How To Capture Screen Shots

Using FastStone Capture Versiof9
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What Is FastStone Capture?
FastStone Capture is a powerful, lightweight, yet full -
featured screen capture tool that allows you to easily capture and Ll e X
annotate anything on the screen including windows, objects, (=] (2] 7‘. ©
menus, full screen, rectangular/freehand r egions and even + e
scrolling windows/web pages. You can choose to send captures to Screen Capture oo
editor, file, clipboard, printer, email, Word/PowerPoint document _
; it ; : Screen Recorder To File {Auta Save)
or upload them to your website. Editing tools include annotating [ o
(texts, arrowed lines, highlights), resizing, cropping, sharpening, To Emai
watermarking, applying edge effects and many more. It also / S
allows you to record screen activities and sound into highly Output Options Ta PawerPaint
compressed video files. Other features include global hotkeys, \ Ta Weh (FTF)
automatic filename generation, support for externa | editors, a futa Caption
color picker, a PDF converter, a draw program, a screen magnifier N Auta Edgefwatermark
and a screen ruler. Include Mouse Pointer
FastStone Capture saves files in BMP, GIF, JPEG, PCX,

PNG, TGA, TIFF and PDF formats.
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Installation

A. Source:
1. You can instdlFastStone Captufeom the FastStone Web siby using your web browser to go to

the FastSton&Veb site(www.FastStone.O)gandby navigatng to and clicking on thé-astStone
Screen Capture Downlodmlitton
B. Instal:
1. Follow the simple orscreen instructions to inst&lastStone Capture
2. An icon will automaticallybe placed on your desktaloiring the installation process

Quick Access Menu:

A. Introduction:
1. In most caseshts tutorial assumes that you will use the iconthe keyboard shortcuts to access the
various features and options
2. There is another way to access the features and optibauick Access Menu
B. Access the Quick Access Menu:
1. Click on theFastStonetitle bar icon and a dropdown menu will appear, aewh in this graphic:

| Capture Scrolling Window Ctrl+Alt+PrtSc
1 Capture Fixed Region  Ctrl+Shift+Alt+PrtSc
rJ Repeat Last Capture

Output

[ Open File in Editor
A Screen Recorder
Q Screen Magnifier
2 Screen Color Picker
™ Screen Ruler

& Acquire Images from Scanner
% Convert Images to a PDF File
Settings
Reset Capture Panel Position

2. Click on the feature or option that you want to use
3. Take note of the Repeat Last Capture option in case you ever want to use it
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3. Default Settings

A. Introduction:

1. If you are in a hurry to get started using FastStone Capture, you cahislgpction completely and
come back to it later if you have questions about the various default settings
2. In this section of this tutorial, 1 will show how to open the Settings dialog box, and | will give a brief

explanation of each of the categoriesettiags
B. Open the Settings dialog box:
1. Activate FastStone Captuiiéjt is not already active:

a. Double click on the FastStone Capture i

i on your desktop:

(1) The FastStone Capture icon will appear in your System Tray

4\ Faststone Capture

(2) The Capture Pan

- X

will appear on youdesktop

(a) Your Capture Panehay have some additional icons if you have already changed the

default settings

(b) I will discusseachof the icons on th€apture Paneds each one is used in this tutorial

2. Open the Settings dialog box:

a. Click on the Settings ico*" on theCapture Panednd a dropdown menu will appear
b. Click on Settings and the Settings dialog box will apfieashould look something like this:

x|

Capture |Huﬂ<eys I File Mame I Auto Save I FTP I Editor I Miscellaneous I

I_ Run and minimize to System Tray when Windows starts

I_ Indude Mouse Pointer in the capture

Delay before capture : IIII - I seconds

Auto-Scroll interval : 100« | ms (increase it if scroling capture has missing lines)
When dicking on button [X] : ITerminate this program immediately ;I
When dropping a file on Capture Panel : IOpen it in FastStone Editor ;I

When capturing Full Screen of multiple maonitors ; ICapb_lrE active screen ;I

Show morebuttonsonCapturePanel: [ (5 I v [ O [ 2 [ m

Fixed Region Size :  [400 :II x [300 j

P : ISamE as screen DPI ;I

|7 Sound Motification

0K I Cancel

c. Notice that there are tabs for each type of setting
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C. View and/or Change the Settings:
1. Introduction:
a. As you can see fromooking at the tabs ithe graphic shown above, there sexendifferent

b.

2. TheCapture settirgs:

coow

w

|_ Run and minimize to System Tray when Windows starts

I_ Include Mouse Pointer in the capture

Delay before capture : ID v I seconds

Auto-Scroll interval : I 100 = I ms (increase it if scrolling capture has missing lines)

When dicking on button [X] : ITerminate this program immediately LI

When dropping a file on Capture Panel : IOpen it in FastStone Editor ZI

When capturing Full Screen of multiple monitors : ICapture active screen ;]

Showmore buttonsonCapturePanel: [ (> v VR [ QT 2 T m

x|

Fixed Region Size : 400 j x [300 j

DPI: ISame as screen DPI Z|

[V Sound Notification

[ o |

Cancel |

These are the settings
The various options seem to be setplanatory

t hat

contr ol

Most people will not need to change any of these default settings
Those who use FastStone Capture quite often and woeléiktStone Capture to run
minimized when Windows starts, can accomplish that by checking the first two checkboxes in

this section

sets of Settings just click on the applicable tab to open the applicable settings window
In this section, | will discuss each set of Settings

S o0ome

For the purposes of this tutorial, | have accepted the default settings in this,sec8bow in

the graphicshown above

Page4 of 51

06/13/11

0]



How To Capture Screen Shots

Using FastStone Capture Versiof9
= %

3. TheHotkey settings:

a.

oo

FEE x|
| Capr
Active Window : | Alt+PrtSc
Window /Object: | Shift+PrtSc
Rectangular Region : i Ctrl+PrtSc
Freehand Region : ’ Ctrl+Shift+PrtSc
Full Screen : ’ PrtSc
Scrolling Window : I Ctrl+Alt+PrtSc
Fixed Region : ’ Ctrl+Shift+Alt+PrtSc
Repeat Last Capture : ' (None)
Screen Magnifier : ’ (None)
Pick Screen Color : , (None)
Screen Ruler : ’ (None)
OK I Cancel |

FastStone Capture can be used by clicking with your mouse rather than by using the Hotkeys, ¢
dondédt get hung up on the concept of Hotkey
In the main section of this tutorial, | will describe how to use FastStone i@apitinout using
Hotkeys.

In a separate section of this tutorial (near the end) | will cover the use of Hotkeys

Most users will never have to change any of the Hotkey settings
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4. TheFilename settings:

T

.Capture I Hotkeys File Name |Auto Save I FTP I Editor I Miscellaneous I

File name template : |5Y-5|'~"I-ED_5I-|5I\155 ;I |

Tips: # - One digit of the sequential number

YeCOMPUTERMNAME%: - Computer name
%elISERMAME . - User name

Examplel : When using $Y-5M-50_SHSMSS, a JPEG file might be named as
2007-12-31_190325.jpg

Example2 : When using ScreenShot###%#, the 32nd screenshot in JPEG
format might be named as Screenshot00032.jpg

CK | Cancel |

a. This section determines the default Filename thstStane Capture will use when you save your

b.

C.

capturel imageasa file

The options that are available in this section are quite comprehenysiveean even create your
own fApresetso

Most people can just accept the default setting that looks like this:

File name template : 5$Y-$M-$D_$H$N$S | E]

(1) TheFile Name settings window explains what the symbols means

(2) You can click on the dropdown arrow at the right end of the Filename box to select from a
list of templates If you do not create and save your own templates, only two choices will be
presented

(3) You can click on thn,[3 button to create your own presets
(4) You canalsocreate youdefault filenameoy typing your entry directly in the Filename
Template box:

@For exampl e, |l have typed fiMy C-atpokslikee #
this: Filename Template : ‘-My Capture nttﬁi v
ow, eac time that use ast Stone apt
(b) N h [ h I F S C
will be My Capture 00%t seq. (the number will increase by 1 each time | capture a new
image)
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d. For the purposes of this tutorial, | will assume that you leeeepted thdefault setting which
will result in a filename thtuses the current year, month, day, and time (hour, minute and
second) for exampleif the capture is done on August 31, 80& 10:30 and 22 seconds, the
file name would be 20®-08-31 103022- thisfile naming method wilfesult in a unique name
for each file so there is no need to use a numbering sequence

5. TheAuto Savesettings:

Msettings X|
Capture | Hotkeys ] File Name W

Format : IJPG v] Quality : |90 vl I_ Grayscale

Color subsampling : IDisabled (Better Quality) _v_l

Output folder : IC: \Users\user\Desktop), J

l— Copy to Clipboard
l—' Open output folder

[_ Open in external program

Tips : For advanced users, output folder accepts environmental variables:

%MYDOCUMENTS % - Path to My Documents folder
%%MYDESKTOP % - Path to Desktop folder
%COMPUTERNAME % - Computer name
%USERNAME % - User name

OK I Cancel I

a. These settings willbe usedwleery ou use Fast Stone Captureods
Save option will be covereshortly)
b. If you do not make any changes to these settings:
(1) The first time that you use the Auto Save option, you will be asked to complete the
information in this section
(2) If you subsequently use the Auto Save option again at a later time, the informattipoutha
supplied the first time will besedautbmatically
(3) If you want to subsequently change the Auto Save settings, you will have to come to this
section to accomplish that
(4) 1 will assume thaho changes have been made to this section and | will coverchmake
the changes when we get to the section of this tutorial that covers the Auto Save option
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6. TheFTP settings:

I3

[~ Use passive mode

ermsever: |
Remote folder : |

port: [21
—
Password : |

[_ Copy URL to Clipboard

Capture | Hotkeys | HleNam‘e_Lp_ggga' FTP Ikditnr | Miscellaneous
Format : IJPG _:_] Quality : |90 vl |_ Grayscale

Color subsampling : lDisabIed (Better Quality) _:J

€.g. Wwww.example.com

e.g. [ or fsubfolder

Test Connection I

[~ save alocal copy {output folder in "Auto Save™ tab)
I_ Open URL in Web browser

a. These settings should beed if you intend to output your captures to the Web (FTP)
b. For the purposes of this tutorial, | have not madeciiayges or additions to these settings

7. ThekEditor settings:

Background color :

Mouse wheel :

fliscellaneous |

(®ZoomIn fOut (O Scroll Up /Down
Close editor when file is saved

Ask me to save changes before dosing

] [ Cancel ]

a. | will cover theEditor in a separate section of this tutorial
b. For now, just accept the default settings
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The Miscellaneoussetting window includegour sets of settings

T

"Capture I Hoﬂteysl File Namel Auto Save I FTP I Editor Miscellaneous |

rClipboard /Word [ PowerPoint

I_ Convert to 256 colors if output is Clipboard, Waord or PowerPoint

rScreen Recorder

See "Options” in Screen Recorder

[

Screen Magnifier

Zoom ! I?_.D vl Size: IFuII vl Shape: I-C-':& ;I

F Smooth I_ Megative I_ Select magnifying area when hotkey is pressed

Screen Color Picker

After picking a color : IShow itin a window ;I

OK Cancel

The Clipboard/Word /PowerPoint setting:

Clipboard | Word J PowerPoint

[] convert ta 256 colors if output is Clipboard, Word or PowerPoint

(1) If you select this option, any time that you tell FastStone Capture to put the saved capture
into the Clipboard, Word or PowerPoint, the capture will be automatically converted to 256
colors

The Screen Recordersettings:

Screen Recorder
See "Options” in Screen Recorder

(1) This sectiommerely provides a note stating that can set the options for the Screen Recorder
when you activate this feature

(2) You will be able to make changes to the Screen Recorder options when you open the Scree
Recorder

(3) I will cover the Screen Recorder in a sepasaetion of this tutorial

The Screen Magnifier setting:

creen Magnifier

Zoom : IZ.D VI Size: IFuII vl Shape: |Circle *

|7 Smooth I_ MNegative I_ Select magnifying area when hotkey is pressed

(1) I will cover the Screen Magnifier in a separate section of this tutorial
(2) For now, just accept the default settings
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g. TheScreen Color Pickesettings:

Screen Color Picker

After picking a color : | Show it in a window v

(2) I will cover the Screen Color Picker in gpsgate section of this tutorial
(2) For now, just accept the default setting

4. Steps Required for Each Capture

NoteThis section does not apply to the Screen Recorder which is covered in a separate section called
Screen Recorder

Activate FastStone Capture
Display the item to be captur@sh your monitor
Select the Output option
1. FastStone Capture provides the following Output options:
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
i. ToWeb (FTP)

2. TheOutput Optionsection of this tutorial coveesach oftheseOutput options in detail
D. Select the Type of Capture

1. FastStone Capture provides the following Types of Captures (I have included the Keyboard Shortc

Keys for future reference):

Capture Active WindowAlt+PrtSc]
Capture Window or Objecshift+PrtSc]
Capture Rectangular Region [Ctrl+PrtSc]
Capture Freehand Regio@tfl+Shift+PrtSc]
Capture Full Screen [PrtSc]
Capture Fixed Region [Ctrl+Shift+Alt+PrtSc]
Capture Scrolling Window [Ctrl+Alt+PrtSc]
There is a separate section in this tutorial for ed¢hese Types of Captures
E. Make the Capture:
1. Depending upon the Type of Capture that you select, the capture steps will differ
2. Refer to the applicable sectiontbfs tutorial for the steps needed for each Type of Capture

Ow»

Se@meo0Ty

S@™oa0 o
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5. Output Options

A. Introduction:
1. You select an Output option to tell FastStone Capirat you want to be done with the image that
you are about te@apture
2. Each time that you udeastStone Captutbe Output option that wasu last usedvill be used
again unless you select a new Output option
3. This section will give a brief explanation of each Output option
B. How to select an Output option:
1. Open FastStone Capture if it is not already open
2. Introductian:

a.
b.

C.

d.

The Output icons next to the last icon on the rigndof the FastStone Captui@ontrol Panel
The Output icon reflects the Output option that was last usedsothe Output icortan be any
one ofnineicons

If you want to use the same Output Optiont @ used the last time that you used FastStone
Capturethere is no need to change the Output Option

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

3. If you want to designate a differe@utput Option:

a.

o o

Click onwhicheverOutput iconis displayedand a dropdown menu will appéait will look like
this:

To Editor

To Clipboard

To File

To File (Auto Save)
To Printer

To Email

To Word

To PowerPoint

To Web (FTP)

Auto Caption

Auto Edge/Watermark

Include Mouse Pointer

Preview in Editor

Click on one of thenine Output options to selectdind the Output icon on the toolbar will reflect
your choice
The nexminesectiors of this tutorial describe each of tlee®utput
In addition to the nine Output Options, there faxer additional 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 section of this tutorial thagrsdhe
FastStone Editor
(b) If you turn this setting on, it will allow you to automatically apply a caption to each
capture without the need to open the capture in the FastStone Editor
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(2) Auto Edge/Watermark:
(a) The Edge/Watermark function is fully described ia #ection of this tutorial that covers
the FastStone Editor
(b) If you turnthe Auto Edge/Watermaetting on, it will allow you to automatically apply
anEdge and/or &Vatermark to each capture without the need to open the capture in the
FastStone Editor
(3) Include Mouse Pointer:
(a) If you turn this setting on, the Mouse Pointer will be included in the capitoeided
that the pointer is located within the capture area
(b) This option works best when the capture is originated by the use of Hotkeys
(4) Preview in Editor:
(a) If you turn this setting on, the capture will always open in the Edadhat you can
make changes to the capture before the selected Output Option is completed
(b) Whenapplicable, the first icon on the Toolbar in the Editor will reflect your Output
Option- just click on that icon to complete the exéanitof the Output Option that you
selected

C. To Editor (FastStone Capture image edi,‘%v :
1. FastStone Capture has a binlimage editing function
2. If you select this option, the captured image will open iRkt Stone Capture Editor
3. lwill cover the FastStone Capture Image Editodetail in a later section of this tutorial

To Clipboard (Microsoft Windows Clipboare ,‘j "
1. If you select this option, the captured image will be placed in the Windows clipboard
2. If you want you would like the capture to open in the FastStone Capture Editor before it is saved to
the Windows clipboard, select the Preview In Editor option 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 optionder the
Others tabn the Clipboard/Word/PowerPoint section of the Settings dialog box
4. After the capture has been placed in the Windows clipboatd¢cgnuse thePastecommand to
pastethe captureinto a documentbut not into Outlook Express)
|
E. To Filelghs
1. This Output option saves tlapturedmageasa file on your hard disk
2. If you want you would like the capture to open in the FastStone Capture Editor before it is saved,
select the Preview In Editor option at thettom of the Output Options dropdown menu
3. When the To File Output option is in effect, each time you do a cajhteiave As dialog boxill
appeamnd you willneedto:
a. Navigate to the folder into which you would like to save the cagtiies
b. Designat an Object Name:

(1)Fast St one Capture assigns an Object Name
Settings- the default setting provides &bject Name which is based on the date and the
time of the capture

(2) You can change the file name by typingeav name in the Object Name box

c. Designate a Save As Type:

(1) Thedefault file type is PNGPortable Networks Graphic) which is a format that is

recognized by many programs, but we will J&&
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(2) Change the Save As TypedBG

(a) Click on the dropdown arrow at thight end of the Save As Type box and a dropdown
menu will appear

(b) Click on JPEG FormatlPQ to select that option

(c) Once you change the Save As Type to a different format, FastStone Capture will
remember that preference and will default to that file thygenext time you use the
program

d. Click on the Save button to save the capture file to your hard disk

F. To File (Auto Save,[ﬂ' - includes an option to send the captured image to the Windows Clipboard
1. This Output option saves the imaaea file on your hardlisk, just as the other To File option does,
however there are some differences
a. Thefirst time that youselectthe To File (Auto Save) option, FastStone Capture
(1) Will display the following Information box:

Information

i ‘) Output Folder for "Auto Save" is empty or invalid.

Specify a valid Output Folder in the "Settings" first.

telling you that you need to specify a validtPut Folder
(2) Click on the OK button and the Settings dialog box will appear
(a) The Auto Save section of the Settings dialog box will look like this:

Format: |PNG w Colors: | 24-bit v [ Grayscale

Output folder : E]

[[]Copy to Clipboard

["] Open output folder

E’ Open in external program

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

Format : | hzlef + . .
= and a dropdown menu will appear will appear

ii. Click on JPG Output Format to select that option
2. Designate the Outptrolder:

a. Click on the EIIipsisB button at the right end of the Output Folder box to
navigate to the desired folder or to create a new felder will select the My
Documents folder

3. If you want FastStone Capture to send the captured image to the Wintiplaca@l
in addition to saving the file on your hard disk

a. Click on the Copy To Clipboard checkb Syt Citbeard ) <000t this option
b. When this box is checked the image will be saved to your hard disk and it will
also be placed in the Windows Clipboard
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4. If you want he captured image to open automatically in an External Rro(8ach
as Photoshop Elements),:

. . Open in External Program
a. Click on the Open in External Program checkl ] to

select this optiorand the External Program b. - =)
will appear

b. Click on the EIIipse:[ZJ at the right end of #hExternal Program box and the
Open dialog box will appear

c. Navigate to the executable file of the program that you want to designate at the
External Program and select the following graphic indicates that | have
designated the Editor of Photoshop E#ts 5 as the External Editor

C:\Program Files\adobe\Photoshop Elements 6.0\PhotoshopEleme| E]

d. 1 will leave the Open In External Prograoptionunchecked
(b) The Filename section of the Settings dialog box contains the Filename template that will
be used when the file is saved
1. It should look something like this

File name template : §Y-$M-$D_§HENSS v D

2. Fast3one Capture will use the information in this section to determine the name that
will be given to the file:
a. See the Default Settings section of this tutorial for more information about the
Filename section of the Settings dialog box
b. If you want to changthis information, you can do so now
c. If you do change the information, FastStone Capture will apply the chaacjes e
time you useeithertheTo File or To File (Auto Save) option
(c) Click on the OK button on the Settings dialog box to close the box and #doeept
changes
b. The next time that you use the To File (Auto Save) optasiStone Capture will use the
informationon theSettings dialog boto:
(1) Assign a naméo the file
(2) Determine what Output Format will be used
(3) Determine which folder to use
(4) Determine whther or not the file is also seto the Windows Clipboard
(5) Determine if the aptured image will automatically open in an External Editing programn
did not select the Open In External Program option
c. If you subsequentlyant to changany of these settgs, 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 open in the FastStone Capture Editor before it is saved,
select the Preview In Editor option at the bottom of the Output Gptospdown menu
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G. To Printerd&=:
1. This Output option sends the image to your printer
2. If you want you would like the capture to open in the FastStone Capture Editor before it is printed,
select the Preview In Editor option at the bottom of the Output Opti@psidwn menu
3. When the To Printer Output option is in effect, each time you do a capture the Print dialog box will
appear it will look something like this:

Margins (inches) Position Preview
o0 |S B & ™
[foo & ™ [loo |% E] [E L f——————————
Lett 100 :: Right | |
Bottom E_] _lil El | |
Size - = Measurement units g | |
| Normal v Units: |inch | | ﬂ |
Orientation 1 | |
(O Portrait | I
(3) Landscape L |
Long Document = = Gamma correction
Auto-Divided: 3Horizontally v Yalue: 1.00 :
[ Printer Setup ] [Reset ] [ Pt ] [ Cancel ] page: <1171 v [JPrint Currert Page Only

a. The settings on the Print dialog box are rather basic
b. The settings that are changed most ofteritaeSize and the Orientation
4. After you are happy with the settings, click on the Print button to print the image

H. To Email &3
1. Introduction:
a. This option willsends the image to your email program if that program is supported by the
Windows Mailto: command
b. If the email program that you use is not supported by the Windows Mailto: command, you will
need tdirst save the captured image and then attach it to, or insert it into, a message
2. If you want you would likeannotations on the image that was captured, cgm open FastStone
Draw after the Email window opens abeforeyou send the message by clicking on the Draw
button in the Email window.
3. When the To Email Output option is in effect, each time you do a capture the Email dialog box will
appear it will look something like this:
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