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Finding Snip & Sketch - the Windows Snipping Tool

Click to open the Start Panel on your Windows computer or laptop (bottom left at end of
taskbar).

Start Panel

Grab the scroll bar that appears on the right of the menu at the top when you hover your
mouse over it and drag it down to S where you will see Snip & Sketch
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6 Drive File Stream

Most used

C’ Google Chrome

Settings

SharePoint Newsfeed
Skype
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r Sticky Notes

Right click on Snip & Sketch and click on Pin to Start and then click on More and Pin to
taskbar.

You will then be able to find it more easily whenever you want to use it.

Snip &SI~ Calculator
-3 Pin to Start
Google C

More > -3 Pin to taskbar
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The Snip & Sketch Icon is now pinned to the taskbar so
you can click on it whenever you want to take a screenshot

Advantages of Screen Capture

The advantage of using a Snipping Tool such as Snip & Sketch instead of just pressing the
Print Screen key on your keyboard (prt sc) is that with Print Screen you get a picture of the
entire screen (screenshot) when in most cases you only actually want to capture a small
portion of the screen.

Print Screen key on keyboard

Example of Print Screen

D E 90
D

Fas R TS e AT SN FIRS C S S T A
YOUT KeyDOara (PIT SC) IS INAT WI FTINt SCreen you get a piciure of e enure screen
(screenshot) when in most cases you actually want to capture a small portion of the

screen.

Have the webpage/document open where you want to take the screenshot.

Click on the Windows Snipping tool.

The page will go grey and a small Snipping Tool box will appear

Julia Ault 2019 @jault_uwisd

O @ E~OPO6 S MO Al ®im

Example of Screen Capture using Snip & Sketch
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The advantage of using the Snipping Tool instead of just pressing the Print Screen key on
your keyboard (prt sc) is that with Print Screen you get a picture of the entire screen
(screenshot) when in most cases you only actually want to capture a small portion of the

screen.

Print Screen key on keyboard

This example has just captured a small part of the screen and has eliminated the need to
crop the screenshot to remove all unwanted areas.

Taking a Screen Capture

ere you want to take the screen capture.

arge grey dialog box will appear on the screen, but this will disappear when you click on
New in the top left of the box.
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FIND OUT MORE

The main screen will darken while a small box appears at the top.
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A number of capture options are available but the first one on the left (rectangular snip) is
usually fine.

The Cursor will turn into a cross + and you can then drag this across the screen to select the
area you wish to capture.

When you release the cursor, the image captured will appear in the Snip & Sketch Tool box
for you to view. If you are happy with this, click on File Save As on the top right of the tool,
browse to where you want to save the capture, name it meaningfully (it will default to
Annotation Date and Time ..... if you don’t name it, which could become very confusing if you
save a lot of screen captures) and then click Save.

File: Save As
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Snip & Sketch = O X
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1 > ThisPC > Documents > Dropbox > Screenshots v | O Search Screenshots A
Organise *  New folder = @
v
= This PC ~  Name Date Type 2
EB'3D Objects B snipnsketch7.png 02/05/2020 16:53 PNG File
I Desktop & snipnsketch6.png 02/05/2020 16:52 PNG File
Documents B snipnsketch5.png 02/05/2020 16:49 PNG File
<« Documents (TC B Screenshot 2020-05-02 16.45.23.png 02/05/2020 16:45 PNG File
¥ Downloads B Screenshot 2020-05-02 16.45.08.png 02/05/2020 16:45 PNG File
D Music B snipnsketch4.png 02/05/2020 16:39 PNG File
o} -05- y )
L Music (tower ( * Screenshot 2020-05-02 16.38.14.png 02/05/2020 16:38 PNG File
< B snipnsketch3.png 02/05/2020 16:33 PNG File
[&] Pictures
B snipnsketch2.png 02/05/2020 16:30 PNG File x
— Software
>
N EN RAnnotation 2020-05-02 170352.png v|
Save as type: iPNG (*.png) v ‘
~ Hide Folders Save | ‘ Cancel ‘

File name: I Librarypage|

Save as type: |PNG (*.png)

~ Hide Folders Cancel

Your image is now available for you to post online, add to a blog, send to others via social
media, WhatsApp etc. as desired.

InfoSkills Programme \
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Our InfoSkills programme is designed to create opportunities for students to develop their Eg%&E.E,!gND
transferable digital and information skills, facilitating both their academic success and

employability. The curriculum covers a wide range of topics - from fake news to managing your

online presence - and is delivered by our team of Academic Liaison Librarians.

Sessions will be booked by your course/module tutor or students can contact us directly via infoskills@uwtsd.ac.uk.
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Inserting a Captured Image into Word.

You might also want to add your captured image to an assignment or any other document.
Open Word and open the document you want to add the image to.

Click in the exact spot in your document where you want the image to appear and then go to
Insert: Pictures on the Word Toolbar. Choose from This Device.

Browse for your image, select it and then click Insert.
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Changing the Image Size

If the image is too large or too small, you ca?ﬁck on it and handles will appear round it.
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Clicking on the circle in the bottom right corner will turn the circle into a two headed
diagonal arrow. When you begin dragging on this, it will turn into a cross in the same
way your screen capture did in Snip &Sketch - and you can then drag your image to
the right to increase the size and to the left to decrease it.

Release the cursor when you are happy with the size and position. (Dragging
on other handles on the image will change the aspect ratio and distort the
image)

Original Size
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Decreased size

@ijault uwtsd Julia Ault



