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Preparing New Graphics (for screen delivery)
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__ select File menu / New… (Ctrl+n)
__ type a Name for the image (optional)
__ set Image Size (in pixels)
__ set Resolution to 72 pixels per inch

__ set Mode to RGB color

__ set Contents (background layer)



(set to Transparent if making a GIF)

__ click OK

Preparing Existing Graphics (for screen delivery)
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__ open your file in Photoshop

__ select Image menu / Image size…
__ resize image as needed either by
pixel or document dimensions 
(be sure Constrain Proportions is checked).

__ edit image as needed (crop, etc.)

Saving Graphics for Web Delivery
__ select File menu / Save for Web…

__ select the 2-up or 4-up tab if necessary

__ select a compression scheme (GIF or JPEG) from the Settings drop-down list box


GIF
__ select number of colors if necessary




__ check interlace to download in multiple passes


JPEG
__ select compression quality or percentage




__ check progressive to download in multiple passes

__ check file size in samples and adjust setting accordingly to achieve the best quality image with the smallest file size, then click OK.

__ specify file name and location, then click Save.

Adjusting Your View

	Zoom
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	· Double-click the Zoom tool to set canvas to 100%

· Draw a marquee with the Zoom tool to magnify a specific area of an image

· Ctrl + spacebar 
= 
to zoom in “on the fly”

· Alt + spacebar 
= 
to zoom out “on the fly”



	Hand (scroll)
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	NOTE: Only applicable if entire image is currently not visible

· Drag the Hand tool over the image to scroll in any direction

· Drag in the preview window of the Navigator palette

· Spacebar  =  to scroll “on the fly”




Selecting

Tip:  Be sure you have the correct layer active before attempting to select!

Note: See below for techniques on adding to or subtracting from a selection, and for additional procedures that can be applied to selections.

	Marquee
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	Used to select rectangular or oval objects

· Drag the Marquee tool around the object to be selected

· Selection can be repositioned during selecting by holding down the spacebar

· Selection can be repositioned after selecting by simply pointing to the selection and dragging

· Shift key forces a perfect square or circle



	Lasso
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	Used to select irregularly shaped objects

· Drag end of Lasso around the object to complete an enclosed shape

· The Magnetic Lasso tool snaps to pixels of a similar color



	Magic Wand
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	Used to select areas with similarly colored pixels

· Click the Magic Wand tool on the area of color to be selected

· Tolerance setting affects the # of pixels that will be selected

	Quick Mask
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	Used to refine a selection by applying a temporary mask

· Use the PaintBrush tool to add more mask

· Use the Eraser tool to remove areas of the mask



Inverse a selection
Shift + Ctrl + I


Hide a selection 
Ctrl + H

De-select a selection
Ctrl + D

Add to selection
Shift + click or drag (depending on selection tool)


Subtract from…
Alt + click or drag (depending on selection tool)


Move a selection
drag with the MoVe tool


Nudge a selection
use the arrow keys on the keyboard


Copy a selection
Ctrl + Alt + drag & drop


Cut a selection

press the delete key on the keyboard

History
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The History palette is the ultimate form of the Undo command.  It lets you jump to any recent state of the image created during the current working session.  Each time you apply a change to the image, the new state of that image is added to the palette.  In addition, you can save a “snapshot” of the current state of the image, allowing you to return to that state by simply selecting the stored snapshot.

· The most recent state appears at the bottom of the list

· By default, the History palette lists the previous 20 states

· By default, a snapshot of the initial state of the file is displayed at the top of the palette


Delete current state

Create new snapshot

Create new document from current state

Set source for the History Brush tool

NOTE:  Closing and reopening the file clears all states and snapshots from the palette.  If you want to be able to return to a particular state, use the “Create new document from current state” button.

Sizing / Cropping

	Image size…

(Image menu)


	Use this menu item to change the size and/or resolution of the entire image (either larger or smaller based on the properties changed in the dialog box).



	Canvas size…

(Image menu)


	Use this menu item to change the canvas, or physical size, of the file without changing the size of the image.

	Crop tool
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	Use the Crop tool to crop away areas around an image

· Press the Enter key to accept the newly defined area, or press  the Escape key to cancel



	Free Transform

(from Edit menu) 

	Use this menu item (or Ctrl + T) to resize or rotate a selection

· Shift + rotate locks selection to vertical or horizontal axis

· Press the Enter key to accept the transformation, or press the Escape key to cancel



	Transform

(from Edit menu)
	Use this menu item to apply various transformation effects that include:  
· scale

· rotate

· skew
· distort

· perspective

· flip horizontal or vertical



Layers


Photoshop files are assembled in layers, analogous to transparent sheets of plastic that can be placed on top of one another in any order.  Images residing on top layers cover up images on layers beneath them.  Layers can be arranged in any order from top to bottom.  Layers are manipulated using the Layers palette as shown on the left.



	Create a layer
	Click “Create a new layer” icon at the bottom of the Layers palette

· New layers get inserted above the currently selected layer

· Using the Text tool automatically creates a new layer



	Delete a layer
	Select the layer to be deleted, then click the “Delete layer” icon at the bottom of the Layers palette, or drag  the layer to the Trash can.



	Name a layer


	Right-click on the layer name and select Layer Properties.

	Visibility
	Use this check box to show or hide a layer’s images.  A small picture of an “eye” indicates that the layer is currently visible.



	Linking
	Use this check box to link layers together when you need the layers to “behave” together.  Ex.  Moving several layers together at the same time so as to maintain their spatial relationships.



	Opacity
	Use this property to set the degree of transparency for the currently selected layer.  Transparency allows images below the layer to show through.



	Locking
	Use this feature to lock the layer, thus preventing any changes being applied to it.




Rendering Tools

Photoshop is great for combining or modifying pre-existing images.  To create your own images in Photoshop requires you to become skilled at using any number of the rendering tools provided (in addition to the selection tools introduced earlier).  Here is an introduction to some of the basic tools.

	Paint Bucket (G)


	Used for painting (or “filling”) selected areas with color

· select the area to paint

· select the color

· select the Paint Bucket tool

· click the bucket inside the area to be filled



	Gradient (G)


	Used for applying color gradations to a specified selection

· select the area

· select the color

· select the Gradient tool

· drag the cross hairs through the selected area



	Text tool (T)


	Used for creating a graphic rendering of text (note: this tool automatically creates its own new layer)

· select the Text tool

· set text style, size, color, etc.

· click where you want to add text

· type the text you want



	Paint Brush (B)


	Used in conjunction with Brush selection to add foreground pixel colors (bracket keys [  ] can be used to change brush size)


	Eraser (E)


	Used in conjunction with Brush selection to replace foreground with background color (bracket keys [  ] can be used to change eraser size)



Special Effects

Special effects can be applied to layers using any of the following options:


Blending Modes

Blending modes control how painting and editing tools affect pixels in an image.  A layer’s blending mode and opacity interact with the mode and opacity of the tools you use to paint and edit with.  Experiment with applying different modes to various layers to experience their effect.  Remember, you can always undo the effect with Ctrl + Z or the History palette.

· Blending modes can be accessed using the drop-down list from within the Layers palette or through the Layer Style dialog box (see below).

· Blending Options can be modified through the Layer Style dialog box.


Layer Styles

Layer styles provide the ability to add drop shadows, embossing, overlays and other techniques to your images.  Layer styles are set using the Layer Style dialog box.  When styles are added to a layer they appear below the treated layer in the Layers palette (and can be collapsed or expanded for viewing).  Each style has its own set of adjustable parameters, based on the nature of the style.  Experiment with applying different styles to various images to experience their effect.  Remember, you can always undo the effect with Ctrl + Z or the History palette.

· Layer styles can be accessed by clicking the “Add a layer style” button located at the bottom of the Layers palette.  Double-clicking a layer also accesses the Layer Styles dialog box.

· Layer styles can be copied from one layer to another by simply dragging and dropping them on the target layer.

· Layer styles can be removed by dragging them to the trash can located in the lower right corner of the layers palette.


Filter Effects

Filters are used for creating special effects.  It’s difficult to explain how they differ from styles… the best way to learn about filters is to experiment with applying them to your images.  The more familiar you become with the available selection of filters, the more likely you are to use them to produce just the effect you were looking for.

· Filters are accessed using the Filter menu.

Blending Modes


Opacity


Locking


Linking


Visibility


Selected layer
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