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Rhonda Hodgdon

From: Rhonda Hodgdon [rhonda@computerfixlady.com]
Sent: Wednesday, April 22, 2009 11:59 PM
To: 'rhonda@computerfixlady.com'
Subject: Computer Tip of the Week #5

  
This is not an attempt to sell you anything and you can be removed from the email list at 
anytime by replying to my email with REMOVE in the subject line. 
 
WEEK #5 
How can I capture a Screen Shot of an error message or other image on my screen? 
Answer:  
You can use the Print Screen key.  Unfortunately, you can’t just hit the key and the 
image appears, but the instructions are simple.  Here they are: 

1. Press the Print Screen key on your keyboard. It may be labeled [PrtScn]. 

2. Open an image editing program, such as Microsoft Paint.  

3. Go to the Edit menu and choose Paste.  

4. If prompted to enlarge the image, choose Yes.  

5. Optional: Use your image editor's crop tool to crop out unnecessary portions of 
the screen shot.  

6. Go to the File Menu and choose Save As.  

7. Navigate to the folder where you want to save the image.  

8. Type a file name for the image.  

9. Select a file type.  

10. Click the Save button.  

TIPS 

1. Hold the Alt key down while pressing Print Screen to capture only the active 
window.  

2. Generally the GIF format works best when saving screen shots of application 
windows. The JPEG format usually makes screen shots (especially those with 
text) blurry, blotchy and discolored. 

3. You can also paste the image in Microsoft Word or similar programs, but you 
cannot save them as a separate image. 

If you know someone who would like to receive these tips, have them sign up up 
www.computerfixlady.com/Tip.html  
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