
Photoshop guidelines
A primer on how to use
a picture editing program

Adobe Photoshop is the leading photoediting program 
for media professionals. The program has a wide 
range of options, and some professionals who work 
with it daily spend years learning its intracacies. The 
purpose of this set of guidelines is to get you started 
in using and experimenting with the program. The 
prerequisite to using Photoshop is to have an image in some digitized form either 
through scanning or downloading from a digital camera.

Rotating

One of the first things you may 
have to do with an image is rotate 
it. The rotation function is found 
on the Image menu.

On this menu, CW means clock-
wise and CCW means counter-
clockwise.

The Arbitrary function all ows 
you to rotate in small increments.

This picture was rotated 
90 CW and now has the 
correct orientation.

Copyright © 2001 Jim Stovall
These guidelines were prepared 
for the Journalism classes at the University of Alabama.



Levels,
Brightness/Contrast

Another early operation in dealing with your image is 
adjusting the levels or the brightness and contrast of 
a photo.

Some professionals use the Auto Levels function to 
see what that will do to the picture.

Others simply go to the Levels function and adjust 
manually. The picture on the far right is the original, 
and the one below shows an adjustment that has lightened it. It was adjusted by slid-
ing the triangles under the black-and-white image.

Another way of achieving these results is through the Brightness/Contrast function. 
Some professionals prefer this 
function because they believe it 
gives a photo (particularly a digital 
photo) more depth and makes it 
less flat.

Most pictures, particularly if you 
preparing them for the Web, will 
need to be lightened. You should 
do so with care, however, so that 
you preserve the contrast of the 
photo.
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Variations

Another adjustment that can be made is with the 
Variations function. (See the menu shown above.)

This function allows you to lighten or darken an 
entire photo or to add a hue (color) when the whole 
photo might need some color adjustment.
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Cropping

Cropping a picture can be done with the cropping tool 
that is the first tool in the toolbox on the left of the 
screen. You simply use that tool to draw a rectangle 
around the part of the picture you want. If you want to 
cut out all other parts of the 
photo, pull down to Crop on 
the Image menu.

Cropping can also be used to 
select parts of a picture that 
you want to adjust. This is a 
more advanced Photoshop 
technique that you will learn if 
you keep using the program.
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Filters

The Filters menu in Photoshop has a 
number of useful functions.

One of them is a set of Noise filters that 
can help you clean up a photo that has 
dust or scratches on it.

Another function that can be useful is the 
Unsharp Mask, which is a feature of the 
Sharpen function. Unsharp Mask, used 
judiciously, can sharpen a photo. It has 
three sliding scales that have various 
effects on a picture, and you should prac-
tice with them until you understand what 
they do. Be careful not to overuse this function.
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Scaling

When you change the size of a picture — something you 
will have to do often — you should change it proportionally. 
That is, you should change the width at the same rate as 
you change the length. In Photoshop terms, this means that 
you will scale the picture. To do this, you need to select a 
part of the picture (or all of the picture) with the cropping 
tool and find the Transform function under the Edit menu. 
One of the Transform options is Scale. This will give you 
a diagonal arrow on whichever corner of the picture you 
use to push in or out, thus 
changing the size of the 
picture.

You should also experi-
ment with the other 
Transform options.
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Sizing

Another way of changing the size of a picture is with 
the Image Size function of the Image menu. That func-
tion asks you to designate one of the dimensions of 
the picture, and (as long as the Constrain Proportions 
box is checked) it will figure the other proportions.
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Canvas size

In order to work with a picture more easily, 
you may need to increase the space around 
the image but not the picture itself. That is the 
Canvas Size function, foundon on the Image 
menu.

Canvas size can be increased by any dimen-
sion that you choose. Unlike the Image Size 
function, however, you will need to deal with 
width and height separately. Once you have 
finished working with the picture, any extrane-
ous canvas can be cropped out.
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Effects

The Effects function under Layer 
menu automatically does a number 
of things that you might need at 
some point. One of those options 
is a Drop Shadow, which creates a 
soft cast shadow behind a picture. 
(You will need extra canvas size 
— see above — to make this work.) 
You should experiment with all of 
the options in the Effects function.
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Adding text

Photoshop allows you to add text on an image. 
You can do so by double-clicking on the text 
tool in the toolbox (T inside the rectangle). 
That will create the dialogue box shown in the 
picture at the right. The dialogue box gives you 
a number of options about what your text will 
look like. You should experiment with these 
options.

The text you create will remain on a separate 
layer until you merge that layer with another 
one. This can be very useful because you may 
want to edit or change the text. Having the text 
on a separate layer allows you to move the text 
around without affecting the rest of the picture.
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Saving a file

You should save your file in the proper 
format. If you are going to use the photo 
with Quark, you should save it as a TIFF 
file. If you are saving it for the Web, you 
need to save it as a GIF or JPEG file.

If the Format menu comes up with only 
Photoshop as a choice, chances are you 
need to Flatten the image (Layers menu.)
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