Photoshop Step-by-Step
New Document

· Click on file / new
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Choose the size you want or customize your own size

· The resolution will determine the quality of the finished product.  If a high resolution document is needed, I recommend working on low and then changing it to high (image / image size) before finalizing your product.   Otherwise it becomes very memory intensive.

· If you are posting to the web, you will want a lower resolution and image size.

· Print quality is 250 dpi or higher
· If you want to work on a transparent background, change the background contents before you start.  Transparent backgrounds are represented by gray & white checks.
New Layers
Method 1:  CTRL J
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Method 2:  Click on layer / . . . 

· If you want to make a separate layer from only a portion of your picture, select that portion first using a lasso or a marquee tool, and then CTRL J or use toolbar.

Select a portion of your image
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You have several options for selecting a particular part of an image:
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Marquee tools

· Lasso tools (When using the magnetic lasso tool, press the delete key to back up if you mess up; double click when you finish to complete the selection
· Magic wand—selects a particular color
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Quick mask (see below)
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Quick Mask Tool

Quick mask is an easier way to clean up a selected area than trying to edit marching ants.
· Make your general selection

· Press Q to enter the quick mask mode

· The selected area should appear normal and the rest of the image should have a semi-transparent red overly.

· Set your color palette to black foreground and white background

· Using a black brush, erase more closely the areas you want to remove

· If you need to make a correction, switch to a white paintbrush (shortcut—press X) and make the correction

· Press X again to go back to black and finish your selection

· When you complete the selection, press Q to exit quick mask mode.  If the selected area isn’t exactly what you want, go back to quick mask mode and finish the selection.

· To remove the selected area, press the delete key

· To remove the opposite area, click on select / inverse and then press the delete key

· The background will fill with the background color; if you want a transparent background, go to the layer palette (bottom right corner).  Double click on the background.  OK to create new layer. Press the delete key and the background will become transparent.

Feather and Blur
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Click on image / adjustments / hue/saturation

Click on colorize

Select the color that you want by adjusting the sliders

N B

Hint: If you have a particular color in mind, choose that color on your color pa}
Yougo to huelsaturation

OR
* Goto image/ adjustments / photo filter

Create a gradient
'+ Click on the gradient button on the toolbar
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Select the color you want to use for the feathering (the example uses white)
· Use the elliptical marquee tool to select area

· Click on select / inverse—or right click and select inverse
· Click on select / feather—or right click and select feather; choose the number of pixels to feather.

· Press the delete key.

Create a border
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Click on Select / All (CTRL A); a dotted line should appear around the edge of the image

· Click on Select / Modify / Border
· Choose the width of the border—try 50 – 100.

· Click on OK; the dotted line (marching ants) should move in to create a border area

· Click on Edit / Fill and select the color or pattern you want to use for the border; change the transparency if desired

· Click on OK; the marching ants will still be visible; click anywhere in the document window and they should disappear; if they don’t, CTRL D.

Transparent Overlay
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Open the two images that you want to use (you can overlay more)
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Select the move tool and click on one of the images

· Drag the image on top of the other image

· Close or minimize the first image

· On the layers palette in the bottom right corner of the window, click on the top layer

· Adjust the opacity until you achieve the desired effect

Desaturation (removing color)

Method 1:

· Click on image / adjustments / desaturate
Method 2:   (you’ll get a slightly different color with this choice)

· Click on image / adjustments / gradient map
· Choose the black and white gradient map 

Restore spot color

· Click on the eraser tool
· On the toolbar at the top, click on erase to history
· Start erasing!---the erase to history will stay checked even if you move on to another picture, so remember to uncheck it when you get finished.
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Adding color to a B/W image

To change the overall hue of an image:

· Click on image / adjustments / hue/saturation
· Click on colorize
· Select the color that you want by adjusting the sliders

To change a selected part of an image

· Select the portion of the image that you want to colorize (use marquee tools, lasso, quick mask, etc.)

· Click on image / adjustments / hue/saturation
· Click on colorize
· Select the color that you want by adjusting the sliders

Hint:  If you have a particular color in mind, choose that color on your color palette before you go to hue/saturation

OR

· Go to image / adjustments / photo filter
Styles
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Style options can be added to layers from the styles palette (right hand side of screen) or manually through the layer / styles option on the toolbar. 
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Example:  This text has a drop shadow, bevel and emboss, pattern overlay, and stroke outline.  The possibilities are endless!

Text
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First, all text are vector graphics and do not follow all the same rules as your photographs do.  If you are ever asked to “rasterize” text, then it asking you to convert the text to a raster (or bitmap) and you cannot change the letters from that point.

· To edit text after you create it, you must have the text button selected on the toolbar or you can double click on capital T on the layer palette to get back to it.

· If the font size you want is not available, click in the point-size box on the toolbar.  Type in the size that you want and press the enter key.

Warping Text
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To warp text, choose the warp text tool when your text box is active and you’ll have all these choices.
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Horizontal or Vertical Mask Tool 
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To cut letters out of a picture, you can use the horizontal or vertical mask tool located on under the T on the toolbar.

· Open the image that you want to use for the text fill
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Select the mask tool

· Choose your font and size and type the words

· [image: image25.jpg]


Click on the move tool

· [image: image26.jpg]


Open your second image or blank canvas and drag the 
letters to the new area.
Graphic Shapes
There are a number of graphic shapes available.  All shapes are vector graphics and do not necessarily follow the same rules as photos.  They, like text, can be rasterized (converted to a bitmap), but they do lose some characteristics when you do..

You have the traditional shapes, as well as a custom shape tool.

When you select the custom shape tool, you will have further options at the top of the toolbar. 
Your first window will probably look like this.

· Click on the arrow on the far right side.

· Select all and then append the selection.

· You have now loaded all the graphic shapes that are available.

· Click on the triangular dots in the bottom right corner and enlarge your window so you can see the shapes.

You can use the styles instructions given earlier to enhance your shapes.

Adjust Photographs
There are many options for making adjustments to photographs, so you will need experiment to find the solution to each individual problem.  It is often helpful to zoom in close to make the needed changes.

· Crop

· Healing brush

· Red eye tool

· Cloning

· Blur / Sharpen / Smudge

· Dodge / Burn / Sponge

· Liquify (under filter option)

To adjust brightness/contrast, you have several choices under the image / adjustment option on the toolbar.  There are auto options that are available, but it is better to make the adjustments yourself.
Adjust Levels
The tonal range is the shadows, midtones, and highlights within an image.  The histogram is a visual guide for making adjustments in the range.  To make adjustments, click on image / adjustments / levels.
 

This histogram shows that there are more midtone shades in this image because there are low frequencies in the shadows (left end-black slider) and no frequencies in the highlights (right end-white slider). 

To adjust the image, start with the nonexistent frequency (white slider) and drag to the left to make the adjustment.  If frequencies are heavy on the outer edges, adjust the center slider.
Another option:  try the auto level feature.

Keystone Correction
Keystoning is caused when the camera was not perpendicular with the image when the picture was taken.  To correct keystoning:
· CTRL J to copy the original image to a new layer

· View / show / grid
· Type F to go to full screen mode

· CTRL T to go to transform mode

· Hold the CTRL key down and drag the upper left and right handles until any vertical lines in the image align with the grid.

· Press the enter key

Perspective Crop
To change the perspective of an image:

· Select the crop tool

· Click on the clear button on the toolbar
· Click and drag across the entire image to create a cropping rectangle

· Click on the perspective checkbox

· Drag the corners of the cropping rectangle to match the corners of your image

· Press the enter key when finished
Create a gradient

· Click on the gradient button on the toolbar; if the button isn’t showing,
right click on the paint bucket tool and choose the gradient tool
· Just below the menu bar, click on the gradient editor





· Double click the left color stop button
and select the color you want

· Double click the right color stop button and select the color you want

· If you want to add another color, click anywhere below the color bar

· Adjust sliders to create the gradient that you want

· If you want to remove a color, drag the bucket of paint off the color bar (must have at least two colors on it)

· Name the gradient and click on 

new
Create a PDF presentation

· Click on file / automate / pdf presentation
· Browse to select the images you want in the presentation

· Decide if you want a multi-page document  or a presentation
· Save the presentation
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