Using FastStone Capture Version 6.3

What Is FastStone Capture?

FastStone Capture is a program that can be ussptare screen images that you want to place in a
document, a brochure, an e-mail message, a slale ahd for lots of other things. You can even uge i
capture images from a slide show while the slideasts running.

FastStone Capture is a powerful, flexible and titeiscreen-capture utility. It allows you to cagtu
anything that is on your computer screen includimgdows, objects, full screen, rectangle regions,
freehand-selected regions and scrolling windowsddition, you can now record screen activity.ds h
innovative features such as a floating Capture Paotkeys, resizing, cropping, text annotationagae
editing, printing, e-mailing, screen magnifier aneny more. Once FastStone Capture is active, tieersc
capture features can be activated by using theiRtp&apture Panel or Keyboard shortcuts (Hotkeys).
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A. Source:

1. You can install FastStone Capture from the FastSWirb site by using your web browser to go to
the FastStone Web sitenyw.FastStone.Odgand by navigating to and clicking on the Fast8ton
Screen Capture Download button

B. Install:
1. Follow the simple on-screen instructions to indkastStone Capture
2. Anicon will automatically be placed on your degktturing the installation process

A. Introduction:
1. If you are in a hurry to get started using Fast&tGapture, you can skip this section completely and
come back to it later if you have questions abbetvarious default settings
2. In this section of this tutorial, | will show how bpen the Settings dialog box, and | will giverib
explanation of each of the categories of settings
B. Open the Settings dialog box:
1. Activate FastStone Captuiéjt is not already active:

a. Double click on the FastStone Capture i

] . 447PM
&, wednesday
(1) The FastStone Capture icon will appear in your &ysira L%, 5/0/2007

A Faststone Capkure e

(2) The Capture Pan B ¥ will appear on your desktop:
(a) Your Capture Panel may have some additional icoysu have already changed the
default settings
(b) I will discuss each of the icons on the CapturedPan each one is used in this tutorial
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2. Open the Settings dialog box:

a. Click on the Settings ico?*';/ on the Capture Panel and a dropdown menu will appe
b. Click on Settings and the Settings dialog box efipear — it should look something like this:

c. Notice that there are tabs for each type of setting
C. View and/or Change the Settings:
1. Introduction:
a. As you can see from looking at the tabs in the lgaphown above, there are seven different
sets of Settings — just click on the applicablettabpen the applicable settings window
b. In this section, | will discuss each set of Seting
2. TheCapture settings:

M Settings X
Capture \_an"‘"—' i Save 777 Do -

[[] Run and minimize to System Tray when Windows starts

[ indude Mouse Painter in the capture

Delay before capture : |0 - seconds

Auto-Scroll interval : 150 |» ms {increase it if scrolling capture has missing lines)
When clicking on button [X] : | Terminate this program mmediately |

When dropping a file on Capture Panel : .C_Jpen itin FastStone Editor %

Show more buttons on Capture Panel ;. [J[% I OO O 2 Om
DPI: ;Same as screen DRI e

Sound Motification

These are the settings that control some of FastST@apture’s basic functions

The various options seem to be self-explanatory

Most people will not need to change any of thedaudesettings

Those who use FastStone Capture quite often anttiike FastStone Capture to run
minimized when Windows starts, can accomplish liyathecking the first two checkboxes in
this section

e. For the purposes of this tutorial, | have accepteddefault settings in this section, as show in
the graphic shown above

apop
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3. TheHotkey settings:

a. FastStone Capture can be used by clicking with yoaumse rather than by using the Hotkeys, so
don’t get hung up on the concept of Hotkeys attiime.
b. In the main section of this tutorial, | will dedogi how to use FastStone Capture without using
Hotkeys.
c. In a separate section of this tutorial (near tha) émvill cover the use of Hotkeys
d. Most users will never have to change any of thekelpsettings
4. TheFilenamesettings:

a. This section determines the default Filename that$tone Capture will use when you save your
captured image as a file

b. The options that are available in this sectioncaiée comprehensive - you can even create your
own “presets”
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C.

Most people can just accept the default settingldwks like this:

(1) The File Name settings window explains what thelsyisimeans

(2) You can click on the dropdown arrow at the rightl ehthe Filename box to select from a
list of templates - If you do not create and saweryown templates, only two choices will be
presented

(3) You can click on thnE] button to create your own presets

(4) You can also create your default filename by typiagr entry directly in the Filename
Template box:
(a) For example, | have typed “My Capture ###” in thielrame Template box - it looks like

this:

(b) Now, each time that | use FastStone Capture to a@aptured image, the file’s name
will be My Capture 00kt seq. (the number will increase by 1 each tiwapkure a new
image)

For the purposes of this tutorial, | will assumattyou have accepted the default setting which
will result in a filename that uses the currentrye@onth, day, and time (hour, minute and
second) - for example: If the capture is done ogusti 31, 2008, at 10:30 and 22 seconds, the
file name would be 2008-08-31_103022 - this filenirag method will result in a unique name
for each file so there is no need to use a numpesdiguence

5. TheAuto Savesettings:

a. These settings will be used whenever you use FasSTapture’s Auto Save option (the Auto

b.

Save option will be covered shortly)

If you do not make any changes to these settings:

(1) The first time that you use the Auto Save optiaywy will be asked to complete the
information in this section

(2) If you subsequently use the Auto Save option agaalater time, the information that you
supplied the first time will be used automatically

(3) If you want to subsequently change the Auto Sattengs, you will have to come to this
section to accomplish that

(4) 1 will assume that no changes have been madedséation and | will cover how to make
the changes when we get to the section of thisitlititnat covers the Auto Save option
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6. TheFTP settings:

a. These settings should be used if you intend toudwtpur captures to the Web (FTP)
b. For the purposes of this tutorial, | have not madg changes or additions to these settings
7. ThekEditor settings:

a. | will cover the Editor in a separate section a$ tlutorial
b. For now, just accept the default settings
8. TheMiscellaneoussettings window includes four sets of settings:

a. TheClipboard/Word/PowerPoint setting:

(1) If you select this option, any time that you tedisEStone Capture to put the saved capture
into the Clipboard, Word or PowerPoint, the captwiébe automatically converted to 256
colors
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COw

b.

C.

d.

The Screen Recordersettings:

(1) This section merely provides a note stating thatset the options for the Screen Recorder
when you activate this feature

(2) You will be able to make changes to the Screen Rlec@mptions when you open the Screen
Recorder

(3) 1 will cover the Screen Recorder in a separata@ecf this tutorial

The Screen Magnifier settings:

(2) 1 will cover the Screen Magnifier in a separatetisecof this tutorial
(2) For now, just accept the default settings
The Screen Color Picker settings:

(2) 1 will cover the Screen Color Picker in a sepassetion of this tutorial
(2) For now, just accept the default setting

This section does not apply to the Screen Recavtlah is covered in a separate section calereen
Recorder

Activate FastStone Capture

Display the item to be captured on your monitor

Select the Output option:

1. FastStone Capture provides the following Outpuiomst

2.

4T S@~eo0 oy

To Editor (FastStone Capture image editor)
To Clipboard (Microsoft Windows Clipboard)
To File

To File (Auto Save)

To Printer

To Email

To Word

To PowerPoint

To Web (FTP)

he Output Options section of this tutorial coveash of these Output options in detail
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E. Select the Type of Capture:
1. FastStone Capture provides the following Typesa&btGres (I have included the Keyboard Shortcut
Keys for future reference):

a.
b. Capture Window or Object [Shift+PrtSc]
c. Capture Rectangular Region [Ctrl+PrtSc]
d.
e
f

g.

Capture Active Window [Alt+PrtSc]

Capture Freehand Region [CTRL+Shift+PrtSc]

. Capture Full Screen [PrtSc]

Capture Scrolling Window [Ctrl+Alt+PrtSc]
There is a separate section in this tutorial f@heaf these Types of Captures

F. Make the Capture:
1. Depending upon the Type of Capture that you sefleetcapture steps will differ
2. Refer to the applicable section of this tutorialttee steps needed for each Type of Capture

A. Introduction:
1. You select an Output option to tell FastStone Qapithat you want to be done with the image that
you are about to capture
2. Each time that you use FastStone Capture the Oafpign that was you last used will be used
again, unless you select a new Output option
3. This section will give a brief explanation of ea@htput option
B. How to select an Output option:
1. Open FastStone Capture if it is not already open
2. Introduction:

a.
b.

C.

d.

The Output icon is next to the last icon on thétrignd of the FastStone Capture Control Panel
The Output icon reflects the Output option that was last usedso the Output icon can be any
one of nine icons

If you want to use the same Output Option that yeed the last time that you used FastStone
Capture, there is no need to change the Outpub@pti

If you want to change to a different Output Optipmceed to the next section

3. If you want to designate a different Output Option:

a.

Click on whichever Output icon is displayed and@pdiown menu will appear — it will look like
this:

Page 8 of 43 01/06/10



Using FastStone Capture Version 6.3
-, T, N N e By, "W, ~N T R W T

b. Click on one of the nine Output options to seleaind the Output icon on the toolbar will reflect
your choice
c. The next nine sections of this tutorial describeheaf these Output
d. In addition to the nine Output Options, there angr fadditional Capture settings that appear at
the bottom of the dropdown menu (see graphic above)
(1) Auto Caption:
(a) The Caption function is fully described in the saactof this tutorial that covers the
FastStone Editor
(b) If you turn this setting on, it will allow you taugomatically apply a caption to each
capture without the need to open the capture ifrdstStone Editor
(2) Auto Edge/Watermark:
(a) The Edge/Watermark function is fully describedhe section of this tutorial that covers
the FastStone Editor
(b) If you turn the Auto Edge/Watermark setting orwill allow you to automatically apply
an Edge and/or a Watermark to each capture wittheuteed to open the capture in the
FastStone Editor
(3) Include Mouse Pointer:
(a) If you turn this setting on, the Mouse Pointer Wil included in the capture, provided
that the pointer is located within the capture area
(b) This option works best when the capture is origaiddiy the use of Hotkeys
(4) Preview in Editor:
(a) If you turn this setting on, the capture will alvgaypen in the Editor so that you can
make changes to the capture before the selectgguOption is completed
(b) When applicable, the first icon on the Toolbarhia Editor will reflect your Output
Option - just click on that icon to complete theeeution of the Output Option that you
selected

C. To Editor (FastStone Capture image edi ﬁ:' ;
1. FastStone Capture has a built-in image editingtfanc
2. If you select this option, the captured image wikn in the FastStone Capture Editor
3. I will cover the FastStone Capture Image Editodétail in a later section of this tutorial

D. To Clipboard (Microsoft Windows Clipboarts&h=:

1. If you select this option, the captured image Wlplaced in the Windows clipboard

2. If you want you would like the capture to openhe FastStone Capture Editor before it is saved to
the Windows clipboard, select the Preview In Eddption at the bottom of the Output Options
dropdown menu

3. If you want to limit the number of colors in theptare to 256 colors, select this option under the
Others tab in th€lipboard/Word/PowerPoint section of the Settings dialog box

4. After the capture has been placed in the Windovpbobrd, you can use the Paste command to
paste the capture into a document (but not intdoOktEXpress)

E. To File i :
1. This Output option saves the captured image ds affi your hard disk
2. If you want you would like the capture to openhe FastStone Capture Editor before it is saved,
select the Preview In Editor option at the bottdrthe Output Options dropdown menu
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3. When the To File Output option is in effect, eaohet you do a capture the Save As dialog box will
appear and you will need to:
a. Navigate to the folder into which you would likegave the captured file
b. Designate an Object Name:

(1) FastStone Capture assigns an Object Name basefoomation that is in the program’s
Settings - the default setting provides an Objeaind which is based on the date and the
time of the capture

(2) You can change the file name by typing a new namike Object Name box

c. Designate a Save As Type:

(1) The default file type is PNG (Portable Networks @ra) which is a format that is
recognized by many programs, but we will use JPG

(2) Change the Save As Type to JPG:

(a) Click on the dropdown arrow at the right end of 8ave As Type box and a dropdown
menu will appear
(b) Click on JPEG Format (JPG) to select that option
(c) Once you change the Save As Type to a differemdiorFastStone Capture will
remember that preference and will default to thattype the next time you use the
program
d. Click on the Save button to save the capture dilgaur hard disk

F. To File (Auto Save,[ij' - includes an option to send the captured imagkeadVindows Clipboard:
1. This Output option saves the image as a file o hrand disk, just as the other To File option does,
however, there are some differences:
a. Thefirst time that you select the To File (Auto Save) optiorstBtone Capture:
(1) Will display the following Information box:

telling you that you need to specify a valid Outpotder
(2) Click on the OK button and the Settings dialog kol appear:
(a) The Auto Save section of the Settings dialog bdklaok like this:

1. Designate the Output Format:
a. The default file type is PNG (Portable Networks @ra) which is a format that
is recognized by many programs, but we will chatingeformat to JPG:
i. Click on the dropdown arrow at the right end of @aput Folder box

and a dropdown menu will appear will appear
ii. Click on JPG Output Format to select that option
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2. Designate the Output Folder:

a. Click on the EIIipsisE] button at the right end of the Output Folder bmx t
navigate to the desired folder or to create a radef - we will select the My
Documents folder

3. If you want FastStone Capture to send the captunade to the Windows Clipboard,
in addition to saving the file on your hard disk:

a. Click on the Copy To Clipboard checkbox to select this option
b. When this box is checked the image will be savegbta hard disk and it will
also be placed in the Windows Clipboard
4. If you want the captured image to open automatigalbn External Program (Such
as Photoshop Elements),:

a. Click on the Open in External Program checkbox to
select this option, and the External Program box
will appear

b. Click on the EIIipse:,l;J at the right end of the External Program box doed t
Open dialog box will appear

c. Navigate to the executable file of the program jlwat want to designate at the
External Program and select it - the following dniapgndicates that | have
designated the Editor of Photoshop Elements 5eagxtternal Editor:

d. [Iwill leave the Open In External Program optiomchecked
(b) The Filename section of the Settings dialog boxaias the Filename template that will
be used when the file is saved:
1. It should look something like this:

2. FastStone Capture will use the information in g@stion to determine the name that
will be given to the file:
a. See the Default Settings section of this tutowalrhore information about the
Filename section of the Settings dialog box
b. If you want to change this information, you canstonow
c. If you do change the information, FastStone Captilleapply the changes each
time you use either the To File or To File (Autor&goption
(c) Click on the OK button on the Settings dialog boxlose the box and accept the
changes
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b. The next time that you use the To File (Auto Sam)on, FastStone Capture will use the
information on the Settings dialog box to:
(1) Assign a name to the file
(2) Determine what Output Format will be used
(3) Determine which folder to use
(4) Determine whether or not the file is also senti®\tVindows Clipboard
(5) Determine if the captured image will automaticalpen in an External Editing program - we
did not select the Open In External Program option
c. If you subsequently want to change any of thedengst and you need a bit of help, refer to the
Default Settings section of this tutorial
2. If you want you would like the capture to openhe FastStone Capture Editor before it is saved,
select the Preview In Editor option at the bottdrthe Output Options dropdown menu
G. To Printer=:
1. This Output option sends the image to your printer
2. If you want you would like the capture to openhe FastStone Capture Editor before it is printed,
select the Preview In Editor option at the bottdrthe Output Options dropdown menu

3. When the To Printer Output option is in effect,letime you do a capture the Print dialog box will
appear - it will look something like this:

a. The settings on the Print dialog box are rathercbas
b. The settings that are changed most often are tteed®id the Orientation
4. After you are happy with the settings, click on Bxént button to print the image

H. To Email =T
1. Introduction:
a. This option will sends the image to your email peoyg if that program is supported by the
Windows Mailto: command
b. If the email program that you use is not suppobigthe Windows Mailto: command, you will
need to first save the captured image and theaheittéo, or insert it into, a message
2. If you want you would like the capture to openhe FastStone Capture Editor before it is saved,
select the Preview In Editor option at the bottdrthe Output Options dropdown menu
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3. When the To Email Output option is in effect, etiaie you do a capture the Email dialog box will
appear - it will look something like this:

4. If you are satisfied with the image that appearhenEmail dialog box, click on the Send Email
button and your default email program will open #mel captured image will be attached

To Word 2z

1. FastStone Capture has a built-in image editingtfan

2. If you select To Word Output option, the captunedge will open in the FastStone Capture Editor
3. This is the same thing that would have happenufiyad selected the To Editor Output option,

however, when you select the To Word Output opttonew Finish Word icon appears as

the first icon on the Editor’s toolbar - it repladhe Save As icon that usually appears as the
first icon on the Editor’s toolbar:

4. When you click on the Finish Word icon the captured image will be inserted in your Word
document at the location of the blinking cursoMérd is not open, FastStone Capture will open it
and will insert the captured image at the beginmihg new Word document.

5. If you want to limit the number of colors in theptare to 256 colors, select this option in the
Clipboard/Word/PowerPoint section of the Settings dialog box

6. | will cover the FastStone Capture Image Editoa iater section of this tutorial
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FastStone Capture has a built-in image editingtfan

If you select To PowerPoint Output option, the cagd image will open in the FastStone Capture
Editor

This is the same thing that would have happenuflyad selected the To Editor Output option,
however, when you select the To PowerPoint Outption, a new Finish PowerPoint icon

appears as the first icon on the Editor’s tootaareplaces the Save As icon

that usually appears as the first icon on the Editoolbar:

When you click on the Finish PowerPoint icon the captured image will be inserted
on the active slide in PowerPoint. If PowerPoinia$ open, FastStone Capture will open it and will
insert the captured image on the first slide.

If you want to limit the number of colors in theptare to 256 colors, select this option in the
Clipboard/Word/PowerPoint section of the Settings dialog box

| will cover the FastStone Capture Image Editoa iater section of this tutorial

I #$ %&

A. Introduction:

1.
2.

The Windows operating system allows you to havetiplalwindows open at the same time
This Capture option capturése visible portion of the Active window

B. Display the Active Window that you want to capture:

1.
2.

3.

Open the Window that you want to capture, if ih@d already open

Click on the Window that you want to capture to m#kthe active window, if it is not already the
active window

Resize the Window, if necessary, so that the widledow is visible (or so that the portion of the
Window that you want to capture is visible)

C. Activate FastStone Captuiiéjt is not already active:

1.

Double click on the FastStone Capture icon on your desktop:

a. The FastStone Capture icon will appear in your &ysiray

b. The Capture Panel will appear on your desktop
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D. Select the Output Option that you want to ufsi¢,is not already selected
1. FastStone Capture will use the Output Option tlatysed the last time that you used FastStone
Capture:
a. You can tell which Output Option was used the gsé by looking at the Output Optiecon -
it will look like one of these:

(a) To Editor icon LE:

(b) To Clipboard icon/“EL™

(c) To File icon b~

(d) To File (Auto Save)icon =
(e) To Printer icon =

(f) To Email icon =

(9) To Word icon ]

(h) To PowerPointicon 2~
(2) The developer of FastStone Capture has outdonesHithss time!!!
b. If you do not want to change the Output Optionpgkie next step
2. If you want to change the Output Option, click be aictive Output Option icon on the Capture
Panel and a dropdown menu will appear:
a. Click on the Output Option that you want to use
b. FastStone Capture will remember the Output Optiaih you choose and will automatically use
that Output Option until you change the Output Opti
E. Make the Capture using the Active Window option:
1. Select the Capture the Active Window option by eith

a. Clicking on the Capture Active Window ict ] on the Capture Panel, or

b. Using the Keyboard shortcut [Alt+PrtSc]

FastStone Capture will capture the visible portbthe active window

Depending on the Output Option that you selecteglcapture process could be complete or addition
steps may be required - If you need help compldtiegcapture process, refer to the Output Options
section of this tutorial

wn

( T H Y S %e

A. Introduction:
1. The windows that are displayed on your monitor n@ygomprised of a multiple number of objects
2. This Capture option make it easy to captinevisible portion of:
a. An entire window, or
b. An object that is part of a window
B. Display the Window/Object that you want to capture:
1. Open the Window/Object that you want to capturé,ig not already open
2. Make sure that the portion of the Window/Object §@u want to capture is visible on your monitor
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C. Activate FastStone Captuiiéjt is not already active:

1. Double click on the FastStone Capture icon on your desktop:

a. The FastStone Capture icon will appear in your &ysiray

2. The Capture Panel will appear on your desktop
D. Select the Output Option that you want to ufsie,is not already selected
1. FastStone Capture will use the Output Option tloatysed the last time that you used FastStone
Capture:
a. You can tell which Output Option was used the tgsé by looking at the Output Optiocon -
it will look like one of these:

(a) To Editor icon &~

(b) To Clipboard icon/ ‘=™

(c) To File icon -

(d) To File (Auto Save)icon =
(e) To Printer icon i

() To Email icon =

(g) To Word icon [w]x

(h) To PowerPointicon 3
(2) The developer of FastStone Capture has outdoneetiithss time!!!
b. If you do not want to change the Output Optionpgkie next step
2. If you want to change the Output Option, click be active Output Option icon on the Capture
Panel and a dropdown menu will appear:
a. Click on the Output Option that you want to use
b. FastStone Capture will remember the Output Optiah you choose and will automatically use
that Output Option until you change the Output Opti
E. Make the Capture using the Window/Object option:
1. Select the Capture Window/Object option by either:

a. Clicking on the Capture Window/Obiject ic ,E on the Capture Panel, or
b. Using the Keyboard shortcut [Shift+PrtSc]

c. You can cancel the selection option by pressingeeape keE

FastStone Capture will place a red box around aewinor object

Move the cursor around on the screen and you e&ltee red box jump around so that it surrounds
the window or object that is under the cursor

4. When the red box is surrounding the window or atijleat you would like to capture, just click and
depending on the Output Option that you selecteglcapture process could be complete or addition
steps may be required - If you need help compldhegcapture process, refer to the Output Options
section of this tutorial

wn
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F. Capture multiple Window(s)/Objects:
1. Introduction:
a. FastStone Capture now allows you select and captuliple window(s)/Objects in the same
capture
b. This lets us to capture more than one window imgles capture, as well as multiple objects such
as multi-level menus
c. This process requires the use of keyboard shoceys
2. Here is how it is done — follow these steps cahgful
a. Display all of the windows or objects that you wemtapture on your monitor
b. Initiate the capture by holding down the Shift kand pressing the PrtSc key
c. Use the cursor to point to the first window/obj#wt you want to capture — a red outline will
appear around the window/object — do not clicklewindow/object yet
d. Pressand hold downthe Ctrl key (hold it down until I tell you to létgo)
e. Click on the first window/object that you want tapture and it should turn black
f. Are you still holding down the Ctrl key?
g. Click on the second window/object that you wantapture (while still holding down the Ctrl
key) and it will also turn black
h. Repeat this procedure until you have finished s$ielg¢he windows/objects that you want to
capture
Now you can let go of the Ctrl key!!!
To make the capture, press the Enter key, and depeon the Output Option that you selected,
the capture process could be complete or additepssnay be required - If you need help
completing the capture process, refer to the Oufjpitons section of this tutorial

— —

+ $ %N&

A. Introduction:
1. This Capture option make it easy to capture antanglar region that is visible on your monitor
B. Display the Rectangular Region that you want tdwap
1. Make sure that the rectangular region that you waoapture is visible on your monitor, if it istno
already visible
C. Activate FastStone Captuiiéjt is not already active:

1. Double click on the FastStone Capture iconon your desktop:

a. The FastStone Capture icon will appear in your &ysiray

b. The Capture Panel will appear on your desktop
D. Select the Output Option that you want to ufsi,is not already selected
1. FastStone Capture will use the Output Option tlatysed the last time that you used FastStone
Capture:
a. You can tell which Output Option was used the esé by looking at the Output Optiecon -
it will look like one of these:

(a) To Editor icon L
(b) To Clipboard icon/ ‘=™
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(c) To File icon =
(d) To File (Auto Save)icon i~

b= ™

(e) To Printer icon
() To Email icon =
(g) To Word icon [w]x

(h) To PowerPointicon 3
(2) The developer of FastStone Capture has outdoneetiithss time!!!
b. If you do not want to change the Output Optionpgkie next step
2. If you want to change the Output Option, click be active Output Option icon on the Capture
Panel and a dropdown menu will appear:
a. Click on the Output Option that you want to use
b. FastStone Capture will remember the Output Optiah you choose and will automatically use
that Output Option until you change the Output Opti
E. Make the Capture using the Rectangular Region optio
1. Select the Capture Rectangular Region option Mweit

a. Clicking on the Capture Rectangular Region i=i on the Capture Panel, or
b. Using the Keyboard shortcut [Ctrl+PrtSc]

c. You can cancel the selection option by pressingtmape key=
2. FastStone Capture will displlay:

a. The Selection crosshai™ |, and
b. The Preview box
3. Select the Rectangular Region that you want toucapt
a. FastStone Capture provides three different metfadselection the Rectangular Regionse
one of these three methods
(1) Click and drag starting in the upper left cornetha rectangular region and drop in the lower
right corner of the rectangular region, or
(2) Click (and don’t drag) in the upper left cornettioé rectangular region, and then click in the
lower right corner of the rectangular region, or
(3) Precise selection:
(a) Select the upper left corner of the rectangulaioreg
1. Move the cursor to a point that approximates tleation of the upper left corner - do
not click
2. Use the Arrow key§ on your keyboard to nudge tbssirair - left, right, up, down -

until the crosshai™ |~ is at the exact point that you want to use asiper left
corner of the rectangular region
3. Press the Enter key or the Space Bar on your kegllioanark the upper left corner
(b) Select the lower right corner of the rectangulgiae:
1. Move the cursor to a point that approximates tleation of the lower right corner -
do not click
2. Use the Arrow key§ on your keyboard to nudge tbssirair - left, right, up, down -

until the crosshai~ |~ is at the exact point that you want to use asaer right
corner of the rectangular region
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3. Press the Enter key or the Space Bar on your kegltioanark the lower right corner
4. When you have completed the selection processnhdempon the Output Option that you selected,
the capture process could be complete or additeppsgnay be required - If you need help
completing the capture process, refer to the Oufmiions section of this tutorial

- $ % %&

A. Introduction:
1. This Capture option makes it easy to capture agldlar Region that is visible on your monitor
B. Display the Region that you want to capture:
1. Make sure that the region that you want to captusible on your monitor, if it is not already
visible
C. Activate FastStone Captuiiéjt is not already active:

1. Double click on the FastStone Capture icon on your desktop:

a. The FastStone Capture icon will appear in your &ystray

b. The Capture Panel will appear on your desktop
D. Select the Output Option that you want to ufsie,is not already selected
1. FastStone Capture will use the Output Option tlatysed the last time that you used FastStone
Capture:
a. You can tell which Output Option was used the gsé by looking at the Output Optiecon -
it will look like one of these:

(a) To Editor icon L

(b) To Clipboard icon =7

(c) To File icon -

(d) To File (Auto Save)icon =
(e) To Printer icon N

() To Email icon =]

(9) To Word icon [p]x

(h) To PowerPointicon 3
(2) The developer of FastStone Capture has outdonesHithss time!!!
b. If you do not want to change the Output Optionpgkie next step
2. If you want to change the Output Option, click be aictive Output Option icon on the Capture
Panel and a dropdown menu will appear:
a. Click on the Output Option that you want to use
b. FastStone Capture will remember the Output Optiaih you choose and will automatically use
that Output Option until you change the Output Opti
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E. Make the Capture using the Irregular Region option:
1. Select the Capture Irregular Region option by eithe

a. Clicking on the Capture Irregular Region ic 2 on the Capture Panel, or
b. Using the Keyboard shortcut [Shift+Ctrl+PrtSc]

c. You can cancel the selection option by pressingesmape key=
2. FastStone Capture will display:

a. The Irregular Selection cursor , and
b. The Preview box
3. Select the Irregular Region that you want to captur
a. FastStone Capture provides two different methodsédtection the Rectangular Regiouse
one of these methods
(1) Point-to-point selection- you select points and FastStone Capture contfee{zoints with
straight lines:
(a) Move the Irregular Selection cursor to the firsinpohat you want to select and either:
1. Click, or
2. Press the Space Bar on you keyboard
(b) Move the Irregular Selection cursor to the nexnpand either:
1. Click, or
2. Press the Space Bar on you keyboard, and FastStapteare will draw a straight line
between the two points
(c) Move the Irregular Selection cursor to as many npaiats as you would like and either:
1. Click, or
2. Press the Space Bar on you keyboard, and FastSagptare will continue to draw
additional straight lines between the points
(d) To close the path and end the selection procebgrei
1. Double click on the final point, or
2. Press the Enter key on your keyboard
(2) Freehand selection you simply click and drag to make a selection:
(a) Click and drag to make the selection
(b) To close the path and end the selection proceberei
1. Double click on the final point, or
2. Press the Enter key on your keyboard
4. When you have completed the selection process,iapg on the Output Option that you selected,
the capture process could be complete or additeppsgnay be required - If you need help
completing the capture process, refer to the Oufmiions section of this tutorial

- $&

A. Introduction:
1. This Capture option make it easy to capture thé Fareen that is visible on your monitor
B. Display the Full Screen that you want to capture:
1. Make sure that the Full Screen that you want tduraps visible on your monitor, if it is not aliba
visible

Page 20 of 43 01/06/10



Using FastStone Capture Version 6.3
-, T, N N e By, "W, ~N T R W T

C. Activate FastStone Captuiiéjt is not already active:

1. Double click on the FastStone Capture iconon your desktop:

a. The FastStone Capture icon will appear in your &ysiray

b. The Capture Panel will appear on your desktop
D. Select the Output Option that you want to ufsie,is not already selected
1. FastStone Capture will use the Output Option tlatysed the last time that you used FastStone
Capture:
a. You can tell which Output Option was used the gsé by looking at the Output Optiecon -
it will look like one of these:

(a) To Editor icon L

(b) To Clipboard icon =™

(c) To File icon -

(d) To File (Auto Save)icon =
(e) To Printer icon i

() To Email icon =]

(g9) To Word icon [w]x

(h) To PowerPointicon 3
(2) The developer of FastStone Capture has outdonesHithss time!!!
b. If you do not want to change the Output Optionpgkie next step
2. If you want to change the Output Option, click be aictive Output Option icon on the Capture
Panel and a dropdown menu will appear:
a. Click on the Output Option that you want to use
b. FastStone Capture will remember the Output Optiaih you choose and will automatically use
that Output Option until you change the Output Opti
E. Make the Capture using the Full Screen option:
1. Select the Capture Full Screen option by either:

a. Clicking on the Capture Full Screen iclEl on the Capture Panel, or

b. Using the Keyboard shortcut [PrtSc]

2. FastStone Capture will automatically capture thik &ereen and, depending on the Output Option
that you selected, the capture process could b@lebenor addition steps may be required - If you
need help completing the capture process, reféret@utput Options section of this tutorial

/ " H#S % %&

A. Introduction:
1. This is the only Capture option that allows yowapture an entire window even if part of the
window is not visible on your monitor
2. This option makes it easy to capture any scroblungdow
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B. Display the Scrolling Window that you want to cagtu
1. Make sure that at least part of the Scrolling Windbat you want to capture is visible on your
monitor, if it is not already visible
C. Activate FastStone Captuiiéjt is not already active:

1. Double click on the FastStone Capture icon on your desktop:

a. The FastStone Capture icon will appear in your &ystray

b. The Capture Panel will appear on your desktop
D. Select the Output Option that you want to ufsie,is not already selected
1. FastStone Capture will use the Output Option tloatysed the last time that you used FastStone
Capture:
a. You can tell which Output Option was used the tesé by looking at the Output Optiocon -
it will look like one of these:

(a) To Editor icon &~

(b) To Clipboard icon/ ‘=™

(c) To Fileicon b~

(d) To File (Auto Save)icon =
(e) To Printer icon N

() To Email icon =h

(g) To Word icon ]~

(h) To PowerPointicon 2~
(2) The developer of FastStone Capture has outdoneetiithss time!!!
b. If you do not want to change the Output Optionpgkie next step
2. If you want to change the Output Option, click ba active Output Option icon on the Capture
Panel and a dropdown menu will appear:
a. Click on the Output Option that you want to use
b. FastStone Capture will remember the Output Optiah you choose and will automatically use
that Output Option until you change the Output Opti
E. Make the Capture using the Scrolling Window option:

a. Clicking on the Capture Scrolling Window ictc=
b. Using the Keyboard shortcut [Ctrl+Alt+PrtSc]
2. Select and capture the Scrolling Window:

a. Move the cursor to the scrolling window that younvip capture and FastStone Capture will
display a red box outline around the window

b. Click inside of the red box and FastStone Captulleawtomatically scroll through the window
and, depending on the Output Option that you sedethe capture process could be complete or
addition steps may be required - If you need helppmeting the capture process, refer to the
Output Options section of this tutorial
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A. Introduction:

1.
2.
3.

This is a stand-alone feature in FastStone Capture

None of the information covered in this tutorial topthis point is applicable to the Screen Recorder
The Screen Capture feature is quite easy to usé, ymu need a bit of help getting started, | will
attempt to provide that help in this section o$ttutorial

The Screen Recorder records all of the activityaumr monitor (or in a designated portion of your
monitor) and creates and saves a video file comp¥gh audio that can be replayed at any time

| have already discovered many different useshisrfeature and | am looking forward to
discovering many more uses - | find that when lehawnew tool, it is only a matter of time before |
can find many ways to use it

Please take note that this feature uses a lotropating resources and that some computers may not
be powerful enough to handle the recording featgige it a try on your computer to see if it is up
to the task

B. Activate the Screen Recorder and select the Retpdiliea:

1.

2.

H

Click on the Screen Recorder ic_ """ on the Capture Panel, and (after a short pausefdreen
Recorder Control Panel will appear:

Select the desired Recording Area by clicking anapplicable radio button on the Control Panel -
the graphic shown above indicates that | have s&ldo capture and record the activity on the Full
Screen

C. Set the Recording Options:

1.

Click on the Options button and the Options Dialog box will appear - it sholadk
like this (the default Video options are shown):
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2.

4.

There are four tabs on the Options dialog box:

a. Video

b. Audio

c. Hotkey

d. Output files

Click on each of the tabs to open the applicableddp window:

a. Read the default settings on each window

b. If you want to make any changes to the defaulirsgt just click on the appropriate choices
c. If you want to reset the Options to their defaeltiags, just click on the Reset button

d. For the purposes of this tutorial, | will assumattiou have accepted the default options
Click on the OK button to close the Options diabmx and to return to the Screen Recorder control
panel

D. Record and save the Video file:

1.

2.

Click on the Record button on the control panel and a Screen Recorder window will
appear, announcing that the program is “PreparorgRecording”
After a pause, a Screen Recorder window will appéawill look something like this:

It may be good for you to take note of the Hotkeattyou have selected to use to Stop Recording -
the graphic shown above indicates that the Hotkelye F11 key (this is the default Hotkey)

When you are ready to start recording, click onSket button and your video session
will begin

When you are finish with all of the tasks that yeant to record, press the Hotkey - in this case, th
F11 key, and the Save As dialog box will appeamdll look something like this:
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Click on the Save button on the Save As dialogtocsave the video file to your computer
The video file should open and play automaticaillyour default media player

After you have previewed the video file, close ymedia player

The Screen Recorder dialog box will still be openyour monitor:

a. To record another video, click on the Record button

b. To close the Screen Recorder dialog box, clickhenBxit button

©xo~NOo

- # " #

A. Introduction:
1. By default, you need to be running FastStone Cagiafore it can be used for screen captures
2. People who use FastStone Capture frequently maytovdrave FastStone Capture run automatically
each time they start Windows
3. This section describes how to change the settiagdtermines whether or not FastStone Capture
will run automatically at startup
4. When you select this option, FastStone Capturerafiland minimize to the System Tray
automatically each time that Windows starts
B. Change the Setting:
1. Open FastStone Capturkit is not already open

a. Double click on the FastStone Capture icon on your desktop, and:
(1) The FastStone Capture icon will appear in your &ystray — the System Tray should look

something like this:

(2) The Capture Panel will appear on your desktop
2. Change the setting that controls this feature:
v
a. Click on the Settings ico,‘;“ on the Capture Panel and a dropdown menu will@ppe
b. Click on Settings and the Settings dialog box edpear
c. On the Capture window of the dialog box:
(1) Click on the Run and Minimize to System Tray whem®éws Starts checkbox

to select this option
(2) If you do not want FastStone Capture to run autmalsy when Windows starts, there
should be no checkmark in this checkbox
d. Click on the OK button
e. For the purposes of this tutorial, | will assumattiou have not selected this option
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0 &

A. Introduction:

2.
B. Mo

1.

2.

By default, when you open FastStone Capture, thguGa Panel

is displayed on your monitor as a floating panat tippears on the top of each new window that you

open so that you will always have access to it

This section describes some of the ways to moveinmze and customize the Capture Panel
ve the Capture Panel:

Point to the Title bar of the Capture Panel and yousor will change into a four-headed arrow
Click, drag and drop to move the Capture Panelrteva location

C. Add Icons to the Capture Panel:

1.

wn

You can add icons that will (all of these featuaes covered in subsequent sections of this tujorial
a. Open a file in the FastStone Capture Editor
b. Activate the Screen Magnifier
c. Activate the Screen Color Picker
d. Activate the Screen Ruler
Open FastStone Capture Capture Panel if it is Inea@dy opened
Add the icons to the Capture Panel:
bR

a. Click on the Settings ico,?"" on the Capture Panel and a dropdown menu will@ppe
b. Click on Settings and the Settings dialog box efipear
c. On the Capture window of the dialog box:

(1) Next to Show More Buttons on Capture Panel

, click on the applicable
checkboxes to select the icon(s) that you would ikadd to the Capture Panel:

(a) Open a file in the FastStone Capture Ec [~

(b) Open the Screen Recorder (selected by default)
(c) Activate the Screen Magnifi«, Cl

(d) Activate the Screen Color Pick &

. v ™
(e) Activate the Screen Ruli

d. Click on the OK button and the selected icon(s) el added to the Capture Panel

Repeat these steps to remove the icons from theu@apanel

For the purposes of this tutorial, I will assumattou have not added any of these icons to the
Capture Panel

i 0]
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D. Minimize and Maximize the Capture Panel:
1. If you do want to keep FastStone Capture activedbunot want to see the floating Capture Panel
displayed on your desktop, you can minimize thet@apPanel
2. Minimize and Maximize the Capture Panel:

a. Click on the Minimize near the right end of the Title bar of the Cap®amel and the Capture

Panel will be minimized to your System Tray

b. FastStone Capture remains fully functional whenGhpture Panel is minimized and you can
still use the Hotkeys (as described in a subsecetion of this tutorial) to control FastStone
Capture when it is minimized

c. Click on the FastStone Capture icon in your Sysieay and the Capture Panel will
appear maximized on your desktop
d. For the purposes of this tutorial, | will assumattiou have left the Capture Panel maximized on
your desktop
E. Use the Capture Panel to close FastStone Capture:

1. Click on the Close X button on the Capture Panel to close FastStone Capture

1 - 0

A. Introduction:
1. The FastStone Capture Editor is like a programiwighprogram - and you get it for no extra charge
2. You can use it to edit your screen captures
3. You can even use it to edit your images even thahgh are not screen captures
4. | have discovered that the Editor is a great wagdid annotations and effects to my screen captures
and to other images
5. In this section:
a. | will touch on some of the features of the Edaod | will leave the rest in your fine hands
b. 1 will attempt to teach by example - | will captuae image from the Internet and | will use that
image to demonstrate the various features
B. Capture a screen image:
1. Open FastStone Capture, if it is not already open
2. Follow the steps described in the applicable sestad this tutorial to:

a. Set the Output Option to: To Editor
b. Capture a screen - | used an image that | capfumada Web page using the Capture Rectangle

Region option
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c. My screen capture opened in the Editor and it ldiiesthis (it is a picture of a child feeding
some ducks):

C. Save the screen image:

wN e

4.

Click on the Save As button on the Editor’s toolbar and the Save As dialog Wdkappear
Name and save the image to a folder on your hatd di

What happened? - by default, the Editor closes eWenyou first save a screen capture - you can
change that default if you like (see the Defaulti8gs section of this tutorial), but we will juspen
the saved image and go on from there

Proceed to the next step

D. Open an image in the Editor:

1.
2.

3.

o
Click on the Settings ico ‘.{* on the FastStone’s Capture Panel and a dropdowan wid appear
Click on Open File in Editor (the fourth item oretdropdown menu) and the Open dialog box will
appear
Select and open the captured image that you sauvibe iprevious step and it will appear in the
Editor

E. Using the Draw Tool:

1.

Introduction:

a. The Draw Tool is like yet another program withipragram

b. When you open the Draw Tool, a new window appeadsyau do all of your work in that
window and then you return to the Editor when yoaitarough
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c. One word of caution:
(2) If leave the Draw Tool window and return to the tBdiwindow, you can return to the Draw
Tool window and re-edit the changes that you juatien
(2) However, when you complete the capture by senditggthe location as specified by the
Output Option, you cannot subsequently reopenabéuced image and re-edit the changes
that you previously made in the Draw Tool windowhese
2. Open the Draw Tool window:

a. Click on the Draw icon on the toolbar  and the Draw window will appear
3. Add a Text Box to your image:

a. Click on the Text tooﬂ on the toolbar and the cursor will turn into ciuass
b. Click any place on the image and:

(1) A Text Box will appear, and

(2) The Text Style toolbar will appear near the tofntigf the Draw window

(3) It should look something like this

(your settings will be the settings that you udegllast time you used this tool)
c. Enter your text:

(1) Make any changes that you like to the Text Stytersgs

(2) Click (you may need to double click) within the téxox and type the text that you want to
appear - | will typeMikayla

(3) Change the text style settings after you have edtext:
(a) Click and drag to select the text that you warthange
(b) Make changes on the Text Style toolbar and theteeldext will reflect the changes
(c) My Text Box now looks like this:

d. Resize and relocate the Text Box:
(1) Click and drag any of the little black handles ba Text Box to resize it
(2) Click and drag within the Text Box to relocate it
e. Change the appearance of the Text Box:
(1) Look at the options on the toolbar that is on totdm of the Draw window:
(2) The Background option lets you show a backgroundae the background transparent
(3) The two Color boxes let you change the color oftitbeler and the background (if it is not
transparent)
(4) The Rounded Corners option lets you make the csmifahe Text Box round or square
(5) The Line Spacing option lets you change the spdoatgeen lines of text (assuming you
have more than one line)
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(6) The Opacity option lets you change the opacityhefdntire text object

(7) The Drop Shadow option lets you control the drogdstw that will show around the Text
Box

(8) After making a few changes, this is how my Text Baoked:

4. Add an Arrow to your image:

a.

Click on the Straight Line tmﬂ on the toolbar and your cursor will turn into gbairs and
the Straight Line options bar will appear at thé&drm of the window

Click on the image and a straight line will appear

Use the handles at the ends of the line to chasgibn, size and direction of the line

You can change the Straight Line options eitheotwebr after you draw the line - here are the
options:

Here are the Straight Line options:

(1) The Color box controls the color of the line

(2) The Width box controls the width of the line

(3) The Arrow checkbox converts the straight line tcaamow when it is checked

(4) The Opacity option controls the opacity of the line

(5) The Drop Shadow option and Ellipses controls tlogp cdthadow

(6) After making a few changes, this is how my Straight (Arrow) looked:
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5. Add Outlines, Ellipses, Highlights, Etc.

a.
b.

The steps are all very similar to those outlinedvab so | will not bore you with them
Here is how some of them looked when | stuck therthe image:

6. Make changes and deletions:

a.

While you are still in the Draw window you can &lion any object to select it and:
(1) Make as many change as you like

(2) Click on the Delete buttoﬂ on the toolbar to delete it (or press the Deletg k

7. Close the Draw window:

a.

b.

C.

When you are finished adding objects to your imaga when you are certain that you do not
want to make any more changes, click on the OKohuith return to the Editor window

After you return to the Editor window, you will honger be able to change any of the objects,
even if you later reopen the image in the Draw wuad

After you return to the Editor window, if you deeidlthat you do not like the objects that you
added, you caaliminate all of themusing the Undo function (Edit>Undo or Ctrl + Z)

F. Add Captions to your images:
Introduction:

1.

3.
4.
5.

a.
b.

This feature adds a caption box and a captionredtheve or below the image
You have a lot of control over the appearance efcdption box and the text

Open an image:

a.
b.

Since | still have my child image open in the Editawill use that image for this example
If you want to use a different image, just opein ithe Editor

Click on the Caption button on the toolbar to open the Caption dialog box
Enter you caption - | will entéinter Vacation 2007
Set up your options for the Caption box and thetiGagext:

a.
b.

Click on the Options button and the Captions sgttitialog box will appear

Choose your options:

(1) The Header checkboxes add plain text informatiar tiee top of the Caption box:
(a) Try checking them one at a time to see how thellaok in the Preview window
(b) I left them all unchecked
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6.

7.

(2) The Position checkboxes determine the placemethieoaption:
(a) Click on the applicable radio button to determine placement
(b) I left the Above The Image checkbox checked
(3) The Border And Colors color boxes control the cabthe border and the fill color — you
can click on them to change the colors
(4) The Border Size box determines the width of the &nound the border:
(a) Try changing the number and see how the bordeslookhe Preview window
(b) I left the Border Size set to 3
(5) The Font button allows you to select the font, fetyte, font size, color, etc.
(6) The Font color box determines the color of the text
(7) The alignment buttons allow you to specify the rafigent to the text within the caption box
(8) When you are finish making your settings, clicktba OK button to return to the Caption
dialog box
(9) Click on the Add button to return to the Editor aaw
Change or remove the Caption box and/or the Capixin
a. As long as the image is still open in the FastStedi¢or, you change or remove Caption box:

(1) To make changes, click on the Caption button and repeat the steps as described
above
(2) To remove the Caption box, use the Undo functiafitéJndo or Ctrl + Z)
Close the Draw window:
a. We are finished working with this image so we wlbse it without saving it:
(1) Click on Edit on the Menu bar and a dropdown menbappear
(2) Click on Close and an alert window will appear
(3) Since we do not have any reason to save this invegeuyill click on the No button

G. Count and/or Reduce the number of colors in a asteH:

1.

Introduction:

a. This feature allows us to count and/or reduce thalyer of colors in a screenshot
b. Reducing the number of colors in an image will iis file size

Open the image in the Editor, if it is not alreaxgben:

a. Click on the Settings ico ¥ on the Capture Panel and a dropdown menu will@ppe

b. Click on Open File in Editor and the Open dialog boll appear

c. Navigate to and select the image that you wanpemand click on the Open button

To count the number of colors in the image:

a. Click on Color on the Menu bar and a dropdown menluappear

b. Click on Count Colors and FastStone Capture wilitkdhe colors and display the results in an
information box

To Reduce the number of colors in the image:

a. Click on Color on the Menu bar and a dropdown meiluappear

b. Point to Reduce Colors and a flyout menu will appea

c. Click on the number of colors that you want in itn@ge and, if there was a larger number of
colors in the picture, the number of colors willfeeluced to the number that you selected

d. This will result in a smaller file size for the iga

Save the image
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H. Obscure (Blur) part of the screenshot:
1. Introduction:
a. This feature provides an easy way for you to olsesensitive information that is on the
screenshot
2. Obscure (Blur) part of the screenshot:
a. Select the part of the screenshot that you waobsture:
(1) Click and drag the cursor to form a rectangularquee around the portion of the screen shot
that you want to blur
(2) Use the handles on the marquee to resize the marque
(3) Click and drag within the marquee to move the selec
(4) When you are satisfied with the selection, go othéonext step
b. Blur the selection:
(1) Click on Effect on the Menu bar and a dropdown meiluappear
(2) Click on Obscure (Blur) and selected portion ofsbeeenshot will be blurred
(3) To increase the blur, repeat these two steps ag times as you like
(4) You may find that the Hotkey for blurring a selectiis particularly useful — The Hotkey is
the lower case o — not the number zero
(5) You may also find that the Hotkeys for sequentillydoing the blur are also helpful: Ctrl+Z
c. Save the image
|. Add Drop Shadows, Torn Edges and Watermarks to iyoages:
1. Introduction:
a. This feature allows us to add the following effetct@an image:
(1) Drop Shadow Edge
(2) Border
(3) Torn Edge
(4) Fade Edge
(5) Watermark Image (not covered in this tutorial)
2. Open an image in the Editor:

a. Click on the Settings ico ™ on the Capture Panel and a dropdown menu will@appe
b. Click on Open File in Editor and the Open dialog boll appear - | opened a picture of a
vacation house - you can open any existing imagapture a new one
3. Add a Drop Shadow, Torn Edge and a Frame:

a. Click on the Edge icon on the toolbar and the Edge/Watermark dialog bitixappear - it
should look something like this - the settings il the same as the ones you used the last time
you opened this dialog box:
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b.

Click on theDrop Shadow Edgecheckbox to select this option and:
(1) The Drop Shadow option boxes will appear
(2) The Preview window will show a simulation of thedprShadow effect
(3) Change the Drop Shadow Edge options and watcheashtinges are reflected in the Preview
window:
(@) | set the Depth at 6
(b) I set the Blur at 3
(c) I set the Darkness at 8
Click on theTorn Edge checkbox to select this option and:
(1) The Torn Edge option boxes will appear
(2) The Preview window will show a simulation of theriidcdge effect
(3) Change the Torn Edge options and watch the ashdneges are reflected in the Preview
window:
(@) I set the Size at 30
(b) I set the Edge location to Top, Left, Right andtBot
Click on theFade Edgecheckbox to select this option and:
(1) The Fade Edge option boxes will appear
(2) The Preview window will show a simulation of thedéaEdge effects
(3) Change the Fade Edge options and watch the ahémges are reflected in the Preview
window:
(a) | set the Size to 2
(b) I set the Fade location to Top, Left, Right andtBot
Click on theBorder checkbox to select this option and:
(1) A new set of options boxes will appear
(2) A frame will appear around the Torn Edge
(3) Change the options to change the width and coltineframe, and watch as the changes are
reflected in the Preview window:
(@) I set the Width to 1
(b) I set the Color to red
Click on theWatermark Image checkbox to select this option and:
(1) The Watermark options boxes will appear
(2) The Preview window will show a simulation of the idanark effect
(3) Change the Watermark options and watch the ashidmeges are reflected in the Preview
window:
(a) Designate the file that contains the watermark yoatwant to use - | selected the
FastStone Logo
(b) Designate the position for the watermark - | selddiottom right
(c) Set the Opacity for the watermark - | set the Oyéaoi 8

4. Apply the changes to the image:
a. Click on the Apply button and the edge effects siilbw on the image in the Editor

b.

| thought that the Torn Edge was too exaggeratetiused the Undo command and started over

setting the Torn Edge Size to 10 and that lookkd better - why??:

(1) Apparently the resolution of the image has a latdawvith the size of the tear in the Torn
Edge

(2) Since | was using a low resolution image, the éggreared to be too large

(3) My advice to you is to try different settings untdu get one that looks good on your image
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(4) Here is how my image now appears in the Editorticadhat FastStone Capture has added a
white canvas under the image:

(5) Pretty darn neat if you ask me
5. Save the image:
a. Click on File on the Menu bar and a dropdown menuappear
b. Click on Save As and the Save As dialog box wiflegr
c. Give the image a new name and save it to your tistd
J. Use the Resize command:
1. Introduction:
a. The Resize command is a very quick and easy wegsine an image
b. When the pixel size of an image is increased, FaseéSCapture adds new pixels to the image
using a sophisticated interpolation method
c. When the pixel size of an image is decreased, EasSCapture eliminates some of the pixels in
the original image using a sophisticated interpotamethod
2. If you already have the image that you want tozesipen in FastStone Capture, skip this section of
this tutorial and go on to the next section, otheevopen an image in the Editor by capturing a new
image or opening an existing image:
(1) If you want to capture a new image use the proedpreviously described in this tutorial to
capture an image with the Editor designated a®thtput
(2) If you want to open an image that is already stam@gour computer:

(a) Click on the Settings ico ¥ on the Capture Panel and a dropdown menu will appe
(b) Click on Open File in Editor and the Open dialog boll appear
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3. Resize the image:
a. At this point you should have an image open in Haste Capture’s Editor

b. Click on the Resize icon on the toolbar and the Resize dialog box will @wpe
c. Enter the new size (in pixels) that you want to ligeither:
(1) Entering the number of pixels in either the WidthHeight box (FastStone Capture will
automatically change the other box to maintainaifiginal aspect ratio of the image):
(a) In the following graphic, | entered 1000 in the \idhox and FastStone Capture entered

959 in the Height box: , Or by
(2) Selecting a Standard size in the Pick A Standazd Box by using the dropdown arrow at
the right end of the box (FastStone Capture wiledaine the maximum width and height
that can be achieved without changing the aspéotafthe image):
(a) In the following graphic, | selected 1280x1024 ba tiropdown menu and FastStone
Capture entered the 1067 in the Width box and 1924e Height box:

(b) FastStone Capture used these sizes because thbg aneaximum sizes that can be used
within the range that | selected (1280x1024), whil# maintaining the aspect ratio of
the image - dang, this program is smart!

4. Save the image:
a. At this point, you can either:

(1) Use the FastStone Capture Save As command to save the resized image, or
(2) Use one of the other FastStone Capture commarsntbthe image in an email message,
send the image to an external editor, open theenrathe FastStone Capture Draw program,
etc. -the use of these commands is covered in s#@tions of this tutorial
5. Edit the image with the External Editor:
a. Make any changes that you like to the image
b. Save the image - you can save the image to th&teast default folder (EditWith) or to any
folder of your choice
K. Use the Edit With command:
1. Introduction:
a. The Edit With command allows us to open the im&ge is currently open (in FastStone
Capture) in another image editing program
b. If you have never used the Edit With command befpoe will need to designate at least one
program as an External Editor before you can usdtht With command - | will tell you how to
do this shortly
c. After you have edited and saved the image using#ternal Editor, you will be returned to the
FastStone Editor
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2. If you already have the image that you want to dertie External Editor open in FastStone
Capture, skip this section of this tutorial andogoto the next section, otherwise open an image in
the Editor by capturing a new image or openingxastieg image:

(1) If you want to capture a new image use the proadpreviously described in this tutorial to
capture an image with the Editor designated a®thtput
(2) If you want to open an image that is already star@gour computer:

(a) Click on the Settings ico ¥ on the Capture Panel and a dropdown menu will @ppe
(b) Click on Open File in Editor and the Open dialog boll appear - | opened a picture of
a vacation house in FastStone’s Editor
3. Open the image in an External Editor:
a. At this point you should have an image open in $aste Capture’s Editor

b. Click on the Edit With icon on the Toolbar and:
(2) If you previously designated a program as an Exideditor:
(a) The name of that program will appear on as past dfopdown menu
(b) Click on the name of the External Editor and thagewill open in that program
(2) If you have not previously designated a prograraragxternal Editor:
(a) Click on Add Or Remove External Editors on the dimpn menu and the External
Editors dialog box will appear
(b) Click on the Add button and the Open dialog box afipear
(c) Navigate to the folder on your hard disk that corgdahe executable file for the External
Editor that you want to designate
(d) Open that folder and click on the applicable exalolgt file (for example for the Adobe
Elements 5 Editor: PhotoshopElementsEditor.exe)
(e) Click on the Open button and the Add dialog box afpear
() Specify a name for the Editor (I used Elements 5)
(g9) Click on the OK button and the new program willdsiled to the list of programs on the
External Editors dialog box
(h) Click on the OK button and the new program willduled

(i) Click on the Edit With icon on the Toolbar
() Click on the name of the External Editor (Elemeénts my case) and the image will
open in the External Editor
4. Edit the image with the External Editor:
a. Make any changes that you like to the image
b. Save the image - you can save the image to th&teast default folder (EditWith) or to any
folder of your choice
c. Close the External Editor and return to the FasiSteditor
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L. Email your image:
1. Introduction:
a. FastStone Capture’s Email command allows you axchtthe image that is currently open in
FastStone Capture’s Editor to an email message
b. This feature is only available if your email prograan be opened using the Windows mailto:
command
2. Use the Email command:
a. Use any method that you like to open an imageerFdistStone Editor

b. Click on the Email icon and the Email dialog box will appear

c. Make any changes that you like to the settings

d. Click on the Send Email button and the New Mess@gdow of your email program will open
with the image already attached

e. Complete the message and send it on its way

M. Print your image:
1. The Print feature in FastStone Capture is rathgicba

a. You should be able to print your captures withouthtrouble

b. In some cases it may be preferable to save youuepto your hard disk and then use another
program for printing the images

N. Send the Image to Wo ]
1. There are two ways to send an image from the FastSTapture Editor to Word:
a. If you selected To Word as the Output option befare made a capture:

(1) A Finish Word icon appears as the first icon on the Editor’s toolaareplaces the

Save As icon that usually appears as the first icon on thedggitoolbar:

(2) When you click on the Finish Word icon the captured image will be inserted into
your Word document at the location of the blinkawgsor. If Word is not open, FastStone
Capture will open it and will insert the capturethige at the beginning of a new Word
document.

b. If you did not select the To Word Output optiondrefopening the image in FastStone Capture’s

Editor:

(1) Look at the next-to-last icon on the toolbar:

(a) If it is the Word icor @’, click on it and the image will be inserted in ydiord
document at the location of the blinking cursoMérd is not open, FastStone Capture
will open it and will insert the captured imagetlad beginning of a new Word document.

(b) If it is the PowerPoint ico 2l :
1. Click on small dropdown arrow and a dropdown metillappear
2. Click on Send To Word and the image will be insgitéo your Word document at
the location of the blinking cursor. If Word is rajgen, FastStone Capture will open
it and will insert the captured image at the beigigrof a new Word document.
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O. Send the Image to PowerPao E2h
1. There are two ways to send an image from the FastSTapture Editor to PowerPoint:
a. If you selected To PowerPoint as the Output ophefore you made a capture:

(1) A Finish PowerPoint icon appears as the first icon on the Editor’s tootaar

replaces the Save As icon that usually appears as the first icon on thedgditoolbar:

(2) When you click on the Finish PowerPoint icon the captured image will be
inserted on the active slide in PowerPoint. If Pd¥aént is not open, FastStone Capture will
open it and will insert the captured image on trst Elide.

b. If you did not select the To PowerPoint Output optbefore opening the image in FastStone

Capture’s Editor:

(1) Look at the next-to-last icon on the toolbar:

() If it is the PowerPoint icon , click on it and the image will be inserted on the
active slide in PowerPoint. If PowerPoint is noeonpFastStone Capture will open it and
will insert the captured image on the first slide

(b) If it is the Word icor #~:
1. Click on small dropdown arrow and a dropdown merlblappear
2. Click on Send To PowerPoint and the image willieerted on the active slide in
PowerPoint. If PowerPoint is not open, FastStongt@a will open it and will insert
the captured image on the first slide
P. After you are finished working FastStone Captukedstor:

1. Click on the Close icon to close the Editor

1 234

A. Introduction:
1. You can use keyboard key combinations (Hotkey®)it@mte most of FastStone Capture functions
2. People who use the program regularly may find timatis a real time savers
3. Other people will probably be better off just usthg Capture Panel to initiate the functions
4. The Hotkeys can be used whenever FastStone Cagptacgve - it can be running in its normal state
with the Capture Panel displayed, or in its minmistate when the Capture Panel is not displayed
B. How to use Hotkeys:
1. Here is a list of the default Hotkeys for Captuses:
a. Capture Active Window [Alt+PrtSc]
b. Capture Window or Object [Shift+PrtSc]
c. Capture Rectangular Region [Ctrl+PrtSc]
d. Capture Freehand Region [Ctrl+Shift+PrtSc]
e. Capture Full Screen [PrtSc]
f. Capture Scrolling Window [Ctrl+Alt+PrtSc]

Page 39 of 43 01/06/10



Using FastStone Capture Version 6.3
-, T, N N e By, "W, ~N T R W T

C. Examples of how to use keyboard key combinatiorekelys):
a. Make sure that FastStone Capture is running
b. To Capture the Active Window [Alt+PrtSc]:
(1) Hold down the Alt key
(2) Press the PrtSc key
c. To Capture a Scrolling Window [Ctrl+Alt+PrtSc]:
(1) Hold downboth the Ctrl key and the Alt key
(2) Press the PrtSc key
d. That's all there is to it!
D. Other Hotkeys:
1. Many other Hotkeys are available
2. They are noted on the various menu choices

( 5 5 #

A. Introduction:
1. FastStone Capture can capture a screen image frgislide show that is running on your computer
2. You must use the Hotkeys to do this
B. Capture an Image from a Slide Show that is Running:
1. Open FastStone Capture
2. Select the Output Option you would like to use:
a. | will select the To File (Auto Save) option becaudind that this option works best for me:
(1) Click on the Output Option icon on the Capture Pand a dropdown menu will appear
(2) Click on To File (Auto Save) to select this optidrit is not already selected

(3) The Output Option icon now looks like tF s
3. Set the Auto Save default options to suit your seed

Click on the Settings buttc ¥ on the Capture Panel and a dropdown menu will appe
Click on Settings and the Settings dialog box afipear

Click on the Auto Save tab and the Auto Save windolvappear

Set the options to suit your needs — The Auto $@é@ns are described in the section of this
tutorial called Output Options - my settings lotéelthis:

apop

e. Click on the OK button to set the default Auto Saedings and to close the dialog box
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4. Determine which Type of capture you want to use:
a. | will use the Capture Active Window [Alt+PrtSc] pn because | find that this option works
best for me - feel free to try other capture tyjoesee what works best for you
b. Locate the Alt key and the Print Screen [PrtScjskey your keyboard so that you are ready to
use them when the slide that you want to captupeas on your monitor
c. To use this Hotkey combination, you will need tdchdown the Alt key and then quickly press
and release the Print Screen key each time thatvamti to capture a screen shot

5. Minimize the Capture Panel by clicking on its Mini® button  (do notcloseFastStone Capture)
6. Capture the screen shot and automatically sawveywar hard disk:
a. Run the slide show
b. When the image that you want to capture appeay®onmonitor, hold down the Alt key and
then quickly press and release the Print Screerakdythe image will be automatically saved to
your hard disk - repeat this step to capture moreen shots from the slide show
7. That's all there is to it - the images will now te your hard disk, in the folder that you specified
the default settings

+ 6 7

A. Introduction:
1. The Screen Magnifier is a separate feature thabeas provided to assist people who have
difficulty seeing material that is displayed onithaonitors
2. ltis not related to the screen capturing or imadi¢éing features of FastStone Capture
B. Use the Screen Magnifier:
1. Open FastStone Capture, if it is not already open

T-\_:-.-"

2. Click on the Settings ico * on the Capture Panel and a dropdown menu will@appe
3. Click on Screen Magnifier to activate the ScreergMfer - your cursor will turn into a magnifying
glass

4. Click on the area of your desktop that you wouké lio magnify and the area will be magnified
5. Click and drag to change the view of magnified area
6. To close the Screen Magnifier:
a. Press any key on your keyboard, or
b. Click the Right button on your mouse
C. Change the settings for the Screen Magnifier:

Click on the Settings ico,?"‘f on the Capture Panel and a dropdown menu will@ppe

Click on Settings and the Settings dialog box ajfipear

3. Click on the Others tab on the Settings dialog box and the Other
setting window will appear

4. Change the Screen Magnifier setting in this seatiothe Other window:

N
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D. Add the Screen Magnifier icon to the Capture Panel:

1.

2.

3.

, 6

If you use the Screen Magnifier frequently, you maant to add the Screen Magnifier icon to the
Capture Panel

Refer to the section of this tutorial called thestStone Capture Capture Panel for a description of
how to add the Screen Magnifier icon to the CapRaeel

By default, no Hotkey is designated to activateSlseeen Magnifier - see the section of this tutoria
that describes how to Use The Hotkeys for instamsithat tell how to designate a Hotkey for this
purpose

& 3

A. Introduction:

1.
2.
3.

The Color Picker is a separate feature
It is used to determine the color values (RGB)dioy pixel that is displayed on your monitor
It is not related to the screen capturing or imegdiing features of FastStone Capture

B. Use the Color Picker:

1.

2.
3.

4.

5.

6.

Open FastStone Capture, if it is not already open

Click on the Settings ico ¥ on the Capture Panel and a dropdown menu will appe
Click on Color Picker to activate the Color Picker:

a. The Color Picker window will appear

b. Your cursor will turn into an eyedropper

Point to any pixel that is displayed on your monéad the RBG values of that pixel will be
displayed on the Color Picker window

Take note of the Red, Green and Blue color values

Press the Esc key on your keyboard to close ther@®itker window

C. Add the Color Picker icon to the Capture Panel:

1.

2.

3.

If you use the Color Picker frequently, you may wi@nadd the Color Picker icon to the Capture
Panel

Refer to the section of this tutorial called thestStone Capture Capture Panel for a description of
how to add the Color Picker icon to the CapturedPan

By default, no Hotkey is designated to activateGmdor Picker - see the section of this tutoriatth
describes how to Use The Hotkeys for instructidras tell how to designate a Hotkey for this
purpose

A. Introduction:

1.
2.
3.

The Screen Ruler can be used to measure the $inbgeots and the distances between them
The Screen Ruler has been enhanced to give youoptons
Check out all of the icons on the ruler to discoaiof the possibilities:
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B. Use the Screen Ruler:
1. Open FastStone Capture, if it is not already open

Click on the Settings ico % on the Capture Panel and a dropdown menu will appe
Click on Screen Ruler and the Screen Ruler willespp

To change the orientation of the Screen Rulerkdit the Orientation icon
To measure the distance between two points:

akr wn

a. Click on the Point To Point icon
b. Click and drag from the starting point to the ergdooint and read the distance on the distance
indicator
c. Release the mouse button to return to the Scretar Ru
6. To change the Screen Ruler settings:

a. Click on the Settings icon and a dropdown menu will appear
b. Click on the Setting that you would like to change
7. To close the Screen Ruler either:
a. Click on the Close X icon on the Screen Ruler, or
b. Press the Esc key on your keyboard
C. Change FastStone Capture’s settings to displaganfor the Screen Ruler on the Control Panel:
1. Point to the Settings icc \?‘f on the right end of the Control Panel and a dregdmenu will
appear
2. Click on Settings and the Settings dialog box ejipear
3. Click on the Screen Ruler checkbox in the Captaatien of the dialog box:

4. Click on the OK button and the Screen Ruler i I"’_“TI will appear on the Control Panel:
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