this shortcut to copy something

e Ctrl + V = Use this shortcut to paste something

e Ctrl + A - Use this shortcut to select every layer in your image

e Ctrl + N — Use this shortcut to create a new work area

e Ctrl + O — Use this shortcut to open a saved work area

e Ctrl + S — Use this shortcut to save your work

e Alt + Ctrl + S — Use this shortcut to save your work as a certain type of file

e  Ctrl + P — Use this shortcut to print out your work
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Shortcuts for editing images

These shortcuts will be best for when you want to edit the image itself,
whether it be through colours or through any other means:

e Ctrl + L - Use this shortcut to change the levels of the image. You will
be met with a window that shows you three sliders. The slider on the
far left is the dark levels, the one in the middle is the mid-levels and
the final one on the right is the bright levels. To make the image darker
simply drag the left slider to the right, to make the image brighter drag
the right slider to the left and so forth.

e Ctrl + U — Use this shortcut to change the saturation of your image. You
will be met with three different sliders labelled ‘Hue’, ‘Saturation’ and
‘Lightness’. The Hue will distort the colour of your layer depending
which colour on the spectrum you leave it on. The saturation will
determine how sharp the colours in your layer are. The lightness will
determine how bright your image will be

e  Ctrl + 1 - Use this shortcut to invert your image to make it negative
(unless it is already negative, in that case it will make it positive). As

Levels

Preset: Default - B

Channel: RGB

Input Levels:

ok
Gancel

[ a0 ]

Hue/Saturstion

Preset: | Default v =

Master v

soon as you press the keys the change will happen, no second box will appear

e Alt + Shift + Ctrl + B — Use this shortcut to change your picture into black
and white. When you press the keys it will change the layer into black
and white but it will give you a secondary box where you can adjust the
levels of each to match the colour you want the picture to be

e Shift + Ctrl + U — Use this shortcut to de-saturate your image. This is
essentially the same as the black and white shortcut except this one
doesn’t come up with the secondary box, instead this one just takes all
the colour out of your image into a default look

e Shift + Ctrl + L — Use this shortcut to change the tone of your image. This
shortcut is called ‘Auto Tone’ and it will change the tone of the layer

Black and White

Clcglorze

P
= Mereview

Preset: |Default v =
Reds: [ ] %
lows: V 7@‘ %
e B

-] -,
m [0 |%

Blues: W20 %
—

)

Magentas: ] %

you have selected to what it determines is the best tone. No secondary box will appear

e Shift + Ctrl + B — Use this shortcut to change the colours in your image. This shortcut is called

‘Auto Color’ and it will change the colours of the layer you have selected to what it
determines are the best colour settings. No secondary box will appear

e Alt + Shift + Ctrl + L — Use this shortcut to change the contrast of your
image. This shortcut is called ‘Auto Contrast’ and it will change the
contrast of the layer you have selected to what it determines is the best
contrast. No secondary box will appear.

e At + Ctrl + C— Use this shortcut to change the size of your canvas. This e P
is very useful if you decide you need more space on your canvas and this
can be adjusted easily in the secondary box as you can just change the canvas to the
dimensions you desire

e Alt+ Ctrl + | — Use this shortcut to change the size of your image. This is

Canvas Size

Current Saa; 24.9M
Width: 21 em

Image Size

Pixel Dimensions: 24.9M

HHF
g & l

[Vipreview

Gancel |

Width: | EZER pixels v :|
8
Height:[3508 |

Document Size:

Width: [ 21 J[[an V]9,
]
Height: [ 20.7 | :|

Resolution: [ 300 ]

[¥iscale styles
[wiconstrain rtions
[WiResample

very useful if you decide you want to re-size your image if you need a bit
more space

Bicubic (best for smooth gradients)
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Shortcuts for editing layers

These shortcuts will be best for editing the layers within your project. Layers have not been touched
upon heavily yet but they will be within the next chapter.

e Shift + Ctrl + N — This will give you a new layer. When you create the layer, you will be met
with a secondary box. Within this box you can rename the layer o =
to whatever you need it to be named in the ‘Name:’ section, as Nare: [ TR e
well as changing the opacity of the layer if you know what opacity MS::;’“’”“SL"'“"f e T
that part if the image needs to be with the ‘Opacity’ drop down
menu. The ‘Color’ section of the box allows you to choose the . :
colour of your layer so that you can easily colour co-ordinate your layers as you see fit

e Ctrl +J —This layer will give you a new layer via copy. You can use this shortcut to duplicate a
layer which you have selected

e Shift + Ctrl + J — This will give you a new layer via cut. Once you have selected a part of your
original layer you can use this to create a copy of your layer but it will only duplicate the
selected area

e Alt + Ctrl + G — This will create a clipping mask or if you have one already on then this will
remove the clipping mask. This is especially useful when you are trying to work on clipping
two images together as it saves time

e Ctrl + G —This will create a group/folder for your layers. This is very useful for when you
have a lot of different layers as you can group certain ones together to keep them in the
same place which in turn saves you time trying to find a particular layer. You can rename the
group by double clicking on the group name.

e Shift + Ctrl + G — This will ungroup a group of layers. Useful for when you have accidentally
grouped something together

e Shift + Ctrl + E — This will merge visible layers together. This is useful if you have a load of
clipping masks on various layers and want the layers to combine to make one singular layer

Mode: Normal ~ Opacity:| 100 | » | %

utral color exists for Normal mode. )

With all these shortcuts now at your disposal, you will be able to finish your project in half the
amount of time as you can now edit your image and your layers quicker and with ease. Shortcuts do
not only save you time but they save you a lot of stress since instead of finding what you need
through various menus and boxes you can instead simply press two, three or possibly four keys and
have the program do it for you
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Chapter 3: Lots of Layers

The Basics of Layers

When working on a project, there will be one thing that you will always have an abundance of:
layers. Layers make up every little aspect of your project since each layer contains a part of what you
are making. For example, using Photoshop can almost be like looking at an onion because the more
layers that you peel away then the smaller and barer the original piece becomes. When beginning a
project, you will always start with a ‘Background’ layer. You will find your layers on the right hand
side of your page (unless moved otherwise) and below is a basic rundown of what each individual bit

means:

This is the ‘Filter’ drop
down menu and you use
to filter your layer to blend
a certain way. This is used
mainly when editing a
layer to either clip to the

one below it or when you

; «— !
need certain colours Mormal ~ Opacty:| 100% | »

removed (like using a
green screen)

This eyeball symbol

symbolises that the layer is
‘Visible’ and therefore the
layer can be seen within
the work area/project. If
you click on the eyeball it
then makes the layer
‘Invisible’ which means it

cannot be seen within the This symbol can be
workspace which is useful pressed to create a ‘Fill or
for when you are checking Adjustment Layer’
individual layers for any

errors

= A 0@ 033

This is the ‘Opacity’ drop
down menu and you use
this to determine how
visible you would like your
layer. The lower the
percentage, the less of the
picture you can see.

This is the ‘Fill’ drop down
Bl 1008 |+ | menuand this is a lot like

the opacity setting so it
should be used as such

8 ——  , This padlock symbol

symbolises that the layer is
‘Locked’ and therefore
cannot be adjusted. You
can unlock a layer by
double clicking on the
padlock

This garbage can symbol

can be pressed to ‘Delete’

a layer. When pressed you
Y Y p y

This chain symbol can be
pressed to ‘Link Layers’
together

This FX symbol
can be pressed
to add a ‘Layer
Style’

This symbol can be
pressed to create a Vector
mask

Mr N Hill

This folder symbol can be
pressed to create a
‘Group’ for your layers

will be prompted whether
you want to delete your
layer or not

This symbol can be
pressed to create a new
layer
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Editing the style of layers

Now to move onto the more intricate bits that were not properly covered within the basic
understanding of layers section. Each layer can be edited with things such as filters and adjustments
that you can manipulate your image to what you need it to be. We will start with the layer styles:

Blending Options. Takes you to a secondary box where
/ all the advanced options for below are

Drop Shadow. Adds a shadow to the back of your
Drop Shadow... image/text

Blending Options.., —

Inner Shadow. Adds a shadow to the inner edge

\4

Inner Shadow...

v

Cruter Glow... Outer Glow. Adds a glow to the outer edge

Inner Glow... Inner Glow. Adds a glow to the inner edge

v

Bevel and Emboss. Adds an effect where you pull parts of
the image out and engrave parts in

Bevel and Emboss...

v

Latin...

|

Color Overlay... Satin. Adds a black overlay at 50% opacity

Gradient Overlay... \ Color Overlay. Adds a colour to your image/text

Pattern Overlay...

Gradient Overlay. Adds a gradient to your image/text
Stroke...
a0 8BS & ||

Pattern Overlay. Adds a pattern to your image/text

Stroke. Adds an outline to your image/text
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Next up are the fill and adjustment layers. These options will add an effect to your layer to edit the
image style and look. These are especially useful for when you need to heavily alter the look of an
image whether it be through adding patterns and gradients or changing the lighting and the colours.

Below is the menu you will be met with:

Solid Color. Fills the layer with a solid colour

Solid Color...
Gradient...

Pattern...

Brightness/Contrast...

Levels...
Curses...

Exposure...

Vibrance...
Hue/Saturation...
Color Balance...
Black & White...
Photo Filter...

Channel Mixer...

Invert
Posterize...
Threshold...
Gradient Map...

Selective Caolor...

Selective Color.
Creates a new layer
to change the
selective colour

Mr N Hill

Gradient. Fills the layer with a gradient

Pattern. Fills the layer with a pattern

Brightness and Contrast. Creates
a new layer to change brightness
and contrast

Levels. Creates a new
layer to change the levels

Curves. Creates a new layer to change

the curves
Exposure. Creates a

new layer to change
Vibrance. Creates a new layer to change  {he exposure

the vibrance .
Hue/Saturation. Creates a new layer to

change the Hue and Saturation
Color Balance. Creates a new layer to balance colours

Black & White. Creates a new layer to change your
photo to black and white
Photo Filter. Creates a new layer
which adds a filter
Channel Mixer. Creates a new layer that allows
you to change the colour channels

Invert. Creates a new
layer which inverts
the image

Posterize. Changes
the image to
posterize it

Threshold. Creates a
new layer to change
the threshold of the

Gradient Map. image

Creates a new layer
to change the
gradient
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All these add a layer but in reality they are the same as adding it normally, just in this case you will
be met with a box above the layer section where you can adjust the settings to what you see fit. The
box will most likely to just be drop down menus or possibly sliders which you can use to adjust the
settings but overall it is very simple to use and get used to.

Changing the type of layer

Now we have covered what layers you have we can move onto changing the type of layer that can
be used. Below are the four lock options at the top of the layer section that can change your layers:

Lock Image Pixels. Locks the

coloured pixels so they can’t be

changed Lock All. Locks the whole layer so
nothing can be changed

Lock: ] o+ @

Lock Transparent Pixels. Locks the  Lock Position. Locks the layer in
transparent pixels so they can be position so it can’t be moved
changed

Those can lock certain aspects of a layer to stop it from being changed. The next two options are
major changes that can happen to your layer:

RASTERIZE LAYER CLIPPING MASK
Turns a ‘Smart Object’ (essentially a Clips two layers together to form
locked layer) into a rasterized layer, one image. Can layer images on top
which means you can then edit the of each other. Example:

object however you desire

=
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Chapter 4: Finalising Your Image
Getting it exported

Imagine this: You have just spent a lot of time finely creating this project you are working on and you
realise it is now all finished and there is nothing more you can do, now is the time to export your
picture. Exporting your file is saving your file in a way that you can share with others because in all
honesty that is the main reason to make anything on Photoshop, to use it and present what you

have made. e co
Brpc::se in Bridge. Alt+ C(:\-O
. . . Browse in Mini Bridge..
First, you must save your work before you export in case anything wrong were to Ok Ao
Open As Smart Object...
happen. The file itself will be saved as a ‘.PSD’ file, which means that it has been = -
saved as a Photoshop file so when you open it all your components and layers that et
you have used will remain the way you left them. Then once it is saved you will ot g

want to go to the ‘File’ drop down menu and scroll down to where it says ‘Save
As... and click on it (Or alternatively you can use your Save As shortcut which you
learned in Chapter 2). i

Alt+Shifts Ctrl+S

Impert
Export

You will see a pop up box where you can choose the settings that you want your i
project to be saved as. Below is a rundown of what the box will look like and what — S
. Print One Copy Alt+Shiftr Cerl+P
certain areas mean: = ol
>} Save As [x]
Savein: Photoshop Booklet v| @2 E
i Name - Date modified Type . ..
- | By Mr Hill 11/10/2018 1143 PSDFile File Name: This is where you can
Recent places | -] Example 17/10/2018 15:02 PSD File .
=] Front Cover 11/10/201811:53 PSDFile rename your project to whatever
! |=| Photoshop Tutorial 11/10/2018 11:45 PSD File .
e you want to call it
s
A
This PC
@
L < n >
Network ¥
File name: | Example copy vl [ s |
Format [Photoshop - PSD: FDD) vl [ cancel | . L.
Save Optns Save Options: This is where you can
= G ) select options for your file. For
MLy instance, if you did not want layers
Color: Use Proof Setup: Working CMYK H
WI1CC Profile: sRGB IEC61066-2.1 saved then you would untick the
Thumbra [use Lower Case Extension layers option (although this is not

recommended)

Format: This is where you can change the format of your image.
This determines what type of file your image will be saved as so
you will have to choose one which is the most useful to you
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Difference in Formats

When it comes to saving your project, there are varieties of formats that you can decide from but
the issue is not choosing the format, it is understanding what each one does and why they are
different. Below is a list of all the file types you will be met with:

Large Document Format {*.PSE)
BMP (*.BMP.* RLE;".DIB)
CompuServe GIF " GIF}
Dicom {*.DCM;*.DC3;".DIC)

Photoshop EPS (".EPS)

Photoshop DCS 1.0 (.EPS)

Photoshop DCS 2.0 (".EPE)

IFF Format (“.IFF;*.TDI}

JPEG (" JPG;" JPEG;".JPE}

JPEG 2000 (" JPF; JPX™JP27J2C 2K JPC)

PCX " PCH)

Photoshop POF (" POF:* PDP)

Photoshop Raw {".RAWV)

Piar * PXR)

PNG (*.PNG)

Portable Bit Map (*.FBM:=.PGM.” PFM;* PNM:” PFM = PAM)
Scitesx CT {7.5CT)

Targa (" TGA” VDA"ICE” V5T)

TIFF {.TIF:*.TIFF)

Those are all of the individual options you will be met with but below are the more relevant and
useful options which you will be using for your project:

e .BMP - Bitmap. This format is used to store bitmap images instead of rasterized images

e .GIF — GIF images. These are animated graphics and the second most used format behind
JPEGs. This format is used to store images as animated images so you can turn a selection of
different images into a small, looping video

e .JPG - JPEG images. This is the main format used throughout all images as it is the default
format of digital cameras and it allows for different sizes of compression that can adjust the
image quality to how you see fit.

e .PDF—PDF images/files. This format is used to store files with the same elements as a
document except it is saved through electronic images which can be sent easier

e .PNG - Portable Network Graphic images. Mainly used for storing web images, if you save an
image with a transparent background as a PNG file then the background will remain blank, in
comparison to a JPG where it would then turn white.

e .PSB - Large Document Format. This format is used the same way as a Photoshop file
however this is used when you have a much larger image size (normally 30,000 X 30,000
pixels)

e .PSD — Photoshop. This is the format which you use to save all of your work normally so you
can return at a later time to work on

One piece of advice to always follow is to save your work as you are going and especially before you
export your work, as the image might not come out the way you intended it to. In addition, make
sure you save it in the right format for what you are going to display the work on because not all
formats can be supported by all programs so double check before saving.
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Glossary/Key Terms

Here is a list of all the key terms that have been used throughout this booklet and some others that
may possibly have not come up but will be useful:

Area — Your workspace

Brightness — How bright parts of an image can be

Clipping Mask — Clipping two masks together to overlay them
Compression — Reduce the quality of the image to save on file size
Crop — Trims out parts of an image that you will not want

Desaturation — Makes colours more muted and moves them towards black and white

Drop down menu — Menu containing multiple options

Dimensions — Measurements/size of an image/layer

Export — Save an image for use outside of Photoshop

Exposure — Amount of light in which an image was taken or is currently in
Filter — Ways to alter the look of an image

Gradient — A smooth transition between multiple colours

Import — Adding images to your workspace

Invert/Negative — Reverse the colours of the image/layer

Layers — Different aspects of your project

Opacity — How see through the layer/image can be

Overexposed — Image is too light/bright

Rasterize —Converts vector images into bitmap so they can be edited
Resize — Change the dimensions of an image, canvas or window
Saturation — Makes colours more vivid and sharp

Select/Deselect — Selecting certain parts of a layer/image

Sepia — An old style tone which uses warm shades of brown

Shortcut — Keyboard inputs used to do tasks quicker

Skew — A horizontal or vertical slant which can be applied to images

Tool — Feature used to edit your project

Transform — Changes the shape in any way (Scale, shrink, enlarge, skew etc.)
Transparent — No colour/pixels in that area

Underexposed — Image too dark

Vignette — Reduction of an image’s edges to highlight the centre of the image
Warp — To distort an image to a variety of shapes

Zoom — Changes the view of an image

Mr N Hill
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