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Before using any tool, it is a good idea to Reset the tools.

1. Choose the tool.

On the toolbar along the top, click on the first icon on the left and click on Rest Tool





















Move Tool (also Re-Sizes)





Purpose: 


Move selected areas or layers within a picture.


Resize selected areas.


Move selected area from one picture to another (easier way to copy a layer from one to the other)





How to Use it:


Click on the tool.


Click on the desired layer.


Click in the center and drag to move.


Click and drag on a corner of the layer or another hotspot (squares) to re-size 


You can also use this to drag a layer to another picture rather than using the “Duplicate” method.





Hints:


Sometimes it takes a couple of clicks to activate this tool.


Holding down the CTRL key activates this tool no matter what you are doing.


This tool can be used to copy a layer.








Zoom Tool





Purpose: 


Allows you to zoom on a specific area of a picture or the whole picture .


Zooming in allows you to make detailed edits, such as erasing.





How to Use it:


Click on the Zoom Tool. 


Click on the picture to zoom.


You can change the “zoom in” to “zoom out” on the upper toolbar.





Hints:


The mouse wheel does the same function.


If you draw a box using the “zoom in” it will zoom on that area.








Hand Tool





Purpose: 


Allows you to move or navigate in a picture while “zoomed in”.


Good to use when making close up detailed editing and moving from spot to spot rather than using the scroll bars.





How to Use it:


Click on the Hand Tool. 


Click and drab on the picture to move.











Eyedropper Tool





Purpose: 


Allows you to select a very specific color for another use, such as Text, Erasing, Drawing, etc.





How to Use it:


Click on  the Eyedropper Tool.


Click on the spot which has the color you want to copy.


Check the color swatch in the bottom left to make sure it is selected.





Hints:


Choose your color before you start to type.











Rectangular/Elliptical Marquee Tool





Purpose:


The Marquee tool draws rectangular/elliptical selection borders, and the Elliptical Marquee tool draws round or elliptical selection borders.


These “selections” can then be made into new layers, moved, deleted, etc.





How to Use it:


Click on the Marquee Tool.


On the upper toolbar, choose rectangle or ellipse.


Click and drag to make a square or ellipse around the desired area to copy, move, delete, etc.





Hints:


Start to create your rectangle or ellipse outside of the selection.  I like to work from upper left to lower right.











Lasso Tool





Purpose:


The lasso tool lets you make either freehand selections or very precise selections of areas of a picture.


These “selections” can them be made into copies/layers, deleted, moved, etc.





How to Use it:


Click on the Lasso Tool.


On the upper toolbar, choose Lasso Tool for a Freehand selection of an area; choose Magnetic Lasso for an exact selection; choose Polygonal for an exact shape selection.


Lasso Tool: Click and drag to make a “lasso” around your object. Magnetic Lasso Tool: Click and drag around, but be as close to the object as you possibly can so the magnet adheres to your selection.


Polygonal Lasso Tool: Click to set an initial point.  Don’t click and drag, but move your mouse to a second point and click.  Continue until you have the shape you want and get as near your initial point as possible and then let go and hit Enter.





Hints:


You don’t have to end your lasso exactly where you start.  If you get close and hit  Enter you will be okay.


When done drawing, take your hand off your mouse…..straight up is best.


If you make a mistake, hit the ESC key or CRTL+Z to start over.











Magic Wand Tool





Purpose:


The Magic Wand tool selects pixels within a similar color range with one click.


These “selections” can then be made into new layers, moved, deleted, etc.





How to Use it:


Click on the Magic Wand Tool.


Click on the area(s), colors you want to select and wait patiently to see what is selected


Hints:


This tool works best for selecting large areas of solid colors.











Magic Selection Brush Tool





Purpose:


The Magic Selection Brush tool selects pixels within a similar color or texture.


These “selections” can then be made into new layers, moved, deleted, etc.


This tool is good for selecting an item that stands out from the rest of the image or is somehow different in color or texture/pattern.





How to Use it:


Click on the Magic Wand Tool.


Click on the area(s) and use the brush to draw a line to select the area you desire and wait a moment.


Hints:


This tool works best for selecting large areas of solid or distinct colors.


It doesn’t work real well in pictures with lots of hues of the same color.











Text Tool





Purpose:


The Magic Selection Brush tool selects pixels within a similar color or texture.


These “selections” can then be made into new layers, moved, deleted, etc.


This tool is good for selecting an item that stands out from the rest of the image or is somehow different in color or texture/pattern.





How to Use it:


Click on the Text Tool icon.


Use the upper toolbar to select Font info first.


Click on the area(s) where you want to type.  You don’t have to be exact.


Use the Move Tool to place text exactly where you want it.





Hints:


You can change your text fonts later if you highlight the text.


Clicking on the Text tool automatically creates a new layer.











Cropping Tool





Purpose:


The Cropping tool allows you to cut-out/crop the picture to a desired size or area.





How to Use it:


Click on the Cropping Tool icon.


Click and drag to make a rectangle around the area you want to keep.


Click on the Green checkmark to finalize the crop.





Hints:


Remember, the crop isn’t complete until you click the Green Check Mark.











Cookie Cutter Tool





Purpose:


The Cooke Cutter tool allows you to cut-out/crop the picture to a desired size or area and in a specific shape such as a Star or Heart.





How to Use it:


Click on the Cooke Cutter Tool icon.


On the upper toolbar, choose the shape you want to use.


Click and drag to create the size of the shape you want.


You can re-position the shape by clicking in the center of the shape and dragging.


You can re-size by clicking and dragging the edges or corners of the shape.


Click on the Green Check to accept the crop.





Hints:


Remember, the crop isn’t complete until you click the Green Check Mark.











Straighten Tool





Purpose:


The Straighten tool allows you to straighten pictures that were photographed crooked or need the horizon changed for some reason.


This tool can also crop the picture as you straighten.





How to Use it:


Click on the Straighten Tool icon.


On the upper toolbar, choose the “Canvas Options” you want to use.  This will allow you to automatically crop if you want.


On the upper toolbar use the check box to decide if you want to straighten the entire picture or just the layer you are working on.


Click and draw a line on the picture from left to right or right to left depending on how you want to straighten.


The starting point of this line will be the new bottom of the picture.


The greater the angle, the more will be cropped out.


Let go of the mouse and the picture will straighten.


Depending on your Canvas Options, you may need to crop manually.





Hints:


Remember, when you straighten, you will likely lose part of your picture.











Red Eye Removal Tool





Purpose:


The Red Eye Removal tool allows you to remove the Red Eye problem that occurs in many pictures..





How to Use it:


Click on the Red Eye Removal Tool icon.


Method 1: Click directly on the Red Eye.


Method 2: Click and drag to draw a box around the red eyes.





Hints:


If this is all you need to do, use Quick Fix.


Remember it doesn’t work on most animals and white eyes.


It always isn’t 100% either.











Spot Healing Brush Tool





Purpose:


The Spot Healing Brush tool allows you to quickly remove blemishes or other imperfection.





How to Use it:


Click on the Spot Healing Brush Tool icon.


On the upper tool bar set the size of the brush to a little larger than the spot you are fixing.


Click on the spot you want to fix.





Hints:


This works in small areas.  Using it in a larger area will have odd effects.











Clone Stamp Tool





Purpose:


The Clone Stamp tool allows you to quickly paint over parts of an image to fix imperfections 


It also can be used to remove objects (people, buildings, etc.)








How to Use it:


Select the layer you want to work with.


Click on the Clone Stamp Tool icon.


On the upper tool bar set the size of the brush.


Click on the spot you want to begin your copying by holding the Alt key and clicking.


Click and drag to paint.  Remember that wherever the crosshairs are located is what you are painting.





Hints:


Don’t forget the Alt key when you click.


Keep an eye on the crosshairs, that is what you are copying.











Eraser Tool





Purpose:


The Eraser tool allows you to quickly remove parts of a layer or entire image.





How to Use it:


Select the layer you want to work with.


Click on the Eraser Tool icon.


On the upper tool bar set the size of the eraser and the type


Eraser: Erases normally and on Background it replaces with Background color.


The Background Eraser will leave transparency wherever you use it.


The Magic Eraser will erase continuous areas of color with a single click.


Hints:


Zoom in to do detailed editing with eraser.


The Magic Eraser is good for doing the big areas and then clean up with the eraser.


You can also erase/delete using the Marquee tool.


When you erase the background it is replaced with the Background color in the 











Brush Tool





Purpose:


The Brush tool allows you to quickly add strokes of color or patterns.





How to Use it:


Select the layer you want to work with.


Click on the Brush Tool icon.


On the upper toolbar choose your Brush Size and type.


Brush Tool is a normal brush.


Impressionist Brush Tool allows you to stylize your brush strokes.


Color Replacement Brush allows you to replace one color with another while painting rather that painting over.  The foreground color is the replacement.


Click on drag on top of layer or background to paint.





Hints:


Remember you can choose a variety of brush sizes and styles to include patterns such as Stars or Grass.











Paint Bucket Tool





Purpose:


The Paint Bucket tool allows you to quickly add color or patterns to large areas.





How to Use it:


Select the layer you want to work with.


Click on the Paint Bucket Tool icon.


On the upper toolbar choose either Foreground color or Pattern..


Click on the spot where you want to “spill” the paint.





Hints:


This tool is good for filling large continuous areas with a color or pattern.


Not so great for close up or detailed work.





Gradient Tool





Purpose:


The Gradient tool allows you to add an area of color or total background of color with either multiple colors or intensity of those colors that radiate from a certain point, side or angle.





How to Use it:


Select the layer you want to work with or create a new layer.


Click on the Gradient Tool icon.


On the upper toolbar click on the Drop Down arrow to select the style of Gradient you want to use and then to the left choose type of gradient (lines, angles, center, etc).


Click and hold on the spot where you want to begin your gradient and then drag to the mouse to an ending point. The farther apart the more dramatic the effect .


Play with it.





Hints:


Remember, these are either solid or partially transparent, so you’ll need to play with your layers to get the entire image to look correct.


It might be best to create a new blank layer to create these gradients and then “layer” images on top of them.


Not so great for close up or detailed work.





Shape Drawing Tool





Purpose:


The Shape Drawing tool allows you to add shapes or lines to an image.


These can be used as backgrounds or enhancements to an existing image.





How to Use it:


Click on the Shape Drawing Tool icon.


Select your Foreground color.


On the upper toolbar click to select the type of shape want to use.


Click and drag to draw your shape.


Play with it.





Hints:


Remember, drawing a shape automatically creates a new layer.


The color of the shape/line is the same as the Foreground color.








Blur Tool





Purpose:


The Blur Tool allows you to reduce the sharpness of parts of a picture.


By blurring parts of a picture, you sharpen others and make them more pronounced.





How to Use it:


Click on the Blur Tool icon.


On the upper toolbar click to select the size of Blur Tool you want to use.


Click and drag to blur areas of your picture.


Play with it.





Hints:


If you are going to blur large areas, then the Filter tools on the Menu Bar will likely be more useful.


The Smudge Tool option on the upper tool bar allows you to make more obvious blurs or to mix colors in a specific area











Sponge Tool





Purpose:


The Sponge Tool allows you to alter the color saturation or vividness of an area of the picture.  Making the color more or less bright.





How to Use it:


Click on the Sponge Tool icon.


On the upper toolbar click to select the size of Blur Tool you want to use.


On the upper toolbar click to “Saturate” or “Desaturate”


Click and drag to change the desired areas of your picture.


Play with it.





Hints:


The Dodge tool quickly removes color from a specific area while the Burn tool enhances color. Both of these are on the upper toolbar.








 





Foreground/Background Colors





Purpose:


This Foreground tool selects the colors used for Text, Brushes, Paint Bucket, and other “fills”.


The Background tool is used mostly when erasing.





How to Use it:


Click on the Foreground or Background icon.


When the color palette opens click on the color you want to use.  You may have to scroll to find your color.


Play with it.





Hints:


It is usually best to select your colors before you select your tool














