
Capture screen shots in Windows 
With all versions of Windows used at Massey University, you can press Alt and Prt Scr (Print screen) to 

capture the “active” window (hold down the Alt key and, at the same time, press the Prt Scr key).  The 

resulting screen shot can then be pasted into another open application (e.g. Word, PowerPoint), including 

email that is HTML or Rich Text format – you cannot paste screen shots into “plain text” email, but the 

screen shot can be pasted into another application and attached to an email. 

In Windows 7 you can also use the Snipping Tool to capture screen shots.  This is located under Start >> All 

Programs >> Accessories >> Snipping Tool or via the Run menu (enter snip in the Search box) as shown 

below: 

 

You can use Snipping Tool to capture a screen shot, or snip, of any object on your screen, and you can then 

save, annotate, or share the image.   

You can capture any of the following types of snips:  

 

 Free-form Snip.  Draw an irregular line, such as a circle or a triangle, around an object. 

 Rectangular Snip.  Draw a precise line by dragging the cursor around an object to form a rectangle. 



 Window Snip.  Select a window, such as a browser window or dialog box, that you want to capture. 

 Full-screen Snip.  Capture the entire screen when you select this type of snip. 

After you capture a snip, it is automatically copied to the mark-up window, where you can annotate, save, or 

share the snip. 

 

You can paste the snip into another document and / or into email, if the format of the email is not “plain 

text”. 

Note 

When Snipping Tool is open, a white overlay appears on your screen until you capture a snip. To turn off the 

overlay, open Snipping Tool, and then click Options. In the Snipping Tool Options dialog box, clear the 

Show screen overlay when Snipping Tool is active check box, and then click OK. 


