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Microsoft Word 2016
Capturing Screen Snapshots

1. To capture the entire screen click anywhere at once

2. Press the Print Screen (PrntScn) key << Paste (Ctrl + V) into your document
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To capture a window (not the entire screen), e.g. an error message or dialogue box

2. Choose Insert << Screenshot

Documentl - Word Picture Tools 3l —

want to do... Signin £ Share

=)

Design

B d

Layout References Mailings Review View Developer EndNote X7 ACROBAT

bd @ B ifaa- 3 E G O

[ Signature Line ~ -

Date & Time

Cover Blank Page Table Pictures Online Shapes SmartArt Chart {rﬁenshu{ .‘ My Add-ins = Online  Hyperlink Bookmark Cross- Commen it Header Footer Page Text Quick WordArt Drop Equation Symbol  Embed
Page~ Page Break - Pictures  ~ P 4 Video reference - - Number-| Box~ Pams~ -  Cap- Object - - Flash
Pages Tables Tiustrations Add-ins Media Links Comments Header & Footer Text symbols Flash ~

Want more information?
974 8000 ext 6045 eI

y tWiSt@eit.aC.nZ EASTERN INSTITUTE OF TECHNOLOGY
TE AHO A MAUI




LIBRARY AND LEARNING SERVICES | WORKING WITH IMAGES

Py o

oo W[4 Q@ (B [ T

Sereenshot & Vy Add-ins - rCZIr.1Iir1E Hyperlink Bookmark Cross- | Cot
z Video reference

Available Windows

¢ é: Screen Qlﬁsy;na = :)

-

3. Using the screen clipping option you can drag your cursor over what you want to capture
(anything on the desktop) and it will be put into your document for you

NB: The PrtScn key can be in different places depending on the type of keyboard, usually it
is located above the Insert key
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