How to Capture Screen Shot and Desktop Images.

This document will show you how to do this by using two different tools, the Snipping Tool and the Print
Screen button. You can use these tools to copy a screen image or desktop to your Microsoft Word or
PowerPoint documents or into Paint.

Snipping Tool

One great tool to use to capture a “screen shot” of whatever is on your desktop is the Snipping Tool. It
allows you to select just a certain area you want to copy.

1. Let’s start with copying something that | am using and | want to create my own instruction sheet
or a quick reference “How Do |I” document. Let’s use the following example, say | want to
remember how to get to an area in Moodlerooms. Here’s what is showing on my desktop, in
the screen shot below | have Moodlerooms open in my browser.
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2. Ithen begin a step by step procedure of copying what | want to remember. In this example | will
open the Settings menu option in Moodlerooms and leave it open so | can copy or “snip” it.
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3. Next | go to the Start button and click it, leaving my browser open. The Start button is usually
located at the bottom left of your screen. | click it to bring up my program listing.
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4. |then go to the Accessories program group and click on Snipping Tool.
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5. The Snipping Tool will then appear and the background will be “grayed” out.
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6. Notice that your cursor has changed to a plus “+” sign. You will then right click and drag it
around the item you want to snip. Release the right mouse button when you have finished
defining the area you want snipped.
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7. When you release the right mouse button the Snipping Tool will display the area you have
snipped, as shown below.
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8. Ithen will open Microsoft Word and copy it to a Word document. To copy it to a Word
document right click anywhere on the new blank document, a menu will appear, and then select
the Paste Option.
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9. The image will appear in Microsoft Word as below;
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10. I then continue to repeat the steps above to capture each screen shot | need for my own
personal instruction sheet. | will advance my browser to the next page and snip it. In this
screen shot | have added another snip from Moodlerooms to my instruction document.
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11. When | am finished collecting the steps | need to remember, | can add any notes to the
document or just print it and then write out my notes. As you use this little tool more and more
you will find other little features it can do, perhaps another class for later.

Print Screen
One other tool that you may also find that is very easy and useful for capturing screen shots is the Print

Screen feature. This tool will copy the entire desktop; however there is a trick you can use to select only
the active window, (again another class for another day.)

1. Letsay | wantto get a screen shot of a Moodlerooms page that | am viewing and copy it to a
Microsoft Word document.

£ - B¢ X |l & Home Administist...

endon
COLLEGE

Unlash your pofenial

Admin bookmarks i

Course categories
e 9

cor o cores |t | coeoms
p =

Summer | 0 Ax=s 4 [To
Add a block
| C—C . AT
Behavioral Sciences W ExXEs Fall 2012 =
17

Business Ax=@td |Faloiz

Commurnication

axwopd |FalzonR

Computer Science 2 Ax=atd [Falan2 =
Education | Ax=st4 Falion =
Fine Ars 3 Exessd Fal2012 =]
Language Arts 2 AX=st4 |Fal202 El
Mathematics 16 Exestd [Fal2012 =l
Notural Science 14 Exestd [Fal20i2 k=l
Nurting 1 &xsas+d Fal20i2 =
Soclol Science A7 Exestd |Falionz =l
Wind Energy 7 dxmat Fall 2012 =l
Miscellaneous 1 Exes+ [Top =

Add a new course Jl Add new calegory

@ Moodie Docs for s pags

Home

2 meM @O



How to Capture Screen Shot and Desktop Images.

2. All'l need to do is press the “PrtScn” button, which is usually located to the right of the function
keys.

3. If you have a notebook or laptop you will need to press two keys at the same time for the Print
Screen feature, press the “Fn” key and “F11” at the same time.




How to Capture Screen Shot and Desktop Images.

4. Next open Microsoft Word and paste into the document.

w;-:m"
Home | Inset  Page Layout erences  Mailings  Remew  View s

& ca — el s A Fina -
B i cumnBody [ -|A w|Aa| % E=- =0 F 20 [F] | pancenc| astbceoe AaBbC AaBbce AQB Acsbce aosseeo aoBbecd Avsbecd Asbbecdx aaBbecd AasbCcd: o} o
Paste 7 | B Hodex x| QWA ; EE (= O3 TNormal | 1NoSpaci.. Headingl  Meading2 Title Subtitle  SubtieEm. Emphasis IntenseE..  Stong Quote  Intense Q. ,}w & sieas

Al 3

o

|53 Trangiste
‘Additional Actions »

5. When you have finished you can edit or print the document.
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| used both the Snipping Tool and the Print Screen feature to create this document in Microsoft Word.
You can also use Microsoft Paint and copy and print each screen image separately; however you will not
be able to save more than one page of images. You cannot create a multiple page document in
Microsoft Paint.



