
 

 
 

Adobe Photoshop 
Basics 

Email: training@vpha.ufl.edu 
Web Page: http://training.health.ufl.edu 



 



Photoshop 6.0   

 

Interface 



Toolbox 
 
 

 
 

Marque 
 

Lasso 
 

Crop 
 
 
 

Rubber Stamp 
 

Eraser 
 
 
 
 
 
 
 
 
 
 
 

Foreground 
Color 

 
 
 
 
 

View Modes 

Move Tool 
 
Magic Wand 
 
 
 
 
 
 
 
Gradient/ 
Paint bucket 
 
 
 
Text Tool 
 
 
 
 
 
Zoom Tool 
 
 
Background 
Color 



Table of Contents

What is Adobe Photoshop 7.0? ................................ 3
The Interface .......................................................... 3
Creating a Document From Scratch.....................................................................3
Opening an Existing File......................................................................................3
Toolbox .............................................................................................................4
Additional Options Toolbar .................................................................................4
Palettes .......................................................................................... 5
Navigator Palette ...............................................................................................5
Color Palette......................................................................................................5
Swatches Palette ...............................................................................................6
Styles Palette.....................................................................................................6
Character Palette ..............................................................................................7
Paragraph Palette .............................................................................................8
Layers Palette ...................................................................................................9

Color Modes............................................................. 9
Working with Photos ..............................................10
Cropping..........................................................................................................10
Adjusting the Brightness/Contrast ...................................................................10
Using the Navigator to Zoom in and Out on the Image.......................................10
Resizing the Image ..........................................................................................11
Canvas Size .....................................................................................................11
Creating the Blur Effect on an Image ................................................................12

Creating Customized Graphics ................................13
Working With Layers .................................................................... 13
Reordering Layers ...........................................................................................13
Creating Layer Sets .........................................................................................14
Flattening Layers .............................................................................................14
Applying Layer Effects ......................................................................................14
Adding Text .................................................................................. 15
Creating Warped Text .....................................................................................15
Using the Shape Tool ................................................................... 16
Using the Paint Bucket ................................................................ 16
Using the Paintbrush ................................................................... 16
Using the Zoom Tool .................................................................... 17
Colors ........................................................................................... 17
Foreground Colors ...........................................................................................17
Background Color ............................................................................................17
Selecting colors with the Eyedropper Tool.........................................................18
Using the Eraser Tool ................................................................... 18
Saving Files ............................................................18



 







Creating Layer Sets

Layer Sets aid you in organizing and managing groups of layers.
Once a set of layers is defined, they can be collapsed or revealed
when needed, without having to flatten the image. Layer sets
must be contiguous, meaning that you cannot make a set out of
layers 1, 4 and 5 without moving layers 2 and 3 somewhere else
first.

From the Layers Palette menu, select New Layer Set… option:

Note: Assigning a color to a layer set can make it easier to locate.
All of the thumbnails in the Layers palette show the assigned color
as a background.

Flattening Layers

Flattening will compress all visible layers down to one layer.  Any layers that were
invisible at the time of flattening will be lost.

From the main menu, choose Layer > Flatten Image, or select Flatten Image
from the Layers Palette menu. Do not perform this step unless you are com-
pletely finished editing the image.  Transparency will be lost and all layers will be
merged into the single, background layer.

Applying Layer Effects
Layer Effects are automated effects that can be applied to layers. The different layer effects are shadows,
glows, beveling and Embossing, overlay’s, and stroke. To apply a layer effect, select the layer that the
effect is going to be applied to, and click the ‘Add Layer Style Icon,’ on the bottom left of the layer palette,
and select the appropriate effect. After an effect is selected, a screen will be brought up with options
regarding that effect, and asking if you want to add other effects to the layer.
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Adding Text

Typically when adding text, each block of added text will become a separate layer. That is, each
time that the text tool is selected and a new area of text is added to the image, a new layer will
appear, and the text will appear on the new layer.

To insert text, select the text tool in the toolbox, and click in the image where you would like to
begin typing.

Options such as changing the font, font size, color, justification, and warped text are located on the options
toolbar on the top of the screen.

Color
To Change,
click and se-
lect a color
from the pal-
ette

Warped
Text

For more options regarding text, open the character palette by selecting Window > Character.

Font

Font Style
Normal,bold,italic

Font Size

Display Type
Smooth

Crisp
Strong
Sharp

Justification

Paragraph
Palette

Leading (spacing between lines)

Tracking (spacing between letters)

Font Size

Font Font Style

Color

Strikethrough

Underline
Subscript

Superscript

Faux Bold
(use if bold
isn’t available
for a font)

Faux Italic
(use if italics
isn’t available
for a font)

All Caps Small Caps

Vertically Scale Horizontally Scale

Creating Warped Text

Warping text will cause the line of type to flare out on one end
or from the top or bottom.

click on the Warp Text icon in the Tool Options bar to open the
Warp Text dialog box.

15



Using the Shape Tool

There are five options within the Shape Tool.  Right-click the Shape Tool to view the pop-up options and
select another shape tool.

The Line tool allows you to create a line. To create a straight line, hold down the shift key while dragging the
mouse to create the line.  The line thickness can be set at the Options bar, and arrows can also be selected
for the ends of the line. Select the Line tool. Click and drag to create a straight line. Arrowheads Options
can be selected on the Options bar, when the Line tool is selected.  Place arrows on one or both ends of the
line, as well as set the arrowhead dimensions:

The Rectangle tool allows you to draw rectangles filled with the foreground color. Select the Rectangle tool.
Drag to create a rectangle OR Click Shift + Drag to create a square.

The rest of the shapes work the same as the rectangle. You can also create rectangles with rounded edges,
polygons, ellipses, or custom shapes. Custom shapes are selected from the options bar.

Using the Paint Bucket

The Paint Bucket tool allows you to fill a contiguous area of similarly col-
ored pixels in the picture with the foreground color. This is useful if you have
a solid colored item or entire graphic that needs to have its color changed.
Select the appropriate foreground color, and click on the part of the graphic
that needs to have its color changed. Keep in mind that if working with
layers, the correct layer needs to be selecting before using the paint
bucket.

Using the Paintbrush

The Paintbrush tool allows you to paint color in soft lines.  Select the
paint brush tool, and select the option located on the options toolbar.
Begin painting on the image by clicking and dragging the paintbrush over
the image. Keep in mind that the paint will be located on the selected layer.
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Using the Zoom Tool

The Zoom tool allows you to magnify an image to see the individual pixels more clearly.  You can
also zoom out to move back from the image for a broader view. This is useful for painting with the
paintbrush or when erasing--such as smoothing out the edges of a graphic.

Select the Zoom tool. Click an area of the image to “zoom in” or magnify a portion of the image.
Drag with the Zoom tool to enclose a specific portion of the image that you wish to magnify.
Double-click the Zoom tool icon to restore the image to 100 percent view size.

Zooming in this manner is identical to zooming with the Navigator Palette.

Colors

Foreground Colors

The Foreground Color chip (shown as the larger blue box) allows you to change the fore-
ground color of your image and/or image window. Click once on the Foreground Color chip to
view the Color Picker dialog box.Select a color and press the Enter key to change the
foreground color.  This is used by the Pencil, Paintbrush, Airbrush, Gradient and Shape
tools.

Background Color
The Background Color chip (shown as the larger white box) allows you to change the
background color of your image and/or image window. Click once on the Background Color
chip to view the Color Picker dialog box. Select a color and press the Enter key to change
the background color.  This is used by the Eraser and Gradient tools. When the canvas size
is enlarged, the background color that will appear on the new part of the canvas will be
whatever the background color is set at.

Toggle

Reset Colors

 Notes: The foreground and background colors can be
toggled by clicking the two arrows in the upper right
corner of the colors area on the toolbar. Clicking the
smaller foreground and background icons in the lower
left-hand corner, will cause your colors to return to the
default foreground and background colors, black and
white.
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Selecting colors with the Eyedropper Tool

The eyedropper tool is used to select a color that is already being used in an image. This is useful if  know the
exact color of an image is unknown, but you would like to match it exactly in another image, or even if in the
same image that is having the color picked from it.

Using the Eraser Tool

The Eraser tool allows you to paint in the background color or erase areas in a layer to reveal layers below.
Remember that in order to erase, the correct layer needs to be selected in the layers palette.

Saving Files
While working on an image, you should save the file in .psd format (Photoshop Document).  This file type
retains the image layers and effects without flattening them so that you can go back and modify your image
at any time.  Once you are finished with your work, you can Save as or Save for web the Photoshop file in a
different format, depending on the purpose of the final image.
When utilizing images for the web use these file formats:

.gif – If the picture is line art, has large areas of solid color and uses a limited color palette.

.jpeg – If the picture is a photograph or contains lots of different colors.

When printing a document use these file formats:

.eps – For print using a Postscript compatible printer.

.tif – For print using most printers and page layout programs.

Note: If you want to Import a picture into another graphic program choose .bmp or .pict, as they are the
two most compatible graphic formats.

To Save as  PSD: Select File > Save. Select the proper location and type in a name for the file. Make sure
the file format menu says ‘Photoshop(*.PSD,*.PDD).’
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To Save File for Web (as GIF or JPEG): To save the image as a GIF or JPEG, select File > Save for Web.
Select the tab that says ‘4-up.’ This will present 4 images of differing qualities. It will display the file size
and the time that it takes to load on the web. The file settings are to the right of the pictures. Recall that
if saving an image with few colors, GIF files can be used. If saving a file with lots of colors, such as a
photograph, save the file as a JPEG.

File Format (JPEG or GIF)

Quality of Image to be saved. This can be
changed for each of the images to compare
the file sizes and load times.
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