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Photoshop is the biggest name in image editing, but has a reputation as a complex and difficult application to use. While it's definitely a feature packed, it's nowhere near as hard to get the hang of as it first seems. Let's look at how to learn Photoshop without being stuck in a desolalet. Decide what you want to use Photoshop for While
Photoshop is one application, it's versatile. It's used by designers, developers, photographers, and almost everyone else you can think of in a visually creative field. The number of tools and features is insane and incredibly intimidating, but the reality is you just have to learn a subset of them for each task. If you're just interested in editing
pictures, you can ignore a huge number of things that have as much oppression as possible with paths, shapes, vectors, and so on (at least initially). Similarly, if you are interested in design, you do not need any of the photos specific things. This is a very complicated interface. When you're getting started, decide what you want or need
photoshop for. You should also consider if this is really an application that you should learn. There are great alternatives out there and–especially for image editing–if you're going to do some serious pixel pushing, Photoshop Lightroom is actually a better go-to tool. RELATED: The best cheaper alternatives to Photoshop If you've decided
that you definitely want to learn Photoshop and know how you want to use it, then let's dive in learning the basics for everyone Although you don't have to learn every bit of Photoshop, it helps to have grounding in the basics that are common in pretty much every use. We have an eight part series that introduces you to Photoshop,
application layouts, and some basic tools. It was written for CS5, the precursor to the current Creative Cloud app, but everything is still relevant. The first four tutorials are the most important, so start with them. The second four really just give you an idea of some ways you could use Photoshop. Then you should read our deeper dive into
the layers and layers of the mask. They're a huge part of Photoshop because most people enjoy really basic editing in other applications. RELATED: What are the layers and masks in Photoshop? If you prefer watching videos, we recommend Deke McClelland after Lynda.com. I personally learned how to use Photoshop from its courses.
If you have time, immerse yourself in Photoshop CC 2018 One-on-One: Fundamentals. At more than 16 hours long, it's a monster, but it covers everything you need to know. There are even two equally long follow-up courses that will make you a Photoshop master if you give time. Photoshop CC 2018 Basic Training: Basics, at less than
five hours long, is also a good starting point. We really like Lynda courses because they are well organized and professionally made. You will get one month free so you can try it yourself. Learn how to use Photoshop to edit images Once you have a handle on the basics, Time to start drilling down into the specifics of what you want to
learn. If you're interested in photography, start with my guide on how to improve almost all digital photos. This tutorial will cut you through the entire workflow, which I regularly use when editing my pictures. RELATED: How to improve (almost) any digital photo without Auto-Enhance You will also need to learn how to use layer editing, and
in particular how to use curves in layer settings. These are the tools you'll use most often to edit your pictures. The next step is to choose a few things you want to do for your pictures and learn how to use the appropriate tools for this job. Check out some or all of: Each of these articles covers how to do one task. If you can't find what you
want to do on our site, you can search for a guide using Google or YouTube. Over at Lynda, I would recommend checking out Chris Orwig's Photoshop CC 2017 for photographers. It covers most of the common techniques that photographers need. Learn how to use Photoshop for design work If you are more interested in design or digital
art than photography, then your first steps should be to learn the difference between pixels and vectors, and then learn how to control the pen tool. They are at the heart of many design work. RELATED: How to use a Master notoriously heavy pen tool in Photoshop We actually don't have a lot of Photoshop coverage that focuses
specifically on design work here on How-To Geek (most of our photoshop writers come from photo backgrounds) so we'll be looking for Lynda.com again. Photoshop CC 2018 Basic Training: Design builds on basic training: The basics of the course I recommended earlier. It introduces most of the main design tools and shows how they fit
into the workflow. For to move on, I'm a big fan of Nigel French. It has a load of different courses covering everything from textures to type. Work through several of his courses that catch your interest and you will set up. Once you get through the basics, learning Photoshop becomes much easier. Since you understand the tools and how
Photoshop generally approaches things, you can quickly find out what techniques you are missing and pick them up from a few YouTube videos or lynda course. It's getting to this point that takes the job, but follow this guide and you'll follow. RELATED: Is Photoshop worth the money? Maria Corte Since companies began working more
functionally and collaboratively, exchanging top-down management for dotted reporting with fuzzy accountability, the work has become more complicated. All day every day, most of us are fielding requests. The questions are formal and informal, large and small. It's not just from direct bosses and teammates, but also from internal
customers throughout the organization chart. Add to this the demands of external stakeholders, family, friends and acquaintances, and sometimes even complete strangers. keep coming – through tables and and screen, phone, email, and IM. The tide is daunting. And now more than ever, your professional success and personal wellbeing depends on how you succeed. You can't say yes to everyone and everyone and do it all right. When you take on too many or bad things, you will waste time, energy and money and turn away from what is really important. Still, no one wants to anger or disappoint colleagues or other contacts-or, worse, turn down key career and life
opportunities. Therefore, you need to learn when and how to say no and yes. For not being protected. The right yes allows you to serve others, make a difference, successfully collaborate, and increase your influence. You want to get a reputation for not saying no at the right time for the right reasons and making every single one really
count. How do you do that? Despite decades of research on what makes people the most highly valued, indispensable employees in hundreds of organizations, I've uncovered a framework that I believe works. It has three parts: assess the ask, deliver a well-reasoned no, and give a yes, which sets you up for success. To assess Ask
When Making a Financial Investment, most of us do some due diligence-seeking more information so we can make a sound judgment. When you say yes or no at your request, you decide where to invest your personal resources, so you can choose just as carefully. It starts to take on a well-defined ask. Sometimes ask is sloppy, so
you're wrong: Sounds like more or less how it is, or it sends you in the wrong direction. That's why you should help yourself and asker by getting critical details about the application. You can create a reputation for being highly sensitive if you get involved in this way. That doesn't mean you agree with the question. This simply signals that
you are taking your counterparts' needs seriously, whether you can help or not. You should ask questions and take notes, clarifying every aspect of the application, including costs and benefits. Think of receiving notes that lawyers, accountants and doctors write-documents created for their own link to capture the details of each client they
need. Basically, you are helping asker fine tune the application to the draft. The report should address the following questions: What is today's date and time? (This will help you track project development.) Who's the asker? What output is requested? Be specific. By when is this to be accomplished? What resources will be needed? Who is
the source of authority on this issue and do you have the consent of that person or group? What are the possible benefits? What are the obvious and hidden costs? The bigger or more difficult to ask, the more information you should gather. Sometimes honoring a request is out of the question. Or ask seems so inconsequentiable that an
income memo seems pointless-or would take longer than the draft completion of the application. Indeed, if you have tried to drill into every microask, people could accuse you of creating ridiculous bureaucracy. And they'd be right. But the vast majority of requests deserve at least some further investigation before you call on them. You'll
find that small calls can balloon into the big ones, or that what at first sounds impossible turns out to be much easier than you anticipated. You can see that the seemingly silly ask is actually clever, or vice versa. That's why receiving a note should become a rock-solid habit for everything except those minor and urgent requests. Make sure
you share your list with asker to confirm that you are on the same page. Imagine the trust your colleagues gain in their promises if they see that you're creating a mutually agreed record of what they need — and how much easier it is to accept your judgment yes or no. Zane (whose name has been changed to protect confidentiality) is a
very capable business analyst at a large consumer electronics company. Until recently, he had a hard time saying no at work, especially to his boss and other senior leaders, because he was so determined to prove his worth. Inundated with requests, he often found himself terribly outdone, working harder and harder, juggling competing
priorities as quickly as he could. He never intended to make good, but he was often doubling back on renegotiating delivery dates even as he accepted new requests. He soon began to drop balls, make mistakes, and irritate colleagues. Every incoming request felt like an attack bounce, so at least for a while, it didn't seem like the only
answer. Eventually, Zane's manager, Aiko, intervened and asked that all requests for his time go through it. Although he temporarily lost the power to say yes or no, he learned a lot from the process of his boss, and eventually, Zane took over himself. We had a suction form, explains Zane. Who makes and allows this requirement? Is this
data that we have or the data we need to obtain or launch an interception in the future? Do you need analysis, and is this something we can do? And what's the business goal? Even after these questions have been answered, prioritising competing requests can often be difficult. In one case, Zane's boss commissioned him to set up a new
data-capture system as quickly as possible, just as he was pulling together a message for Aiko. This was a two-day project. It will take about two weeks to build the new system. Should he immediately focus on the biggest big shot, or first get a quick victory? Another challenge for Zane was a ranking of competing requests from his peers
against those of his two direct messages and from people elsewhere in the organization and beyond. But using a disciplined income-memo process, Zane got better and better at comparing how urgent or important each project really was, making smart decisions, and demonstrating all his real services of thought without Itself. Well
reasoned not to think no, delivered at the right time can be a huge benefit, saving time and problems for everyone down the road. Bad no, hasset decided, causes problems for everyone, especially for you. Bad nose happens when you do not properly assess ask; when you let decisions be driven by personal prejudices, including distaste
for asker or dismissal of people who do not seem important enough; or if you refuse simply because you said yes to too many other things and have no capacity left. Bad noses often cause you to lose meaningful experiences and are also more likely to get lifted, leaving hard feelings on both sides. Good isn't all about timing and logic. You
should say no to things that are not allowed, can't be done, or that the rest shouldn't be done. I call them no gates, a concept I borrowed from a project management technique called stage-gate reviews that divide initiatives into different phases and then subject everyone to go, no go decisions. Maria Corte The first gate is the easiest to
understand. If there are procedures, instructions or regulations that prohibit you from doing anything—or someone has already made it clear that this category of work is off-limits to you, at least for now—then you just put it straight ahead (If you think it's against the rules for everyone, please consider even talking to requests from
exercising an idea.) What do you say? I don't have a discretion here. This requirement violates the rules/rules/law. So you really shouldn't be doing this at all. Perhaps I could help you reformulate your request within the rules so that it can then be considered. Turning people at the other gate is also easy (at least sometimes). If the
application is not feasible, you will say to yourself: I simply cannot do it. If you just don't have the ability to accomplish it, then you say, Excuse me, that's beyond my skill. I'm not even close. What if you don't currently have the experience and skills to process an application quickly and confidently, but you could get it? The answer may still
be no. But the answer could also be This is not my specialty. That said, if you accept that I'm going to need more time to climb the learning curve, then I'll have a crack at it. It could be an opportunity for development for you, and ultimately, to give the requesting a new go-to person (you) on this kind of project. The most common reason for
I can't, however, is resusthing. In these cases, people tend to say things like with all the other priorities I'm balancing, I don't have the disposal to do it anytime soon. That's enforced no. If you can't avoid it, try to keep the option to meet the request later, otherwise help along the way when you're available. What is the best way to respond?
I am already committed to other responsibilities and projects. I'd like to do it for you later. If that's not possible, I'd like to be on duty in some way in the future. Third is the most complex, because whether something deserves to do is not always clear at first. You must make a judgement about the likelihood of your success, the potential
return on investment and compliance with the priorities of your and your organisation. And sometimes the answer to a request is maybe or not yet. What do you say in those cases? I need to know more. Let me ask you the following questions.... Basically, you are getting a person who needs help to make a more thorough or convincing
suggestion. What if you understand the ask and don't think it's a useful target for you right now? You could say this is not something I should say yes to at this time because the probability of success is low, ... the necessary resources are too large, ... this is not in line with current priorities, or ... the likely outcome is [otherwise somehow

not desirable]. As for the timing, the most important thing is to get involved thoroughly in the application. Then respond quickly. Don't give a clot no, or you'll risk an apparent dismissive. But don't string your counterpart together, either. If your not really meant not at the moment, but soon, then let the person know that. If the answer is No,
but I know someone who can or can't, but I can give you help to help someone else do it, then say that as soon as possible. If the answer is I may not, can't, or shouldn't do, and that's a bad idea, so you shouldn't do it either, have that conversation before asker presses you or anyone else on. Once Zane routinely began tuning into every
ask and doing his due diligence, he found it much easier to see when he should reject the request and became much more confident providing a well-reasoned no-or not yet. For example, at a time when he was balancing that message for Aiko with setting up a new system for his boss, Zane had to refuse or delay filling out several other
requests. As usual, he gave a lot of standard that data just isn't in the answer system. But he also said no to requests for a wild goose chase from his boss's peers, who had a history of wasting time. I wasn't building a correlation model again to find the pattern he was looking for, explains Zane, adding that he also gave Aiko a heads-up to
make sure no one would be surprised. He also delayed completing the application from another executive peer from Aiko's, saying something along the lines of Never Collected that particular data before. Maybe we can start, but I couldn't work on that for a few weeks. As Zane's increasingly thorough, businesslike approach, his
colleagues have come to the profound value of his assessment and response and– over time–his judgment. Effective Yes Every good does not create space for a better yes – one that adds value, builds relationships, and enhances your reputation. What's better, yes? It's consistent with mission, values, priorities, basic rules, and march
orders from above. This is for that you can do, ideally well, quickly and with confidence. In other words, it includes one of your specialties – or an opportunity to build a new one. This allows you to make investments of time, energy and resources in something that has a high probability of success and offers significant potential benefits.
The key to a big yes is clear communication and a targeted implementation plan. First, explain exactly why you say yes: You can enrich the project, you want to collaborate, you see the benefits. Then pin your action plan, especially for output of any scale. Make sure you agree with the details, including what it requires of you, what you will
do together, how and when the work will be done, who has supervision and when you will discuss the issue further. If this is a multistage process, you may need to have several of these conversations before you go along. As his reputation for professionalism and good judgment grew, Zane was in greater demand, but also had more and
more discretion to choose between competing responsibilities and projects. As the company moved toward a more sophisticated approach to business intelligence (data collection, analysis, reporting, and modeling for forecasting), its input was sought after by a number of executives with whom he worked, and his opinion was given a lot
of weight. As a result, Zane has become a senior analyst on the new implementation of the enterprise resource management system, which he describes as the greatest professional development experience of his career. CONCLUSION Most people have too much to do and too little time. Saying yes requests from bosses, teammates
and others can make you feel important, but it can be a recipe for burnout. The only way to be sustainably successful is to get really good at being not in a way that makes people feel respected and say yes only when your reasoning is healthy and you have a clear plan of attack. A version of this article appeared in the September-October
2020 issue of the Harvard Business Review. Reviews.
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