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What they are?
An image of the whole desktop or the active window.
Active window. On a desktop showing several windows the active one has the blue title bar and will be 
uppermost.
In this example the images are copied to a word processing document.
Why take them?

1. They are useful if you do an activity rarely and want to recall what you did and so save time and 
reduce the chance of errors.

2. If you want to record your actions and, if things go wrong, the images can be provided to friend 
to help identify the problem and to correct it.

Desktop
The desktop can be copied by holding the Ctrl and “Print screen” buttons. This is an example showing 
the desktop, plus this document and a folder contents.

The image is held in the clip board. To paste it to a document place the cursor at the required spot then 
hold Ctrl + v
Notes

1. The active window, the one with blue title bar, is this document.
2. Only one image is held in the clip board.
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Active window
The active button can be copied by holding the Alt and “Print screen” buttons.

Again use Ctrl + v to paste the image.
Windows 7
In Windows 7 both methods work but there is a more flexible Sniping Tool. This allows any part of the 
screen to be copied. It also allows the image to be saved in a folder. The image options include jpg, png 
and gif. The tool includes a pen, highlighter and eraser. The image requires a name so select 
something that is meaningful.
In my Windows 7 laptop the active window has a muddy brown title bar.
Example
In this example I partitioned a disc and needed to keep a record

1. in case I messed up and needed some help or
2. it worked and was a record of how to do it again.

Reduce the image size
The image will be the maximum the page can hold. To reduce it to a more manageable size

1. click within the image (green squares will show at the corners)
2. holding the shift button move the cursor to a corner until it changes to a two headed diagonal 

line
3. move the mouse and the image will become smaller. The aspect (ie the ratio of length to height) 

of the image is maintained.
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