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document, a brochure, am®il message, a slide shand for lots of other things. You can even use it tg
capture imagesom a slide show while the slide show is running

anything that is on your computer screen including windows, objects, full screen, rectangle regions,
freehandselected regions and scrolling windowsaddition you can now record screen activityhas
innovative features such as a floating Capture Panel, hotkeys, resizing, cropping, text anmogajen,
editing, printing, emailing, screen magnifier and many more. Once FastStone Capture is active, the g
capture features can be activated by using the Floating Capture Panel or Keyboard shortajys)(Hot

What Is FastStone Capture?
FastStone Capture is a progrémt can be uset capture screen images that you want to place in a

FastSton&Capture is a powerful, flexible and intuitive scresapture utility. It allows you to capture

©Coo~NoOh~wWNE

Table Of Contents Pg. #

1o ST = =0 PP 2
Default SEtINGS. . .ceve e 2
Steps Required for Each Capture..........coovveiiiiii e ee e 7
(@ 111101 U O o] 1[0 1 1 8
Capture Active WINAOW [AIRFPITSC] ....uoiieiii e e 14
Capture Window or Object [Shift+PrtSc] .........oooeeviiiiiiiieeee e 15
Capture Rectangular Region[Ctrl+PrtSC] ......ovvvviiiiiiiei e, 17
Capture a Freehand Region [Shift+Ctrl+PrtScl.......c.cccooviviiiiiiii e, 19
Capture a Full SCreen [PriSCl....... i eaanee 20

. Capture a Scrolling Window [Ctrl+AI+PrtSC] ....ccoovnviiiiiiiii e, 21
. SCIEEN RECOIUEN.....cciii e r et e et e e e e eeeaba e 23
. Run FastStone Capture when WINdowSs StartS..........ccoovvviviniiiiieieeeiineeeineeeieeeeeenn 26

.Fast Stone Captur.eds..Capt.ur.e..Ranel.....27

.Use Fast Stone Capture.bs..Edi.t.o.r...and..D28aw
Use the HOtKEYS......coee e e srnn e A
. Capture an Image from a Slide Show that is RUNNING...........cccoeiiiiiiiiieen s 42
. The Screen Magnifier..........ov e eeene . A3
B I TS 0] (o] g = 0] (=] PRSPPI 44
S 1o)== T 4 U | = PN 44

Pagel of 45 07/06/10



How To Capture Screen Shots

Using FastStone Capture Versiod6

1. Installation

A. Source:

1. You can instalFastStone Captufeom the FastStone Web sibg 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. Install:
1. Follow the simple osscreen instructions to instddastStone Capture
2. An icon will automaticallybe placed on your desktajpiring the installation process

2. Default Settings

A. Introduction:
1. If you are in a hurry to get started using FastStone Capture, you can skip this section completely at
come back to it latef you have questions about the various default settings
2. In this section of this tutorial, | will show how to open the Settings dialog box, and | will give a brief
explanation of each of the categories of settings
B. Open the Settings dialog box:
1. Activate FastStone Capturd,it is not already active:

a. Double click on the FastStone Capture i$&EEE
. 447PM
&, % wednesday

(1) The FastStone Capture icon will appear in your System |y 5/9/2007

A FastStone Capture

L will appear on your desktop

(a) Your Capture Panehay have some adainal icons if you have already changed the
default settings

(b) 1 will discusseachof the icons on th€apture Panels each one is used in this tutorial
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2. Open the Settings dialog box:

a. Click on the Settings ico®" on theCapture Panednd a dropdown menu lvappear

b. Click on Settings and the Settings dialog box will appaashould look something like this:

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

DRun and minimize to System Tray when Windows starts

[[Jinclude Mouse Pointer in the capture

Delay before capture : ‘0 v | seconds

Auto-Scroll interval : ‘ 150 ¥ |ms (increase it if scrolling capture has missing lines)
When dlicking on button [X] : ?Termlnahe this program immediately v|

When dropping a file on Capture Panel : 'Open itin FastStone Editor 7v ‘

Show more buttons on Capture Panel : ][ B OQ OL Om
DPI: [SemeasscreenDPl v

Sound Notification

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 fronooking at the tabs ithe grghic shown above, there asevendifferent
sets of Settings just click on the applicable tab to open the applicable settings window

b.

In this section, | will discuss each set of Settings

2. TheCapture settings:

coow

Capture ‘}}Fﬁ;" & o e i

\:\ Run and minimize to System Tray when Windows starts

[Jinclude Mouse Pointer in the capture

Delay before capture : |0 V| seconds
Auto-Scroll interval : 150 ¥ |ms (increase itif scrolling capture has missing lines)
When dicking on button [X] : ﬁerm\nate this program immediately v/

When dropping a file on Capture Panel : | Open it in FastStone Editor %
Show more buttons on Capture Panel :  [] (% B OQ OL Om
DPI: |Same as screen DPI v }

Sound Notification

These are the settings that control somesofR St one Capt ur eos

The various options seem to be setplanatory
Most people will not need to change any of these default settings

basi

Those who use FastStone Capture quite often and would like FastStone Capture to run

minimized when Windowstarts, can accomplish that by checking the first two checkboxes in

this section

For the purposes of this tutorial, | have accepted the default settings in this,ssec8bow in

the graphicshown above
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3. TheHotkey settings:
r ]
I Settings El
Capture | Hotksys %il -_
Active Window : Alt+Prisc
Window [ Object : Shift +Prtsc
Rectangular Region : Ctrl+Prt5Sc
Freehand Region : Ctrl+5hift +PrtSc
Full Screen : Prtsc
Scrolling Window Ctrl+Alt+PrtSc
Screen Magnifier : ({Mone)
Pick Screen Color @ (Mone)
Screen Ruler : ({Mone)
I Ok l ’ Cancel ]

a.
b.
C.

d.
4. Th

FastStone Capture can be ubgcatlicking with your mouse rather than by using the Hotkeys, so
dondédt get hung up on the concept of Hotkey
In the main section of this tutorial, | will describe how to use FastStone Capture without using
Hotkeys.

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

Most users will never have to change any of the Hotkey settings

eFilename settings:

T

"Capture | Hotkeys ~File Name |Aum save | FTP | Editor | Miscellaneous |

File name template : ISY-SM-SD_SHSN&S ;I |

Tips: # - One digit of the sequential number

SeCOMPUTERNAME G - Computer name
YUSERNAME % - User name

Examplel: When using $¥-8M-5D_8HSNSS, a JPEG file might be named as
2007-12-31_190325.5pa

Example2 : When using ScreenShot####:#, the 32nd screenshot in JPEG
format might be named as Screenshotd0032.jpg

oK | Cancel |

This section determines the default Filename that FastStone Capture will use when you save y¢
capturel imageasa file

The options that are available in this section are quite comprehenysiveean even create your
own fApresetso
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c. Most people can just accept the default setting that looks like this:

File name template : :$Y'$M'$D_$H$N$S v [3

(1) The File Name settings window explains what the symin&lans

(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,G button to create your own preset
(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 HH] v

(b) Now, each time that | use FastStone Capturetosave aear ed i mage, t he
will be My Capture 00%t seq. (the number will increase by 1 each time | capture a new
image)

d. For the purposes of this tutorial, | will assume that you leaeepted the default setting which
will result in a filename tat uses 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 eachfile so there is no need to use a numbering sequence

5. TheAuto Savesettings:

r =
M Settings @

Capture | Hotkeys | File Name | Auto Save &'ﬂ" Edtor | Mecolanaos |
Format: |PNG % Colors : | 24-hit [[erayscale
Qukput Folder D
[ Copy ta Cliphoard
[ open output Folder
I:‘ Open in external program

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 information that you
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) I will assume thaho changes have been made to this section and | will cover how to make
the changes when we get to the section of tharial that covers the Auto Save option
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6. TheFTP settings:
(s —— =
Capture | Hotieys | Fie Name | AutoSave FTP | Editor | Miscelaneous |
Format: [PNG = | Colrs: [a4bt ~| [ Grayscale
FTP server : | e.g. www.example.com
Remote folder : | e.g. for Jsubfolder

Port: [21 [ Use passive mode
User name :

Test Connection
Fassnor d:
[~ save alocal copy (output folder in "Auto Save” tab)
[~ CopyURLtoClipboard | Open URL in Web browser

oK Cancel

a. These settings should bsed if you intend to output your captures to the Web (FTP)
b. For the purposes of this tutorial, | have not made any changes or additions to these settings
7. TheEditor setings:

M Settings E3]
Coprreisterst i o |

Background color :
Mouse wheel : (®ZoomIn/Out O Scroll Up /Down
Close editor when file is saved

Ask me to save changes before dosing

= (==

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

[ ~

" Capture | Hotkeys | File Name | Auto Save | FTR | Editor  Miscelaneous |

lipboard / Word {Pow
[~ convert to 256 colors if output is Clipboard, Word or PowerPoint. ‘

[ smooth [ Negatve | Select magnifying area when hotkey is pressed

creen Magnifier
"Znnm: a0 =] s |t~ shape: [croe =l

a. TheClipboard/Word/PowerPoint setting:

Clipboard | Word J PowerPoint

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

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

Screen Recorder
See "Options” in Screen Recorder

(1) This section merely provides a note stating that can set the oftrahe 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 separate section of this tutorial

The Screen Magnifier setting:

creen Magnifier

Zoom : IZ.D - I Size: IFuII - I Shape: IC roe * I

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

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

Screen Color Picker

After picking a color : | Show it in a window

L€

(1) I will cover the Screen Color Picker in a separate section of this tutorial
(2) For now, just accept thesthult setting

Steps Required for Each Capture

This section does not apply to the Screen Recorder which is covered in a separate secti®oreahed
Recorder

. Activate FastStone Capture

Display the item to be captured your monitor

1. FastStone Capture provides the following Output options:

a.
. To Clipboard (Microsoft Windows Clipboard)
. To File

. To File (Auto Save)

. To Printer

b
c
d
e
f.
g
h
i
T

2.

To Editor (FastStone Capture image editor)

To Email

. To Word
. To PowerPoint

To Web (FTP)

he Output Optionsectio of this tutorial coversach ottheseOutput options in detalil
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E. Select the Type of Capture
1. FastStone Capture provides the following Types of Captures (I have included the Keyboard Shortc
Keys for future reference):

a.

g.

Capture Active WindowAlt+PrtSc]

b. Capture Window or ObjectShift+PrtSc]

c. Capture Rectangular Region [Ctrl+PrtSc]
d.
e
f

Capture Freehand Regio@tfl+Shift+PrtSc]

. Capture Full Screen [PrtSc]

Capture Scrolling Window [Ctrl+Alt+PrtSc]
There is a separate section in this tutorial for eddhese Typs of Captures

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

4. Output Options

A. Introduction:
1. You select an Oput option to tell FastStone Captwrbat you want to be done with the image that
you are about t@apture
2. Each time that you udeastStone Capture the Output option that yeaslast usedvill be used
again unless you select a new Output option
3. This sedbn 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. Introduction:

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 Option that you 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 Optiprgceed to the next section

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

a.

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

Indude Mouse Pointer

Preview in Editor
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b. Click on one of thenine Output options to select&nd the Output icon on the toolbar will reflect
your choice
c. The nexminesectiors of this tutorial describe each of these Output
d. In addition to the nine Output Options, there faxgr 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 that covers the
FastStone Editor
(b) If you turn this setting on, it will allow you to automatically apply a captiosach
capture without the need to open the capture in the FastStone Editor
(2) Auto Edge/Watermark:
(a) The Edge/Watermark function is fully described in the section of this tutorial that covers
the FastStone Editor
(b) If you turnthe Auto Edge/Watermaetting on, ti will allow you to automatically apply
anEdge and/or &/atermark 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 Eddadhat you can
make changes to thature 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 exéantof the Output Option that you
selected

C. To Editor (FastStee Capture image editc ‘;5' :
1. FastStone Capture has a binlimage editing function
2. If you select this option, the captured image will open in the FastStone Capture Editor
3. 1 will cover the FastStone Capture Image Editodetail in a later section of thigtorial

D. To Clipboard (Microsoft Windows Clipboarn,,,‘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 tipboard, 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 the capture to 256 colors, select this aptien the
Others tabn the Clipboard/Word/PowerPoint section of theSettings dialog box
4. After the capture has been placed in the Windows clipboatd¢cgnuse thePastecommand to
pastethe captureinto a document (but not into Outlook Express)
|
E. To Filelghs
1. This Output option saves tlapturedmageasa file on your hardlisk
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 Options dropdown menu
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3. When the To File Output option is in effect, each time you dapducethe Save As dialog boxill
appeamlnd you willneedto:
a. Navigate to the folder into which you would like to save the cagtiiiee
b. Designate an Object Name:

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

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

c. Designate a Save As Type:

(1) Thedefault file type is PNGPortable Networks Ggdic) which is a format that is
recognized by many programs, but we will U&&

(2) Change the Save As TypelBG
(a) Click on the dropdown arrow at the right end of the Save As Type box and a dropdown

menu will appear
(b) Click on JPEG FormatlPQ to select thabption
(c) Once you change the Save As Type to a different format, FastStone Capture will
remember that preference and will default to that file type the next 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,[ij' - includes an option to send the captured image to the Windows Clipboard
1. This Output option saves the imaaga file on your hard diskust as the other To File option does,
however there are some differences
a. Thefirst time that yousdectthe 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 valid Output Folder
(2) Click on the OK button and the Settings dialog box will appear
(a) The Auto Save section of thettegs dialog box will look like this:

Format: [PNG W Colors: | 24-bit  + [ Grayscale

Output folder : E]

[[]Copy to Clipboard

[[] open output folder

["]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 higend of the Output Folder box

Format : |z v

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 EIIipsisG button at the right end of the Output Folder box to
navigate to the desirddlder or to create a new foldewe will select the My
Documents folder

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

a. Click on the Copy To Clipboard checkb [y teClieard 4 <ot 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
4. If you want the captured image to open automatically in an External Rr¢§uch
as Photoshop Elements),:

. . v | Open in External Program
a. Click on the Qpen in External Program checkb g T 1o

select this optiomand the External Program b’ - =)
will appear

b. Click on the EIIipse:,[zJ at the right end of the External Program box and the
Open dialog box will appear

c. Navigate to the executable file of the progra §you want to designate at the
External Program and select the following graphic indicates that | have
designated the Editor of Photoshop Elements 5 as the External: Editor

C:\Program Files\Adobe\Photoshop Elements 6.0\PhaotoshopEleme| G

d. 1 will leave the Open In External Prograoptionunchecked
(b) The Filename s#ion 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 B

2. FastStone 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 change this information, you can do so now
c. If you do change the information, FastStone Capture will apply the ebaach
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 accept the
changes
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b. The next time that you use the To File (Auto Save) optasiStone Capture will use the
informationon theSettings dialog boto:
(1) Assign a name 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 tsenthe Windows Clipboard
(5) Determine if the aptured image will automatidglopen in an External Editing programwe
did not select the Open In External Program option
c. If you subsequentlyvant to changany of these settings, and you need a bit of help, refer to the
Default Settings section of this tutorial
2. If you want you woul 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 Options dropdown menu
G. To Printerd&:
1. This Output option sends the image to your printer
2. If you want you would likeghe capture to open in the FastStone Capture Editor before it is printed,
select the Preview In Editor option at the bottom of the Output Options dropdown menu

3. When the To Printer Output option is in effect, each time you do a capture the Print diale) bo
appear it will look something like this:

Margins (inches) iti Preview
oo |2 il | e
100 & ™® [ |® _E_| E L f——————————
Left [1.00 : Right | I
Bottom E] .@l El | |
Size - 7 Measurement units = | |
| Normal S Units: |inch v | |
Orientation | | |
(O Portrait | I
(3) Landscape L |
Long Document = Gamma correction
Auto-Divided: zHorizordaIIy v‘ Yalue: 1.00 :
[ Printer Setup ] [ Reset ] [ Print ] [ Cancel l Page: 111 v ' DPrint Current Page Only

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

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 sawe 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, you can open FastStone
Draw after the Email window opens abefforeyou send the message by clicking on thavidr
button in the Email window.
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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:

[ x|
cindy Callaghan, Authep
vw o
st |fw o}@as
; vcc\"'o ’
D'Scusgxéb’j
_Guide
e
Jors
RECIPES 7=
PAQ |
o o
Format: [PNG v |  Colors: [16M ¥ | D,a,,,
File name: [2010-06-28_115321png | 528 Cancel

4. If you are satisfied with the image that appears ir&imail dialog box, clickon the Send Email
button and your default email program will open and the captured image will be attached
. To Word#=.
1. When you use the To Word Output option

a. If you have a Word document opehe image that is capturedll be inserted at location of your
cursor in your Word document

b. If you do not have Word opeRastStone Capture will op&kord and will insert the captured
image at the beginning afnew Word document

2. However, f you also have Preview in Editor selected in the Output Optibescapturevill open in

the FastStone Editor andreew Finish (Word) icon Fimishtwerd) wjil| appear aghe first icon on the

=

Edi t or 0-4replaces thd Save Ason savess that usually appears as the first icon on the
i tor

Edi s tool bar
- — N I looa ] = = Iy,
2 L ot =P & E 2 = o)
E Copy _ Paste Draw _ Caption Edge  Resize  Elements 5 Email Print Close

3. After you are finished using the FastStdaditor,click on the Finish Word ico Finish(%erd) gndthe
captured image wilbbe inserted in your Word document at the location of the blinking cursor. If

Word is not open, FastStone Capture will open it and will insert the captured image at the beginnin
of a newWord document.

4. If you want to limit the number of colors in the capture to 256 colors, select this option in the
Clipboard/Word/PowerPoint section of the Settings dialog box
5. I'will cover theFastStone Capture Image Editor in a later section of thigdutor
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J. To PowerPoin,lQ‘Slv
1. When you use the To PowerPoint Output option:

a. If you have a PowerPoint document open, the image that is captured will be inserted at location
of your cursor in your PowerPoint document

b. If you do not have PowerPoint open, FastStona@apwill open PowerPoint and will insert the
captured image at the beginning of a new PowerPoint document

However, if you also have Preview in Editor selected in the Output Options, the capture will open ir
the FastStone Capture Editor

This is the samentng that would have happen if you had selected the To Editor Output option,
however, when you select the PowerPoinOutput option, a new FinishowerPoinicon

B .

[Finish(PowerPoint) g ppear s as t he f i r s titrdplacesthe &ave Aslfcisaess d i t

2.

3.

S - Vi E ' :j A ooo L3 @ . {::‘;] «:i'-c‘ o

Copy Paste Draw Caption Edge Resize Elements S Email Print Close

inish {(PowerPoint) Rectangle ZoomIn Zoom Out 100%

thatussal 'y appears as the first icon on the Ed
4. When you click on th&inish PowerPoint ico Finish (PowerPoint) the captured image will be inserted

on the active slide in PowerPoint. If PowerPoint is not open, FastStone Capture will open it and wil
insert the cajured image on the first slide.

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

6. | will cover the FastStone Capture Image Editor in a lateraedti this tutorial

Capture Active Window [  Alt +PrtSc]

A. Introduction:

1. The Windows operating system allows you to have multiple windows open at the same time
2. This Capture option captwséhe visible portion of the Active window

B. Display theActive Window thatyou want to capture:

1. Open the Window that you want to capture, if it is not already open

2. Click on the Window that you want to capture to make it the active window, if it is not already the
active window

3. Resize the Window, if necessary, so that the wholeddiv is visible (osothat the portion of the
Window that you want to capture is visible)

C. Activate FastStone Capturiéjt is not already active:

1. Double click on the FastStone Capture i # on your desktop

a. The FastStone Capture icon will appear in y®ystem Tra
4 FastStone Capture R—

h.\“\y

will appear on your desktop
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How To Capture Screen Shots

Using FastStone Capture Versiod6

D. Select the Output Optiathat you want to usd, it is not already selected
1. FastStone Capture will use the Output Option that you used the last time that you used FastStone
Capture
a. You cantell which Output Option was used the last time by looking at the Output QptiorR
it will look like one of these

(a) To Editor icon RE

(b) To Clipboard icon ‘=17

(c) To File icon b -

(d) To File (Auto Save)icon i~
(e) To Printer icon v

(f) To Email icon =47

(9) To Word icon W]~

(h) To PowerPoint icon 2>
(2) The developer of FastStone Capture has outdone himself this time!!!
b. If you do not want to changee®utput Option, skip th next step
2. If you want to change the Output Option, click on the active Output Option ictire@apture
Paneland a dopdown menu will appear
a. Click on the Output Option that you want to use
b. FastStone Capture will remember the Output Option that you choose and will automatically use
that Output Option until you change the Output Option
E. Make the Capture using the Activeiflow option:
1. Select theCapture the Active Window option by either:

a. Clicking on the Capture Active Window iC(D on the Capture Panel, or

b. Using the Keyboard shortcuAlf +PrtSc]

FastStone Capture will capture the visible portion of the active window

Deperding on the Output Option that you selected, the capture process could be complete or additi
steps may be requiredf you need help completing the capture process, refer to the Output ©ption
section of this tutorial

wn

6. Capture Window or Object[  Shift +Prt Sc]

A. Introduction:
1. The windows that are displayed on your monitor may be comprised of a multiple number of objects
2. This Capture optiomake it easy toapturethe visible portion of:
a. An entire window, or
b. An object that is part of a window
B. Display thewWindow/Objectthat you want to capture:
1. Open the WindowDbjectthat you want to capture, if it is not already open
2. Make sure that the portion of the Window/Object that you want to capture is visible on your monitor
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