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Using the Snipping Tool in Windows

Description

Use the snipping tool to capture information on a screen. Use the Snipping Tool to take
snapshots, capture a screen or part of a screen, make changes or notes, then save and share.

Objectives
e Find and pin the Snipping Tool to the Taskbar
e Use the Snipping Tool interface
e Screenshot using the Snipping Tool
e Customize the Snipping Tool

Activate the Snipping Tool
There are multiple ways to activate the Tool. Here are my two favorite methods.

Method One
1. Click in the Search bar on your Task bar
2. Type Snipping
3. Click on the Snipping Tool

& Snipping Tool = X
Bast match Gg New m Mode v (7 Delay ¥ x Cance L Options
i
Snipping Tool "
® ”— Select the snip mode using the Mode button or click the New (@
App button.
Search the web o . . 1
@ Snipping Tool is moving... ~ |
L snipping tool - See web results >

In a future update, Snipping Tool will be moving to a
new home. Try improved features and snip like usual A
with Snip & Sketch (or try the shortcut
Windows logo key + Shift + S).

Try Snip & Sketch

Ll O snipping toof
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Method Two

1. Press Windows logo key + Shift + S
2. The desktop will darken, and the Snipping Method Tools will appear

o %

Rectangular

Snip e Witsdbow. Salss Fullscresn Snip

Snip

Pin the Snipping Tool to the Taskbar
1. Click in the Search bar on your Task bar
2. Type Snipping
3. Inthe right panel, choose Pin to Taskbar

All Apps Documents Web More ¥ & 4

Find the most relevant results on this PC and the web
9 Snipping Tool 0

App

Search the web

Snipping Tool
L snipp - See web results App

] Open
L0 Run as administrator
Open file location
= Pin to Start

1 Pin to taskbar

Using the Snipping Tool
There are two Snipping Tool Interfaces as of this writing. Supposedly, Snipping _\ ( \\/) /_
Tool will be moving to the Snip and Sketch interface. | write “supposedly”

because | have seen this message for years. Method Two is my favorite,

however Method One offers some additional options.
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Method One — Using Snipping Tool Interface

Click on the Snipping Tool you pinned to the Taskbar or Open Snipping Tool Using the Search Method used
earlier

1. Choose the Snipping Mode by clicking on the drop-down arrow beside mode

&{ Snipping Tool = X
S¢New [ Mode v (2 Delay v X cancel 't Options
Free-form Snip the Mode button or click the New (@
Rectangular Snip

Window Snip

Full-screen Snip is moving... A

In a future update, Snipping Tool will be moving to a
new home. Try improved features and snip like usual
with Snip & Sketch (or try the shortcut

Windows logo key + Shift + S).

Try Snip & Sketch

Capture any of the following types of snips:

Free-form snip Draw a free-form shape around an object.

Rectangular snip Drag the cursor around an object to form a rectangle.

Window snip Select a window, such as a dialog box, that you want to capture.

Full-screen snip Capture the entire screen.

2. Change Options if desired (I rarely do this (almost never), but some may find it useful)

¥
Snipping Tool Options X

Application

[[JHide instruction text

[“] Aways copy snips to the Clipboard
Include URL below snips (HTML only)
Promptto save snips before exiting

Show screen overlay when Snipping Tool is active

Selection

[[]show selection ink after snips are captured

Cancel
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3. Set Delay if Desired
& Snipping Tool - X

C’:&%uew EMode v 5 Delay ~ x Cancel &7 Option

Select the snip m¢ ® No Delay on or click the New (@
button. 1 Second
2 Seconds

@ Snippin 3 Seconds N

4 Seconds ! i
In a future ill be moving to a

new home. d snip like usual
with Snip & Sketch (or try the shortcut
Windows logo key + Shift + S).

Try Snip & Sketch

4. Select the seconds you need to delay

5 Seconds

5. Select the mode to start the countdown
Within that time, open a menu or otherwise compose your image. When time is up the screen turns gray and
you can use the mouse to draw around the area you want.

6. Click New to snip your content
7. Select your content according to the mode chosen and the following window will appear

PN S —
& Snipping Tool — O X
File Edit Tools Help
f:guew Mode v ) Delay ¥ H B > " / P 4 ;4‘ '
~
= Adding-Section-Breaks1

Use-section-breaks-when-you-want-to-use-different-formatting-for-paragraphs,-pages,-headers-

and-footers, Section Break (Continuous)

1

TypeH Descriptionit X
A-new-section-is-created-that-starts-a-page.--Perhaps-you-are-changing-page: [&

Next-Pagext ” - ” ¥
number-formatting-or-you-would-like-a-chart-to-be-landscape-orientation.x
The-new-section-starts-on-the-same-page-where-you-insert-the-section- X

Continuousx break.-Perhaps-you-have-decided-to-use-the-column-setting-for-only-a-part-
of-the-page.n
The-section-starts-on-even-or-odd-number-pages.-Perhaps-you-have-a- Xt

Even-Page9 : :

Oddipasen booklet-and-want-the-title-to-appear-on-the-right-for-even-pages-and-left-for-

8 odd-pages.x
v
< >
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8. Use the Tools to Edit, Highlight, Annotate, Send or Copy

your snip
&R Snipping Tool - - -D X
File Edit Tools Help
Cgew EMoce ~ ey |1 [ S0 7| /v | 9
Red Pen ~

Blue Pen
Black Pen
Custom Pen

Customize...

= Adding Section Breaks1]
; ionh h

u K y diff ing for-paragraphs, pages, headers-
d-f ction Break (Contir
Typen Y[ Deseript .
o ath Perh hangh e
Next-PageXt § i i She e
b ory Idlike-achart-torb |
Th ; h Degewhereou Fesect e
Conti break.-Perhaps-you-have-decided: & p
of-the-page.xt
Th i dd: pages. ps-you-h: o
g‘;e;:i? booklet-and-want-the-title-to-appear-on-the-right-for-even-pages-and-left-for-
B odd-pages.xt

<

Method Two: Using the New Snip and Sketch
1. Press Windows logo key + Shift + S

2. Choose from the options on the graphic below

Rectanguiar
Snip

Fullscresn Snip

Eree form Wittdew Snip
Snlp

3. The snip is automatically copied to your clipboard. A notification also appears once you're finished
snipping; select the pop-up graphic for more editing options.
4. Use the options at the top of the window to do the following:
a. annotate your snip
b. UseaRuler

c. Erase your annotations

o

Crop the snip

e. Save or copy the snip

Use the Snipping Tool in Windows (443) 910-0123 3
©Arena Training 2022 | All rights reserved | Contact Arena Training for Permission to use Mewseht g




: rena Computer Software and Management Training

Essential Soft-Skills & Computer Training
Stephanie@arenatraining.com ® 443 910 0123

f. Share your snip

g. Create a New Snip

Snip in 3 seconds

Snip in 10 seconds

« Create-a-Custom-Template|

« Directions:q

1.~ Create-your-boiler-plate-document-or-use-another-on-which-to-base-the-template

2.-File>Save-Asq

3.»Name-Your-Templateq]

4.-Click-on-the-drop-down-box-for-“Save-
asType”.~Choose:Word-Template-
(dotx)-or-Word-Template-Macro-
enabled-(dotm)q

5.~ Notice-where-your-templates-are-
saved-(Template-folder-in-MS-Office,-
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