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 Assnipping tool is a function offered by Windows that
will capture and customize the image visible on your
screen.

* You can use the “Print Screen” option to capture a
screen shot using the print screen procedure “Ctrl-Alt-
PrtScn”, but this function captures a picture of the
entire screen.

 The snipping tool allows you to customize the captured
Image so that you can choose any area on your screen
you wish to use. You can edit the area, copy It and then
save and/or even mail the image.
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* Choose Start—All Programs— Accessories—Snipping
Tool.

| < vncie..o- ~ | A i -
)hr Adobe Acrobat XI Pro [ O eamones
— Ml | Accessories ] Calculator
-3 P
\"") Dream Ranch Office Supply Catalyst Control Center H; Command Prompt
Games @9 Connect to 2 Network Projector
u}$ Snipping Tool Intel(R) Management and Security E& Connect to a Projector
Java i Getting Started
— ) o
| Getting Started > Kaspersky Endpoint Security 10 for Winc cal Math Input Panel
n LANDESK Management Notepad
! Connect to a Projector Maintenance #1 Paint .
Malwarebytes Anti-Malware % Remote Desktop Connection -
| Calculator Microsoft Office 5] Run g
_-_I Microsoft Silverlight I % Snipping Tool
Sticky Notes PrimoPDF L dound Kecorder 1
QuickTime Sticky Note| Capture a portion of your ¢
a /') Paint RealNetworks E @ Sync Cente| Image.
S t re g Reman Resource 4 Windows Explorer
tar € < XPS Viewer Roxio Creator DE 1 wWordPad
SharePoint Ease of Access
&‘ Windows Fax and Scan Startup System Tools
§ VideoLAN - Tablet PC -
I All Programs 1 Back 1 Back
ol

T | R
Sk Snipping Tool EL@

| G New ~ . ) Options

| ,

Select a snip type from the menu
or click the New button.
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 The snipping tool is now on your desktop. You will then
click the minimize button of the snipping tool. This will
move the snipping tool to your taskbar located at the

bottom of your computer screen.
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Select a snip type from the menu ©
or click the New button.

* Right click the énipping tool 1icon and click “pin this
program to the taskbar”. You can now use the tool
without going through the set-up procedures.
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 Left click on the icon to use the tool. The screen will fade out a
little. You select new and then crop the area on the screen you want

to capture.

 You can edit the captured image through penning (writing on the
captured imWh-lighting, erase, save and/or email the image.
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Shortcut to Cycle Through Programs using

Alt key-tab, alt-shift-tab

https://www.youtube.com/watch?v=T2qgaPWMG6Nc

» Hold down the Alt key and then press the Tab
key repeatedly until the application window
you want Is selected. This iIs called Windows
Flip and cycles through thumbnails of all
open windows.

= Note: You can also hold down the Alt and
shift key then press tab for the same results.
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Shortcut to Cycle Through Programs using

-tab, alt-shift-tab

https://www.youtube.com/watch?v=T2qaPWMG6Nc
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Shortcut to cycle through programs using

Windows button

https://www.youtube.com/watch?v=xnVOPH-9SNw




