How to send a screen shot

You can take a snapshot of your computer screen at any time when you are using your computer by pressing the PrtSc (Print screen) key. Once it has been pressed, the image can then be opened up in Paint (Standard graphics program available on your PC) and saved as a file:

1. Once you have taken your snap shot, go the Start menu and press the mouse button once.

2. Take the cursor up to Programs, across and up to Accessories.  Move across and down to Paint.

3. Click once on the Edit menu at the top of the  Paint window, and down to Paste.

4. It may say, “ The image in the clipboard is larger than the bitmap. Would you like the bitmap enlarged?” Click Yes.

5. The snap shot should then appear in the Paint window.

6. Go to the File menu and down to Save. Click once.

7. You will then be asked to give your snap shot a file name, and locate a folder in which to save it. Once you have done this, click Save.

8. Now send me an e-mail and attach this file to it by re-locating the folder in which it was saved and sending it as an attachment. (The process for this may vary according to which e-mail package you use)

