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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 

 

Scroll bar 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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.
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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 

The entire screen has been captured

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Example of Screen Capture using Snip & Sketch
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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 

 
 

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

Click on the Snip & Sketch icon on your taskbar. 
 

 
 
 
 
 
 

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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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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Your image is now available for you to post online, add to a blog, send to others via social 

media, WhatsApp etc. as desired. 
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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.

 
 

Changing the Image Size 
 

 
If the image is too large or too small, you can click 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 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Decreased  size 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


