
PHOTOSHOP1
15 / WORKSPACE
Imaging software, just like our computers, relies on metaphors from the physical world 
for their design.  In the case of photoshop these metaphors begin with the darkroom 
where photographers would use techniques to enhance, repair or modify their images.  
In this section you will work with different parts of the photoshop workspace including: 
menus, tools and palettes.  We will also complete exercises to help you practice and 
prepare for working with more advanced features in later sections.
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1 Adapted from Digital Foundations Chapter 07 and SF Handout PS Explorations

 TOOL PANEL

LAYERS PALETTE

OPTIONS PALETTE

CANVAS



OPTIONS
There are many ways to do things in 
photoshop.  We have selected specific 
ones to make sure you are exposed to 
various tools.  If you find a better, easier 
or more enjoyable way to do something 
go for it!  Also take the time to write it 
down in your best practices notes.

SAVE DISASTERS
Many changes in photoshop are 
considered destructive.  That is once 
saved you can’t go back to the 
original image.  To avoid this it is a 
great idea to set up a layer group to 
store copies of all original materials 
you are working with in the project.  

TOOLS & PALETTES
In the Creative Suite programs, palettes 
are accessible from the Window menu.   
In this exercise we will explore tools and 
palettes in Photoshop CS6.

YOU WILL NEED:

• Mac Running OSX 7 or Later

• Photoshop CS 6

• This Sections Exercise Files

STEPS:

1. Open this exercises included filefile 
included in Photoshop.  You can  drag 
it to the Photoshop icon in the dock or 
use File>Open from within 
Photoshop. 

2. Set the default workspace by clicking 
on Window > Default Workspace. 

3. Look at the Tool Palette.  Notice that 
the tools are located in the Tool Palette 
on the left side of the screen. The 
arrow at the top of the palette can be 
used to view the tools in a single or 
double column.

4. Click once on any tool and notice the 
Options Palette at the top of the 
screen.  All tools have specific options 
that are used to determine how each 
tool functions.  When a different tool 
is selected, its options are shown in 
this palette.

5. Palettes are also seen on the right side 
of the screen. All palettes can be 
hidden or displayed by using the 
Window menu.  Try to hide some of 
the visible palettes.  Make sure the 
navigator palette is showing.

6. The Navigator Palette can be used to 
explore various areas of an image.  
The navigator can be used to move 
around within a large image, but you 
will soon learn short-cut keys to avoid 
this palette.
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7. Push the slider on the bottom of the 
Navigator Palette all the way to the 
right to zoom all the way in to the 
image.  The small red square in the 
Navigator Palette indicates which part 
of the image is viewable on screen. 

8. Double-click the Zoom Tool in the 
Tool Palette to see the image at 100%. 
It is important to view digital images 
at 100% as this is the “true” 
representation of the file. 

SHORTCUT: CMD+0 
This will change the viewing percentage 
of the image to as large as your screen 
supports.
9. Notice that the Zoom Tool options 

include a zoom out button (Zoom 
Tool with a minus sign).  Click on this 
and then click anywhere within the 
image. Keep clicking and you will 
continue to zoom out of the image.

10.  The button, "Actual Size," will also 
put the file at 100%.  Try it. 

11. The button, "Fit Screen," will make the 
image as large as it can be viewed on 
your screen.  Try this, how does it 
differ from actual size?

HAND TOOL
You can use the Hand Tool instead of 
scroll bars to move your image.  Holding 
the spacebar on the keypad changes most 
tools to the Hand Tool. This is useful for 
quick, temporary access to the Hand 
Tool.

12.  Double-click the Hand Tool to see the 
image as large as it can be within your 
particular monitor settings. 

13. Now we'll try some key commands.
13.1. Zoom in more than 100% by 

using CMD+= and 
13.2. use the Spacebar key (SPCE) to 

access the Hand Tool. EDIT: 
Previous tip already explains 
this

13.3. Hold SPCE and use the mouse 
to click and drag on the image.

BASIC ADJUSTMENTS.
Now that you are more comfortable with 
the interface let’s try one of the most 
basic corrections, cropping or 
transforming the image.  Once our image 
has been cropped we can begin 
addressing the exposure, contrast and 
colors.  These steps give us a balanced 
image as we go on to more advanced 
editing.

YOU WILL NEED:

• Your file from exercise 8.

STEPS:

1. Open the file from exercise 8. 
2. Click on the Crop Tool in the Tool 

Palette, then use the Options Palette 
to set the Crop Tool to make a crop at 
exactly 3 by 4 inches or Click and drag 
with the Crop Tool over the image. 
When most of the image is selected, as 
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in our illustration below, click Return 
or Enter on your keypad to finish the 
crop.

3. Click Image > Auto Contrast to 
automatically adjust the contrast 
within the image file.

Before and after Auto Contrast was applied to 
the image file.

4. 4. Press CMD+Z on the keypad to 
“undo” the last step. Press CMD+Z 

again and Photoshop "redoes" the last 
step. 

5. Click on the Brush tool and make five 
random marks with it on the image. 
Press CMD+Z two times and you will 
still have five random brush marks on 
top of the image.

6. The Brush Tool is selected in the Tool 
Palette. The Brush Options can be 
used to select a brush size, a hard or 
soft edge on the brush, and the 
opacity of the hue that the brush 
draws (look towards the top right area 
of the Brush Tool Options).

HISTORY PALETTE
In programs like Illustrator, CMD+Z 
continuously undoes previous steps. In 
Photoshop, the History Palette serves this 
purpose.   If the history palette is not 
visible open it now and explore.

7. Click on the History Palette (Window 
> History) and notice that it says, 
"Brush Tool" for each of the times that 
the paintbrush was used. Click once 
on each step in order to travel 
backwards through time. Just clicking 
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on the step is “enough,” that is, 
nothing needs to be clicked in order to 
confirm that this is where you want to 
start working – just, start working and 
a new step will be recorded in the 
History Palette. Click on the step in 
the History Palette that restores the 
image to the point after Auto-Contrast 
was applied.

Here we see the history palette in action.
8. Click Image > Adjustments > Hue/

Saturation. This adjustment changes 
the layer’s hue, the intensity or 
saturation level of the hue and the 
value of the hues within the image. To 
create an overall wash of color or 
monotone effect, click on the 
“Colorize” button at the bottom right 
of the dialog box. Changes made to 
the hue (by dragging the hue slider) 
will become easily apparent.

9. The Hue/Saturation adjustment is 
used to create a monotone wash over 
the image. Here the image takes on a 
sepia tone, similar to a traditional 
photographic bath used to cast a 
warm tone on the image.

METAPHOR DETECTIVE
You don’t have to understand the history 
of traditional photography to learn 
photoshop, but sometimes finding the 
back story of a tools development can 
give you insights into how to use it.  If 
the operating system is like your office, 
design software is like your studio. The 
metaphors of design software are built 
around the tools of the artist and 
designer: pencils, brushes, palettes, 
canvas, and photographic equipment. 
These tools do what you would expect: 
pencils make hard-edged lines, brushes 
make hard and soft-edged areas of color, 
colors are mixed in the Color panel.
Take some time to explore the photoshop 
screen then find a button which is new to 
you.  See if you can figure out what it 
does and its physical counterpart.  
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