Photoshop: LAYERS
The concept of Layers is integral to understanding how to work effectively in Photoshop

There should be a window labelled “layers” in the bottom right hand corner of your screen when you open a Photoshop document.

If there is not simply look to your top toolbar and click Window > Layers 
Think of your Photoshop document as a series of transparent pieces of paper layered one on top of another.  Anytime you introduce a new element such as an image or apiece of text it will appear on a new transparent layer.  This new layer will appear above all previous layers and at the top of the list in your layers window.

Layers are helpful because they allow you to work on smaller portions of your image individually by allowing you to isolate individual elements of your composition.  The more you work in Photoshop the more you will appreciate this function.

The first element you introduce will probably be automatically called “background” and thus be “locked” meaning you will not be able to affect it with any tools.  If you double click on that layer in the window you can rename it and thus unlock it.

If you have multiple layers you need to be “in” a particular layer in order to affect it. Make sure you click on layer before you try to affect anything that is contained in that layer or you will not be able to adjust it.

You can hide layers at anytime be clicking on the “eye” icon next to the layer in the window at anytime.  This can help you when you are working on individual elements and you do not want visual distractions or can help you if you have “lost” an item in your layers.  You can “unhide” the layer by clicking the box again.

Investigate your Layer dropdown bar in the top toolbar.  There is not much there that you will need for simple Photoshop operations but it is good to know that the functions are there.  Two functions you may need are flatten image and “merge visible”

Use “flatten image” will take all those layers you have and make them into one.  Use this at the end of your project to make your file much smaller and more manageable.

You can use “merge visible” to flatten any layers that aren’t hidden.  Use this function to manage your layers in case you find yourself with a hundred layers.  Make sure you merge carefully. 
