
The Snipping Tool  
In a previous article, we looked at using Print Screen button to quickly capture error messages, but 

there is an alternative, which is the Snipping Tool.  The big disadvantage with the Snipping Tool 

is that you have to move away from where you are to find it, so it won’t capture 

right-click menus or drop down menus etc, and requires one or two steps to 

activate it, but you can create a shortcut if you are going to use it regularly.  It 

comes with most Windows packages. The advantage is that you can capture part of 

the screen or the whole thing. 

Also there is more than one reason for capturing a screen image; it will take a snap shot of 

whatever is on the screen at the time. 

 

To open the Snipping Tool on W8, so go the Start screen (tile screen) and type Snipping (no need 

to go to search mode – you are automatically able to search without doing anything else) and then 

tap or click Snipping Tool. 

For Vista/W7 – click on the Start button and type Snipping and click on the option that appears 

in the  list. 

There are four types of snips – Free-form Snip; Rectangular Snip (usually the default); Window 

Snip; or Full-screen Snip. The Window Snip snips a browser window, the rest do what they say! 

Tap or click the arrow next to the New button, choose the kind of snip you want, then click and 

hold and drag across the area of the screen that you want to capture.  Or if you always want the 

Rectangular snip, just click directly on the New button. 

Once snipped – you can then simply save it (through the File menu) or move somewhere else and 

Paste it into a document. You can email it direct – but usually goes to Windows Live Mail by 

default, so won’t work if you only email online.  So just save it and attach to an email if you wish. 

You can create a keyboard shortcut – click Start > All programmes > Accessories, right-click 

Snipping Tool > Properties > Shortcut tab – press the key you want to use.  Click Apply.  

(Windows will automatically put Ctrl + Alt as the prefix so if you have assigned “S” you need to 

press Ctrl + Alt + S to launch, for instance.) 

To lock Snipping tool onto the taskbar or start menu, search for it as above, but right-click it and 

choose the option you want (Pin to Taskbar or Pin to Start menu) 

 

In the next article, we’ll look at doing the same thing with Tablets and iPads. 
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This article is for guidance only, and the opinion of the writer.  For more in depth information, please contact us. 

We offer individual training, at a pace to suit you; a session lasts 2 hours and costs £10. We can cover a 

range of subjects – including absolute basics; photo management; shopping online; emailing; Word 

processing, spreadsheets; basic web design; etc. on a range of devices, including Windows 

XP/Vista/W7/W8: Macs: Tablets: iPads: smartphones 

See our web site or contact us for further details. 

Or if you can spare two hours and week have skills on any level – especially iPad – that you would like 

to share with others, please get in touch. 
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