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Screen Shot

Screen Shot

This Tip Sheet focuses on the steps required to document a screen shot of an issue or
error.
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1. Screenshots/Print screens allow you to capture an image Click the ‘Print Screen’ button on
. your keyboard.
on your screen and save it as a document.

a. To capture what is on your screen, press the

‘Print Screen/SysRq’ key (look to the right of the @@@ @@ @@E@@B

Backspace key to find the Insert key, then look

directly above the Insert key). This makes a copy ammmmm@ﬂmﬁ "E IE@@I BE@ @DBD
f what i - nothi ill h
Jour screen untilthe next steps are compteted. | e (JEEHNUHARAOAN]IEHOE QL.
b. Click on the Windows ‘Start button’ a@ma@@aagua@ ng
. Goto ‘P ', select ‘Mi ft Word’ >
:1. Clci)ckO’Edri'(c),gtfgsPassicjc(thisI;Ir:s:s theoi:nage on maﬂmaﬂam E] EDE o
your screen) eat EL——"—‘:J @ BDE ED

e. Hit the ‘Enter’ key a few times and type a
DETAILED description of who you are, provide
your SMART login ID and agency’s name, identify Click the Start button in the lower left
what you were doing or trying to do when you hand corner of your screen. \l/

discovered the problem or received the error

message, etc. (i.e., | was looking at client name r
, agency client ID ,and

went into the “Profile”” screen and clicked on

‘Save’ when this message appeared, etc.)

: (o ) . . .
2. Click ‘File - Save As’ to begin saving this document. If you save 2 D8 | X Ci O3 -
have a file location that you always use and can find it, / name 5 Tvee Datemvdfied ~ | A
. . . [L)My Documents System Falder
save the file there. Otherwise, save it on your Desktop. / e || St o System Folder
. . My Network Places System Folder
To do thi S, you can either: Duwoverview File Folder 3J6/2007 11:34 AM
. = website Development Folder FI6/2007 11:35 AM
a. Click DeSktOp from the ‘Save In’ drOp-dOWﬂ,' or < [C5MART Flaw Charts File Falder 10272008 %31 FM
. . . [CIPRDs File Folder 5j5/2010 11:50 AM
C||Ck the DeSktOp ICON ON the |eft Slde 1) A0C Praject Team Warkspare File Falder 6172010 1:30 PM
P ) . . @SMART Training Team Warkspace File Falder 6J28/2010 §:56 AM
b. In the ‘File Name’ field, enter information such as %Bgrﬁlesewer t... Shorteut /202000 9:20 At
Ftpweh on '192.168.9.3' (F) 1... Shorkeut 11/16§2001 3:52 PM
your na me' your agency's na me' the Ccu rrent b gj]ecaurt values 8. Mlcroso:t O:?ce Wa.., 1129;2007 3:07 PM
. . . . ADAA IG5R SMART suggestions 3... Microsoft OFfice Wo... 2/12/2007 2:49 PM
date' etc. in order for us to |dent|fy who had the\ iy @ ' || B0 Training Requests for 2007 3... Microsoft Office Wo...  2{19{2007 4:31 PM
bl d where it £ BB || Bl oom oo simedrat 203 £ Weaoear oftes we... SR
- ign in sheek - update: =l o Microsol ce Wo..., H
p I’O e m a n W e re I Ca m e ro m ° \ " C;J‘gt IE_I]MIS Eval Policies 03-14-2007 7... Microsoft Office Wo,,,  3f14/2007 4:16 PM
c E-mail the document as an attachment ¥ SRS Bl athleen's Billng Flow IIT 3., Microsoft Office Wo...  3/26/2007 :01 &M
: . lﬂ_]TaIbut County Juvenile DC Flow Chart 2 7... Microsoft Office Wo...  <4/4/Z007 10:37 AM
lﬂl]Trainin Requests Document 4... Microsoft Office Wo... /112007 10:58 AM
HOWEVER'pIease ensure that you repeatyour MYPIT:::‘; lﬂ_’]client F?rogr?ass Repart FRD Z... Microsoft Office Wo,,,  4f12f2007 11:18 AM
Identlfylng Informatlon |n the e_mallls SUbJECt |Il’le 5 Lettar.oFSMART Providers _ SMART User's Group S_24_2007 KRS 2 M!crosoft OFf!ce Wo,..  4/30/2007 11:04 AM =
. i ; Eia Picture 3... Microsoft OFfice Wo...  Si1/2007 9:38 AM s
or body (i.e., please do not simply say “help”,
File name: File Name Typed Here and date 7.7.10| w
rather please provide additional information such Save 3 PE: [word 572003 Dacument v
as a phone number, if need be).




