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There is a tool called the Snipping Tool included with Windows. You can use it to snip out a picture of

Q Grace Dyck (dyckg)
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To use the tool, open the page or screen you want to “snip” an image from. In this case we’ve opened
the grades page in Infection Control. It can be anything on your screen.
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Then click on the snipping tool from your menu.
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Your screen will look similar to the picture above with the snipping tool overlaying the opened page or
screen. The snipping tool will look similar to the picture below.
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Click on the triangle next to “New” There are four choices. To select the entire screen click on “Full-
screen Snip.” Window Snip will capture any “window” open on the screen. Rectangular and Free-form
Snip allows you to select what you want to copy. Click and hold the right mouse down to set the area.
Release the right mouse button to capture.
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A window similar to the one below will open up. It is a .PNG or .JPG representation of what was on your

screen. Save it by clicking on the save icon to the desktop or a folder, remember the folder it’s saved in.

Consider savingthe snip with a descriptive name. The default name is “Capture.”
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The saved image is a picture file, and can be shared, printed, emailed or uploaded

similar to any other picture or document file.
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