
 
 
BASIC PHOTO EDITING 
Use this how-to-guide to help you get started with learning basic to intermediate 
photo editing skills. These are just suggestions, and use only the steps that apply 
to your specific photo or sets of photos. 
 
INTRO TO BRIDGE CS4 
Adobe Bridge CS4 is an organizational program that allows users to organize a 
large number of files all at once, such as a batch of unedited photographs. 
 
For photographers, Bridge is a helpful tool that allows them to view and organize 
their image files then select certain images to edit in Photoshop.  
 
BRIDGE CS4 INTERFACE 

 
See attached Bridge interface picture for a larger version. 
 
IMPORTING PHOTOS FROM A CAMERA OR CAMERA CARD 
 



1. Connect camera or camera card reader to the computer using a USB cord 
and the USB port.  

2. Click inside of the folder name area (i.e. 100NCD70), and rename the 
folder.  

 
VIEWING & APPROVING PHOTOS IN BRIDGE 
 

1. Click and drag the folder of raw images you would like to view onto the 
Bridge icon, which is the orange Adobe box with a “BR” inside of it. 

2. Once the photos open in Bridge, go to the upper- right-hand corner of your 
screen, and click on FILMSTRIP, so that you can view the thumbnails of 
your images at the bottom screen, with the larger version of the selected 
image in the center. 

3. Click on each thumbnail of each photo to view the larger version.  
4. When you see a photo that you like, select that photo, go to the MAIN 

MENU, and select LABEL  APPROVED. 
 

NOTE: You will notice on the left-hand side of the screen, you will see 
LABELS  APPROVED. This is where all of your approved photos are 
stored. 

 
5. Continue approving photos until you have your “final cut” of images that you 

would like to pull into Photoshop for editing.  
6. Go to the left-hand side of your screen where it says LABELS, and highlight 

APPROVED. 
7. Move back over to the thumbnails, and select all of your approved photos, 

holding down the SHIFT key to select them all.  
8. With all of the APPROVED photos selected, double-click on any one of the 

photographs.  
 
NOTE: These photos will automatically open in Photoshop. 
 

 
INTRO TO PHOTOSHOP 
Adobe Photoshop CS4 is a graphics editing and manipulation program that 
photographers use to edit their images, and that graphic designers use to build 
their own images from scratch.  
 
 
 
 
 
 
 
 
 
 
 



 
 
 
PHOTOSHOP INTERFACE 

 
 
OPENING PHOTOS DIRECTLY IN PHOTOSHOP 
 

1. Click on the image file that you’d like to edit in Photoshop. 
2. Drag the file over the Photoshop icon, which is the blue box with the “PS” 

inside of it.  
 
CROPPING & ROTATING PHOTOGRAPHS 
Oftentimes you will want to select only a portion of the image you photographed for 
your final frame, or even straighten out a crooked photo. By using the CROP tool, 
you can do both at the same time. 
 

1. Go to the TOOLBAR and select the CROP tool, which is represented by a 
crosshatch.  

2. Go to your TOOL OPTIONS menu, which is the menu below the main 
Photoshop menu, and delete any values you see in the WIDTH and 
HEIGHT boxes.  

 
NOTE: Using these boxes, you can define the dimensions and also the 
resolution of the file when you crop it. 

 
3. With the CROP tool selected, go to your document, click on your image, and 

drag it diagonally outward. Using the CROP tool, click on your image and 
drag it diagonally outward. 



 
NOTE: When you release your mouse, the area selected will be inside a 
box with dashed lines and handles around the edges. 

 
4. Move the handles, which are the miniature squares around the photograph, 

until you’ve selected the area of the photo that you want to keep.  
5. If you’d like to rotate your image, move your mouse just outside one of the 

corner handles, until the cursor turns into a curved arrow. 
6. Turn the photo until you’re happy with the angle at which it’s rotated. 
 

NOTE: When straightening out a photograph, a good way to make it level is 
to find a line in the photograph that should be straight, and align the 
crop/rotate box with that line.   

 
7. Double-click inside of area of the image that you’re cropping too activate the 

crop. 
 

NOTE: If some of the photo’s edges are white, this means that you cropped 
outside of the actual photo, so Photoshop added a white background to the 
areas you selected where the photo didn’t reach. To fix this, just re-crop the 
photo, this time not including the white areas. 

  
HEALING PHOTOGRAPHS 
Sometimes an image has spots or smudges due to any dirt or scratches present 
on the camera’s lens. By using the SPOT HEALING BRUSH, you can actually 
remove any blemishes on the image. 
 

1. To determine whether your picture has spots/smudges, etc., click on the 
APPLE and + keys simultaneously to zoom in and see if anything needs to 
be removed. 

2. Go to the TOOLBAR and select the SPOT HEALING BRUSH, which looks 
like a Band-Aid and is the seventh tool from the top of the TOOLBAR. 

3. Go to your image, and zoom into the area of the photo that you’d like to 
heal.  

4. Adjust the radius of the SPOT HEALING BRUSH by clicking the BRACKET 
keys on your keyboard, the left-hand bracket to make the radius smaller, 
and the right-hand bracket to make the radius larger. 

 
NOTE: You want the SPOT HEALING BRUSH radius to be JUST a little bit 
larger than the blemish itself, as it duplicates the pixels around the blemish, 
and places those same pixels on top of the blemish itself. 

 
5.  Click on the spot to get rid of the smudge. 

NOTE: If your image was distorted, click COMMAND + Z to undo your last 
move, and try a smaller radius. 

 
6. Repeat these steps to clean up the rest of your photo. 

 



ADJUSTING CONTRAST WITH LEVELS 
The LEVELS tool allows you to increase and decrease both the darkness and the 
brightness of colors in a photograph. By using the LEVELS tool to adjust the 
darkness and the brightness of an image, you are essentially increasing the 
contrast.  
 

1. Go to the Photoshop menu and click on IMAGE.  
2. Select ADJUSTMENTS.  
3. Click on LEVELS.  
 

NOTE: A new menu should pop up, labeled LEVELS. This menu features 
the picture’s histogram. A histogram is a graph that displays how the light 
has been distributed inside of your picture. If the histogram has a high peak 
on the left, the picture is too dark. If the histogram has a high peak on the 
right, the picture is too light.  

 
NOTE: The black triangle, on the left side of the histogram, represents the 
shadows in the picture. The white triangle, on the right side of the 
histogram, represents the highlights in the picture. The gray triangle, in the 
middle of the histogram, represents the midtones.  

 
4. Click and hold down on the GRAY triangle, and if your image is too dark, 

drag it slightly to the left. If your image is too light, drag it slightly to the right.  
5. Click and hold down on the WHITE triangle and drag this toward the body of 

the histogram.  
6. Click and hold down on the BLACK triangle and drag this toward the body of 

the histogram.  
7. Click OK.  

 
NOTE: You know you went too far if you lost a lot of detail in the image. If 
your whites and blacks are so bright and dark that you lost detail, just click 
COMMAND + Z to undo the levels adjustment and start again. 
 

ADJUSTING CONTRAST WITH CURVES 
The CURVES tool allows you to increase and decrease both the white and dark 
points in a photograph.  
 

1. Go to the Photoshop menu and click on IMAGE.  
2. Select ADJUSTMENTS.  
3. Click on LEVELS.  
 

NOTE: A new menu should pop up, labeled CURVES. This menu features a 
different kind of histogram. This one, as opposed to the one you see with 
LEVELS, features a line stretching from the bottom left to the top right 
corners. You will adjust this line according to the lightest and darkest points 
in the image.   
 



NOTE: Curves work on what is commonly referred to as “S-Curves” 
because when you’re finished your line will look like an some form of an “S” 
figure. For the more white you add to the image to increase the highlights 
you should be adding a similar amount of black for the shadows. 

 
4. Click and hold on a portion of the line near the top-right of the CURVES box. 

Drag the line up and to the left slowly and watch how the image changes. 
Make sure that your highlights don’t get too white because then they’ll begin 
to get blown out.  

5. Click and hold on a portion of the line near the bottom-left of the CURVES 
box. Drag the line down and to the right slowly to bring your shadows back 
into a strong darkness. Again, pay attention so you don’t lose all of the 
definition in your shadows.  

6. Click OK.  
 

NOTE: You know you went too far if you lost a lot of detail in the image. If 
your whites and blacks are so bright and dark that you lost detail, just click 
COMMAND + Z to undo the levels adjustment and start again. 
 

 
ADJUSTING COLOR WITH COLOR BALANCE 
The COLOR BALANCE tool allows you to add or remove an amount of a specific 
color by adding or removing that color’s opposite.  
 

1. Go to the MAIN menu and select IMAGE  ADJUSTMENTS  COLOR 
BALANCE.  

2. Select the TONE that you would like to adjust (Shadows, Midtones or 
Highlights).  

3. Select the COLOR you would like to adjust (Cyan, Magenta, Yellow, Red, 
Green or Blue). 

4. Drag the slider AWAY from that color if you would like to remove some of 
that color, or drag the slider TOWARD that color if you would like to add 
some of that color.  

5. Click OK. 
 
DODGING AND BURNING PHOTOS 
By DODGING and BURNING, you manipulate the exposure of a selected area of 
the photo. DODGING decreases the exposure, making that area of the photograph 
lighter, and BURNING increases the exposure, making that area of the photo 
darker. 
 

1. To dodge or burn, go to the TOOLBAR and select the DODGE/BURN tool, 
which is about halfway down the toolbar, and has an icon that looks like 
either a hand or a black lollipop.  

 
NOTE: The DODGE and BURN tools are stored together. To access either, 
hold down this icon, and select the hand icon to burn, the lollipop-looking 
icon to dodge.  



 
2. Go to you TOOL OPTIONS menu, which is the menu below the MAIN 

menu, and choose HIGHLIGHTS, MIDTONES, or SHADOWS for your 
RANGE,  

 
NOTE: The RANGE controls whether you are dodging or burning the 
midtones, highlights, or shadows of your selection.  
 

 
3. Choose an EXPOSURE in the EXPOSURE section.  
 

NOTE: The exposure is how strongly you will dodge or burn that selection. I 
typically stick to 20%. 

 
4. Find the area of your photograph that you would like to dodge or burn. 
5. Using the BRACKET keys, make your tool larger or smaller.  
6. Click on the area of the photo that you’d like to dodge or burn, then hold 

down your mouse, waving it around, to make that area darker or lighter. 
 

NOTE: You can click on an area once to apply the DODGE or BURN tool, 
or you can click and hold the mouse over the area to continuously apply the 
tool until you are satisfied with the exposure. 

 
ADDING CONTRAST TO PHOTOS 
Using the BRIGHTNESS/CONTRAST tool will increase or decrease an image’s 
overall brightness and contrast.  
 

1. Go to the Photoshop menu and click on IMAGE.  
2. Select BRIGHTNESS/CONTRAST.  
3. Drag the cursor on the BRIGHTNESS scale to the right if you want to 

brighten the photo, or to the left if you want to darken the photo. 
4. Drag the cursor on the CONTRAST scale to the right if you would like to add 

contrast, or to the left if you want to reduce contrast.  
5. Hit OK.  

 
SHARPENING PHOTOS 
By sharpening a photograph, you are increasing the contrast between neighboring 
pixels. When used properly, it can make a photo’s subject or details stand out.  
 

1. Go to the Photoshop menu and click FILTER.  
2. Select SHARPEN.  
3. Click on UNSHARP MASK.  
4. Choose an AMOUNT to sharpen your photo. 
 

NOTE: The AMOUNT controls the amount of sharpening that is applied to 
the image. Values over 100 % increase the sharpness. Values under 100% 
decrease the sharpness.  

 



5. Choose a RADIUS to sharpen.  
 

NOTE: The RADIUS controls the width of the edges that are sharpened.  
 
6. Select your THRESHOLD.  

 
NOTE: The THRESHOLD controls the noise, also known as graininess, that 
is introduced during the sharpening process. A threshold of zero means that 
all of the pixels will be the most sharpened, which will produce more noise. 
Try to stick to a threshold level of between 1 and 10.  

 
CONVERTING PHOTOS TO BLACK AND WHITE 
To convert a photo to black and white, you just need to remove the color from its 
color mode.  
 

1. Go to the MAIN menu and select IMAGE  MODE  GRAYSCALE. 
2. When the “Discard color profile” message comes up, click DISCARD. 
3. Edit your photo to create contrast between blacks and whites, and also 

within grays. 
 
SAVING PHOTOS (2 WAYS) 
A photograph saved for the Web must be smaller and more compressed than one 
saved for print in order for it to properly load in a browser. It should also be saved 
with an RGB color mode, as it’s not being printed. 
 

1. Go to the MAIN menu and select IMAGE  MODE  RGB.  
 

NOTE: The RGB color mode combines red, green, and blue to reproduce 
the colors in an image or photograph.  

 
2. Go to the Photoshop menu and click on IMAGE.  
3. Select IMAGE SIZE.  
4. Find the RESOLUTION box, and type in 72, which will save the image as 72 

pixels per inch.  
a. Make sure “Scale Styles” and “Constrain Proportions” are checked. 
b. By un-checking any number of these settings “Resample Image” 

allows you to change the inches / pixels of the image in terms of 
physical appearance, as if you were to print the actual image. This 
also helps you drastically reduce file size. Depending on how your 
camera takes photos, and how big the settings are set, you may find 
this necessary in your photo editing. 

c. The longest width of your photograph should be anywhere from 
2600-3000pixels. Start at 2600.  

5. Click OK.  
6. Go the FILE menu.  
7. Select SAVE AS.  
8. Choose a destination for your photo at the top of the SAVE AS menu.  
9. Choose a name for your photo in the SAVE AS dropdown box.  



10. Choose JPEG in the FORMAT box.  
11. Click SAVE.  
12. When the JPEG OPTIONS box pops up, set the image quality at 

MAXIMUM. 
13. Hit OK.  

 
A second way to save photos for the Web is using the SAVE FOR WEB feature in 
Photoshop.  
 

1. Go to MAIN menu and select FILE  SAVE FOR WEB 
2. In this particular interface, there are tabs that allow you to view your 

photo in varying file sizes. Check the top left hand corner. You will see 
“Original, Optimized, 2-up and 4-up”. Click them to see varying sizes. 

3. On the right hand side of this interface, select your Preset to JPEG 
HIGH.  

4. Select a Quality. Try somewhere between 55-75%. I normally use 60 
percent.  

5. Leave the rest of the settings alone. 
6. Click SAVE. 
7. Choose a destination for your photo. 
8. Rename your photo, if need be.  
9. Select SAVE.  

 
BATCH EDITING YOUR PHOTOS 
This trick is a little on the tricky side, so practice first with one open image and 
undo your mistakes, if any, as you go by going to EDIT  UNDO. Or EDIT  
STEP BACKWARD. 
 
USE THIS TOOL:  
If you have a series of similar photographs that were shot in the same conditions 
(example: all indoor photos with fluorescent lighting, dark shadows, etc.)  
 
If you want to resize/save a whole series of photographs without having to go 
through each individual photograph.  
 

1. Have a raw, unedited photo open on your work area. You are essentially 
“recording” edits (or actions) you make to this particular photo.  

2. Make sure your HISTORY/ACTIONS window is open. On the MAIN 
menu. Go to WINDOW  ACTIONS. 

3. There’s a teeny tiny button on the bottom right hand corner with an icon 
that looks like a piece of paper. Or a page. Click it. 

4. A window should pop up for a New Action. 
5. Name your action pertaining to any of the steps within this guide that 

would like to repeat on a series of photographs. (Normally I use batch 
editing to resize, save for web, or turn a series of photographs from color 
to black and white.) 

6. Hit RECORD. Now Photoshop is essentially remembering any actions 
you make to this raw photo.  

7. Apply your edit. 



8. Hit STOP once your process is done. You are now ready to batch edit. 
9. To start batch editing. Make sure all your images are saved in one folder 

in one central location.  
10. On your MAIN menu. Go to FILE  AUTOMATE  BATCH 
11. Find your action under the Action menu.  
12. Under SOURCE. Select FOLDER.  
13. Hit the CHOOSE button and select your folder of images.  
14. Hit OK. Sit back, and watch the magic happen.  
15. Save your work.  

 


