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From: "Quincy Spurlin” <quincy@unm edu>
‘Subject: Trissy's Narrative ~ RE exam Questions
To: jorink@unm edu, mkrebs@unm edu

Ce: trissybrand@gmail com, quincy@unm edu

Dear colleages
Thanks for working with Trissy and helping with her completion of the MA.

1. She and | will craft her take-home question on charter/not charter schools
2. attached is her narative about the rest of her interests

3. Ifyou have suggestions for Q's, let me know, say by February 16
Thanks, Quincy

— the forwarded message follows —
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TAKING WHOLE SCREEN AND ACTIVE WINDOW SCREEN SHOTS

- Press the Print Screen button. This will place a screen shot of the entire monitor’s screen on the clipboard. The
clipboard is an place the computer uses to temporary store stuff such as text or images.

Clickin a Word documentso you see the flashing cursor.

- Paste the image into the Word document one of these two ways:

Onthe Home Tab, click Paste (Figure 1).

Right click to open a list of options and select Paste (Figure 2).
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Taking Whole Screen and Active Window Screen Shots on a PC
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From: "Quincy Spurlin” <quincy@unm edu>
‘Subject: Trissy's Narrative ~ RE exam Questions
To: jorink@unm edu, mkrebs@unm edu

Ce: trissybrand@gmail com, quincy@unm edu

Dear colleages
Thanks for working with Trissy and helping with her completion of the MA.

1. She and | will craft her take-home question on charter/not charter schools
2. attached is her narative about the rest of her interests

3. Ifyou have suggestions for Q's, let me know, say by February 16
Thanks, Quincy

— the forwarded message follows —
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To take a picture of the whole monitor screen:

1. Press the PRINT SCREEN button. This will place a screen shot of the entire monitor’s screen on the clipboard. The clipboard is a place the computer uses to temporary store stuff such as text or images.
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Click in a Word document so you see the flashing cursor.
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Paste the image into the Word document one of these three ways:

a. On the Home Tab, click Paste (Figure 1).

b. Right click to open a list of options and select Paste (Figure 2).

c. Use shortcut keys by pressing CTRL + V simultaneously.
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Figures 1 and 2 were created by taking a whole screen shot, pasting the image into the document, setting text wrapping to In Front of Text. Next, the image was selected to make the Picture Tools tab appear before using the crop tool to cut off irrelevant parts of the images. Finally, the images were enlarged proportionately by dragging from the corner to make the Paste options easy to see.
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This required a lot of cropping. Sometimes, what you want to show is found in an active window such as a dialog box or folder. You can tell what part of the screen is active by the color of the blue bar; the window with the dark blue bar is the active one. Figure 3 shows the active window for a folder named Digital Image.

To take a screen shot of an active window only, rather than the entire monitor screen, Press ALT – PRINT SCREEN. Then paste the image into Word as described above.
[image: image7.png]Break

Page Numbers...
Date and Time...
AutoText
Field...
Symbol...
Comment

Document Elements.
Quick Tables
Chart...

SmartArt Graphic...
WordArt...

Footnote...
Caption.
Cross-reference.
Index and Tables...
Watermark...

Picture
HTML Object
Text Box

>
e

nshot.org/
Wells Fargo Home Page

Clip Art.
From File..

Horizontal Line...
AutoShapes.




[image: image8.png]hold

*®

command

and press




Taking Whole Screen and Active Window Screen Shots on a Mac
To take a picture of the whole screen:

Press and hold down the COMMMAND, SHIFT, and 3 keys, in that order. This will place a screen shot of the entire monitor’s screen on the desktop (Figure 4).

To take a picture of exactly what you want to capture:

Press and hold down the COMMAND, SHIFT, and 4 keys, in that order. You will see a cross hairs tool that you can use to draw a rectangle around what you want to capture. This will place a screen shot of what you selected on the desktop (Figure 5).


To insert the screen shot into a Word document:

1. Click in a Word document so you see the flashing cursor. Then either:

a. Go to Insert, Picture, From file, and navigate to your desktop. Select the image and click the Insert Button (Figure 7).

b. Drag the image from you desktop to the Word document. You can then double click on the image and select your Layout wrapping style.
To take a screen shot of either the entire or partial screen and place the image in the clipboard so that you can paste the image into your document, hold down CONTROL in addition to either combination shown in Figure 4 and Figure 5 (Figure 8).

To paste the screen shot into a Word document:

2. Click in a Word document so you see the flashing cursor. Then either:

a. Use shortcut keys by pressing CTRL + V simultaneously (Figure 9).

b. Click on Edit, and then Paste.


Figure 1: Home Tab Paste Option





Figure 2: Right Click Paste Option





Figure 3: An Active Window for a Folder Named Digital Image





Figure 4: Whole screen on a Mac





Figure 5: Partial screen on a Mac








Figure 8: Place screenshot on Clipboard





Figure 7: Insert Picture





Figure 9: Keyboard Shortcut to Paste








Whole and Active Window Screen Shots
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