
Use the Keyboard to Capture an Image

Procedures to Capture All Windows
Procedures to Capture One Window
Description

[image: image1.wmf]Use the Print Screen key
 to capture one or more windows as pictures and paste them into Word, PowerPoint, or another software application.  This is useful for tutorials or if you are trying to show someone the contents of a window when they are not in front of your monitor.
The location on the Print Screen key varies depending on the keyboard style.  On larger keyboards, it is frequently to the right of the function keys, F1 through F12, and near the Scroll Lock key. Usually the words Print Screen or some variation thereof appear on the key.
Procedures to Capture All Windows (Back to Top)
· Display all windows on the desktop you want to capture.

· Press the Print Screen key on the keyboard.  The captured image automatically goes to the Windows clipboard.

· Open a file in the destination software (such as Word or PowerPoint) where you would like to display the picture.

· Right click on the mouse and choose Paste from the drop down menu. The screen capture appears in your document.

Procedures to Capture the One Active Window (Back to Top)  
· Select the window you want to capture by left clicking once on it.

· Hold down the ALT key on the keyboard while you simultaneously press the Print Screen key on the keyboard.  The captured image automatically goes to the Windows clipboard.

· Open a file in the destination software (such as Word or PowerPoint) where you would like to display the picture.

· Right click on the mouse and choose Paste from the drop down menu. The screen capture appears in your document.

� Tutorial presumes the use of Windows XP and Office 2007


� The keyboard image is from Microsoft Clip Art Gallery, Office XP.
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