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Objective 
 
Now you know the basics of downloading your digital photos onto your 
computer’s hard drive, but want to know more about working with digital 
editing software?  In this two-part class you’ll have the opportunity to 
customize a digital picture file on the computer using tools in Photoshop 
Elements 4.0 for the Mac. 
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Digital Photography Terminology 
 
A pixel is a tiny square of color, thousands of which make up your 
photo, much like a mosaic. A megapixel is the term for one million 
pixels.   
 
dpi is the term for dots per inch, referring to how many dots or pixels 
per inch you have in a digital file. It is also used to describe the 
resolution of your computer screen and the preview screen on the 
back of your camera.  
 
jpeg is a type of photo file most commonly created by digital cameras. Photos on the 
web are most often saved in this format. Jpegs are compressed, making the smaller 
and easier to put more on a memory card or send via email. 
 
RAW is a photo file format offered as an option in some cameras. RAW files are not 
compressed so they are large. 

           
Basic Shooting or exposure Modes 

• Automatic - In this mode (usually is listed on the dial 
or screen as Auto), the camera is operating like a point 
and shoot camera.  It automatically focuses, chooses 
the shutter speed, and the aperture setting for light.  

• Landscape  – This mode should be selected for a 
photo with overall focus 

• Portrait – Choose this mode for a photo with focus on the closest object 
• Sports or action - This mode is great for athletic competitions, kids playing, etc. 
• Macro – This mode is used for close-ups within about two feet or less, 

depending upon the camera’s capabilities.  
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• Program – The program mode (usually listed as P) is a modified automatic 
mode. You are allowed to select the aperture and shutter speed in the menu or 
other procedure depending upon the camera.                                                                               



• Shutter priority – Shutter priority (usually listed as S) allows you to set the 
shutter speed and the camera will choose the appropriate aperture and will still 
automatically focus for you.  

• Aperture priority - Aperture priority (usually listed as A) allows you to dial the 
aperture setting you want for the type of photo you are taking and the camera will 
adjust the shutter speed as well as the focus for you.  

• Manual - Manual (usually listed as M) is for people who love the non-automatic 
cameras like the old 35mm cameras and who want to set the shutter priority and 
aperture themselves.  
 

Photo enhancement: Certain models give you the option of cropping and removing 
red-eye while your photos are still on your camera card and thus control of these 
options take place using the LCD screen. 
 
Face Detection finds human faces in the photo either automatically or with the press of 
a button. 
 
PictBridge Technology is a standardized technology found on many cameras which 
allows you to print from your camera to a printer without the aid of a computer.   
 
Optical Zoom is similar to what you'll find in a regular 35mm 
camera: When you push the button to zoom in or out, physical 
lens elements move inside the camera, to achieve the desired 
effect  
 
Digital Zoom uses the processor inside the camera and focuses on the object, digitally 
zooming in on it even more.   
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Becoming familiar with the Photoshop Elements 
work area 

 
When you open Photoshop Elements 4, you will find six important areas that you will 
need to be familiar with both in class and when using Photoshop Elements at home. 
 

 
 
 

Across the top of your page you will see a list running from left to right. This is called the 
Menu Bar. This bar contains menus for performing tasks. The menus are organized by 
topic such as files, editing, enhancing images, etc. When you click on one of these 
topics, a drop-down menu will appear so you can choose options related to that topic. 
For instance, when you click on File, the drop down menu that appears contains options 
such as open, save, save as, etc. for working with files.  
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Below the Menu Bar is the Shortcuts Bar. This bar contains buttons you can press 
instead of going through the menu bar to execute commands such as save, open a file, 
create a new file, undo, etc.  You can also find these options by going to the Menu Bar 



and then to a specific title but this is a faster way to do the same thing.  For example, to 
save a change in our file, you can either press the save button on the Shortcuts Bar or 
go to File and from the dropdown menu choose save. 
 

 
 
The Options Bar is below the Shortcuts bar. This bar contains options for using which 
ever tool you have selected for working on your photo. Each tool has a different set of 
options on this bar.  
 

 
 
 
The Active Image Area is the part of the screen where you image will be when you are 
working on it. It is immediately below the Options Bar. You can have several images 
open in this area at the same time. 
 
The Tool box contains tools for editing, selecting and viewing your images as well as 

tools fro painting, drawing, and creating type.  It is on the left side of your 
screen. It can be moved to other parts of the active image area as needed.  In 
the tool box you will find the Marquee tool, the lasso, the magic wand, a 
cropping tool, custom shape tool, etc. Any tool icon that has a triangle in the 
corner of that box has additional tools underneath it. You can access them by 
clicking on the triangle.  
 
 
The Palette Bin is located in the upper right 
corner of your screen. It contains the How To, 
Styles and Effects, and Layers palettes. The 
How To section gives you helpful hints on how 
to complete many tasks and creative things to 
do with your images. Pallettes help you modify 
images and the Palette Bin helps you organize 
the eight palettes that Photoshop Elements 
offers you. One of the palettes is a Navigator 
window for enlarging and shrinking the image 
inside the work area. There is also a color 

palette for changing the color of selected portions of 
your image, type, etc.   
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Color and contrast 
 
One of the many options given to digital camera owners is the ability to correct color, 
contrast, and red eye (eyes that appear red in your photos after using a flash to take 
your photo). Here are some ways to correct those problems or simply to adjust photos 
that you aren’t quite satisfied with. 
 
In the drop-down menu under Enhance you will find a number of easy options for 
making corrections to your photos.  

•  

 
 
 

• Auto Smart Fix automatically adjusts the whole color balance of the photograph 
and enhances details in the shadows and highlights of your photograph.  It’s a 
good place to start with working on your photos. Choose Auto Smart Fix and see 
if you like the change it makes to your photo. If you don’t like the change, either  
choose the Back button on your tool bar (below File) or choose Edit and Undo. 
 

• Auto Levels adjusts the contrast in your image and sometimes affects its color 
as well. If you have a photo with an odd color hue such as yellow and needs 
more contrast, then try Auto Levels. 
 

• Auto Contrast adjusts the overall contrast of an image without affecting its color. 
This function will affect the highlights, mid-tones, and shadows. If you want to 
work on only one of these areas, use Adjust Lighting.  
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• Auto Color Correction adjusts the contrast and color by identifying shadows, 
midtones, and highlights in your image, rather than in individual color channels. 
You get an averaged or blended set of colors. If this adjustment doesn’t work well 
for your photo, then use Adjust Color.  
 



• Auto Red Eye Fix  Like Auto Smart Fix, the software detects the red in pupils 
and decides how much or little to enhance your photo.  

 
• Adjust Smart Fix Like Auto Smart Fix, this adjustment works with the overall 

color balance 
 

• Adjust Lighting This option gives you three lighting choices to work with: 
shadows/highlights; brightness/contrast; and levels.  

 
• Adjust Color There are seven options for adjusting color, some of which give 

you a before and after view of the image so you can see how much change there 
will be to your photo. 

 
 
Filters 
 
Photoshop Elements gives you 
many quick and easy options for 
turning your photographs into 
unique digital images, sometimes 
no longer resembling photographs 
but looking much more like pieces 
of art! You can make a photo look 
like a watercolor painting, a stained 
glass window, a charcoal drawing, 
a mosaic and many other styles of 
two and three dimensional art. You 
can also combine styles using one 
filter after another to create unusual 
color and texture. 
 
 
 
The process is simple and a lot of 
fun. Find a photo on your hard drive 
that has good contrast. Pick something simple or crop an image, choosing an area that 
will be able to accept details like mosaic tiles or cross-hatching filters. 
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Filters and the Filter Gallery 
 
You can access Photoshop Element’s filters two ways. You can go to 
the Filters on the menu bar and select the filters you want to use on 
your photo from the drop down menu. There are filter styles which are 
listed on the right in the illustration. Each style has several options from 
which to choose. 
 
At this place, you also have the option to choose the Filter Gallery. If 
you are trying out filters for the first time, then I would suggest using the 
Filter gallery because you can see examples or thumbnails of the filters 
before you choose one. 
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In the Filter gallery window, you have a number of options for working with your 
image. First of all, the image you are working on appears in the preview screen on the 
left. You can make the preview larger or smaller with either the + or – buttons in the 
lower left corner or use the drop down menu next to the button to choose the size of the 
image by percentage. Just like the regular view an image in Elements, if the image is 



larger than the screen, scroll bars will appear on the bottom and right side of the screen 
so you can change your view.   

 
In the center of the window, you have thumbnails of 
examples of the filters. The filters are divided into styles 
here too. Select a filter by clicking on the thumbnail. The 
preview of your image will appear with the filter added. 
The filter can be adjusted using options on the right side of 
the screen.  
 
In the example above, the Colored Pencil filter has been 
chosen. The options for adjusting this filter are pencil 
width, stroke pressure and paper brightness. Using the 
slides to adjust the amount of each change, you will see 
the difference in the preview. When you are happy with 
the effect you get with the filter, then click OK. If you don’t 
like the first filter you choose, then go on to a different one 
and see how it changes your image. 

 
The next example was created using the Accented Edges filter. It is chosen in the 
same way as the example above but it has different adjustments.  
 
You can adjust the Edge Width by choosing a number between 1 and 14, with 14 being 
the widest.  
 
Next you can adjust the Edge Brightness by choosing a number between 0 and 50 
with 50 giving you the brightest edges.  
 
The last adjustment is for Smoothness. You can adjust from 1 to 15 with 15 giving you 
the smoothest edges.  
 
 Accented edges      
 
One more example of a filter is Neon Glow.  This 
filter turns your image into a black and white image 
but white can be changed to other colors.  
 
In adjustments for this filter, you can choose 
the Glow Size or how much glow you want. The 
choice ranges from -24 to +24. 
 
The next adjustment is for Glow Brightness. The 
color brightness ranges from 0 to 50. 

Neonglow 
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You can choose the color you want to glow by using a color picker.  



• Double click on the box marked Color Glow which is below the adjustment 
slides.  

• A color picker box will appear. In this box you will find a long rectangular box 
containing the color spectrum. When you slide the arrows up or down on either 
side of this box, the color in the square on the left will change. When you have 
found the color you like, you can make more adjustments to the tint by running 
your curser over the large box. It will now be a small circle. Wherever you click 
with your curser, the color you clicked on will appear in the top box in the upper 
right corner of the color picker window.   

• When you have the right color and tint selected, click OK. Now the preview will 
appear with the new color in a glow.  
 

 
If you would like to add texture to your photo, you might like to try the Stained Glass 
filter. It will break your image into small pieces with lead lines in between. You will find 
this filter in the filter gallery in the folder called Texture along with 

• Craquetone 
• grain  
• mosaic tiles 
• patchwork and  
• texurizer  
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You may adjust the filter in the following ways: 



• Cell size may be adjusted from 2 (smallest) to 49 (a very large cell which may 
make your image unrecognizable) 

• Border thickness may be adjusted from 1 (a very thin line) to 20 (which fills in 
the image with border) 

• Light intensity adjusts from 0 to 10. 
 
 
Straightening photos 

  
To straighten an image which has been taken 
mistakenly on an angle, select the straighten 
tool and place it on the left side of the image. 

While pushing down on the mouse button, draw a horizontal line across 
the photo. You can also use this tool to align vertically by starting in the 
bottom of the photo and drawing a straight line to the top of the image. When you 
release the mouse button, the photo will automatically align to the line you drew.  
 
 
 
The photo now has white background showing where the photo 
has been rotated. Using either the crop tool or marquee tool, crop 
the image to remove the white. You will lose some pixels in the 

ocess but the photo will be straight.  pr
 
 
Red eye removal 
 

To remove the red hue in the center of your subject’s eyes, 
choose the red eye tool and do one of two things. Either draw a 
box around the eye you want to color correct or click on the red 
eye itself. With either action, the computer automatically 

removes the red hue from that area of the photo. 
 
Selection tools 
 

Magic wand The magic wand selects 
a color in a specific area of your photo so you 
can make adjustments to it.  
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To make a selection, click on the magic wand tool, place it over 
the area you want to select and click with the mouse. A moving 



dotted line will appear around the selected area.      
 
To make the selected area larger, go to the section icons in 
the Options bar. The single selection icon is selected. When 
you press the second, third or fourth icon from the left, the 
selection area will increase. Now you can change the color of the selection, delete it, 
etc.  
   

Lasso   The lasso tool comes in three styles: the lasso, the 
magnetic lasso and the polygonal lasso.  To use the lasso, click on 
the type of lasso you want to use, selection a beginning point, 

press the mouse button, and draw around the area you want to select.  End your line on 
the begging point of the line and the solid line will turn into a moving dotted line. Now 
your selection has been made. 
 
The traditional lasso requires a steady hand and a 
good eye to draw around the item in the selection. The 
magnetic lasso will draw a line around a color and 
automatically make the line stay the color it thinks you 
are choosing. The polygonal lasso will draw a straight 
line until you release your mouse button so you must 
make a series of lines in order to select the section, 
ending your last line at the beginning point of your first 
line to close the selection area.  
  
 
Cloning vs. Healing Brush  
 
One of the advantages of knowing how to use Photoshop Elements is the ability to 
touch up photos. You can eliminate blemishes and objects that are distracting or add 
objects from the same or other photos. An easy way to do this is to use the Clone tool.  

With it you can copy or clone color and pattern from 
another part of your image onto the part you want to 
change.  

 
The Clone tool has two options: the clone stamp tool and the pattern stamp tool. We 
want to use the clone stamp.  
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The Options bar for the clone tool is now at the top of your screen. This stamp or brush 
can be defined by choosing the size of the brush stroke according to the width 
measured in pixels and the type of brush (hard or soft edges). In the example below, the 
brush stroke chosen has a soft edge.  



 
Another option is the opacity. You can overlay the pattern using 100% of the color and 
pattern you are cloning or turn down the opacity and make a soft, see through pattern 
on top of your original image. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
When you clone, you chose an area of your picture 
from which to clone. If you want your clone brush 
to duplicate an area next to your curser, then click 
o the alignment box. If the box is not selected, then 
you will only clone from a single area you choose.  
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To clone, move your curser to an area you want to 
clone from. Press the Alt button and right click at 
the same time. A + will appear in that area. Your 
curser, which is now a circle, will clone when you 
press down on the mouse button. Drag your curser 
across the area you want to change. If you are 
unhappy with the result, then press the back button 



on your tool bar or go to Edit > Undo clone stamp to go back one step. 
 
 

Another option is the Healing Brush tool.  It is a good tool for fixing large areas 
such as a background (sky, grass, etc). It does not have sharp edges like the 
clone stamp.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
After you clone the area you are fixing with the 
healing brush and release the mouse button, the 
computer will blend the edges of the area you 
brought the pixels into with the new pixels. Now the 
branch is no longer going through our friend’s head. 
This smoothing process can save you a lot of time 
so you don’t half to manually fix each partially 
cloned flower and leaf. It looks like you would 
expect it to. 
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Adding text to a photo 
 



If you want to make a flier, card or simply add to a photo by putting text on top of the 
photo, here is how you do it using Photoshop Elements.  
 

• Choose the Type Tool in your tool box. When you click on this 
tool, it will give you the option of a horizontal or vertical type 
tool.  

 
 

 
 

• The Type Options bar will appear on your screen. 
Select the font you want to use. Beside each font 
name is an example. 
 
 
 

• Now chose the style of type (regular, bold, etc.) 
size, and color. 
 
 

 
 
 
 
 
 
  

• Place your Type Tool in the area of 
your photo where you want the put 
the type. Drag the curser across the 
photo like you do for cropping to 
create a type box.   
 

  
  
 

©Ann Arbor District Library 14



• To move the text box either before or after 
putting in your text, choose the Move Tool at the 
top of the tool box. Now you can either move or 
change the size of the box.  
 
 

It is important to note that when you create a type box, 
you are also creating a layer that floats above your 
photo.  On the lower right side of your screen, you will 
find a Layers window.There you will see your photo and 
the type layers both listed and shown. If you want to 
work on your photo, simply click on the photo. To make 
changes to the text box, click on the photo layer in the 
layers box and your text box will become accessible. 
 

• Click the commit button in the type options box 
(check mark). 

 
• Save the file with a new name so you can remember which file has the type. 

 
Talk bubbles  
 
One of the interesting things you can do with your photos using Photoshop Elements is 
to place a Talk Bubble in a photo at add some commentary. It takes several steps but 
it’s easy to do. 
 

• First choose the Custom Shape Tool near the bottom of the tool box. 
When you select this tool, a number of shapes including the talk bubble 
will appear. You may choose the bubble here or in the toolbar at the top of your 
screen.  
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• Next, in the color selection box in the tool bar choose the color you want the 

bubble to be filled with.  
 

 
 

• Move your curser to the area in your photo where you want to place the bubble. 
Drag your curser across the area like you do when cropping. You can make the 
bubble as large or small as you want. Release your mouse button. Now you can 
move the bubble with the Move Tool and make it larger or smaller if you want.  
 

Notice that while creating this shape you 
have added a layer to your photo. The 
bubble actually is in a layer above the photo. 
 
 

• Choose your Type Tool and create a 
type box inside the talk bubble.  Again 
your have created a new layer. Make 
sure to select that layer if you decide 
to change the type.  

 
 
    

 
 
 

 
Here you can see the two 
layers and the photo in the 
layers box in the lower 
right corner of the screen. 
When you save this file, 
the three layers will come 
together or flatten to form 
one layer. 
 
 
Hint:  Remember to save 
the photo with a new name 
so you still have the 
original and can easily find 
the new file with the 
bubble! 
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Books and magazines available at the Library 
 
Adobe Photoshop Elements 4.0.: Classroom In a Book 
An Illustrated A To Z Of Digital Photography by Neigel Atherton & Steve Crab 
Basic Digital Photography: a No-nonsense, Jargon-free Guide For Beginners by Steve 
Bavister. 
Digital Camera Tricks and Special Effects 101 by Michell Perkins. 
Digital Photography: An Introduction by Tom Ang. 
Digital Photography 1, 2, 3: Taking and Printing Great Pictures by Rob Sheppard. 
Digital Photography: The Missing Manual by Chris Grover and Barbara Brundage. 
Digital Photography: Special Effects by Michael Freeman 
How To Do Everything With Photoshop Elements 4.0 by David Plotkin
Kodak, the Art of Digital Photography. Digital Photo Design: How To Compare Winning 
Pictures by Paul Comon. 
Photoshop Elements 4 for Windows by Craig Hoeschen 
Photoshop Elements 5: The Missing Manual  by Barbara Brundage
Photoshop Elements 5 for Windows by Jeff Carlson and Craig Hoeschen 
Step-By-Step Digital Photography: A Guide for Beginners by Jack & Sue Drafahl  
Teach Yourself Visually Photoshop Elements 4 by Mike & Linda Wooldridge 
The Complete Guide to Light and Lighting in Digital Photography by Michael Freeman. 
The Digital Photography Handbook by Simon Joinson. 
The Joy of Digital Photography by Jeff Wignall. 
The Photoshop Elements 4 Book For Digital Photographers by Scott Kelby 
The Photoshop Elements 5 Book For Digital Photographers by Scott Kelby 
 
Digital Photography Magazines 
 
PCphoto  
Popular Photography and Imaging   
Digital Photographer   
 

 
Digital Photography web sites 
 
www.digitalcamerainfo.com
www.digitalcamerareview.com 
www.dpreview.com
www.livingroom.org.au
www.PCphoto.com  
www.PopPhoto.com
www.steves-digicams.com
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http://www.aadl.org/cat/seek/search/Xphotoshop%20elements?searchscope=26&m=&SORT=D&topformsub=1/Xphotoshop%20elements&searchscope=26&m=&SORT=D&topformsub=1&SUBKEY=photoshop%20elements/13%2C24%2C24%2CB/frameset&FF=Xphotoshop%20elements?searchscope=26&m=&SORT=D&topformsub=1&14%2C14%2C
http://www.aadl.org/cat/seek/search/a?SEARCH=Brundage,%20Barbara%20(Barbara%20K.)&submit=Search&searchscope=26
http://www.aadl.org/cat/seek/?ue=search%2FXphotography%26searchscope%3D4%26m%3Ds%26SORT%3DD%26topformsub%3D1%2FXphotography%26searchscope%3D4%26m%3Ds%26SORT%3DD%26topformsub%3D1%2F1%252C5%252C5%252CB%2Fframeset%26FF%3DXphotography%26searchscope%3D4%26m%3Ds%26SORT%3DD%26topformsub%3D1%262%252C2%252C
http://www.aadl.org/cat/seek/?ue=search%2FXphotography%26searchscope%3D4%26m%3Ds%26SORT%3DD%26topformsub%3D1%2FXphotography%26searchscope%3D4%26m%3Ds%26SORT%3DD%26topformsub%3D1%2F1%252C5%252C5%252CB%2Fframeset%26FF%3DXphotography%26searchscope%3D4%26m%3Ds%26SORT%3DD%26topformsub%3D1%265%252C5%252C
http://www.digitalcamerainfo.com/
http://www.digitalcamerareview.com/
http://www.dpreview.com/
http://www.livingroom.org.au/
http://www.pcphoto.com/
http://www.popphoto.com/
http://www.steves-digicams.com/
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