Tips for Making Handouts 

1/29/05
Screen Prints Using MS Word

· Pull up the desired image. 

· Select Print Screen on the key board. 

· Open Word and select paste. The whole screen will become an object/picture in Word. 

· If the Picture tool bar does not appear, open the Picture tool bar: select View, Toolbars, and Picture on the menu bar. 

· Select the Crop button on the tool bar, the cursor will become the crop symbol. 


· Click and drag the cursor using the buttons on the edges of your picture box. 

· Copy and paste the final image into your original document. 

Inserting Arrows Pointing Out Buttons on a Toolbar in MS Word
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↑↑↑
· Insert the toolbar as a picture. 

· On the menu bar select Insert Symbol. The Symbol dialogue box will appear. 
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· Use the Font drop-down menu box to view the various font styles. 

· Use the side scroll bar to move through the choices under each font style. 

· Select the desired Arrow and choose Insert. Select Insert for as many arrows desired. 

· Set-up tabs to place the arrows in the correct position. 

· If you are highlighting additional buttons on different toolbars, you can always copy and paste the arrows and adjust the tabs as needed. 

· If you are highlighting additional buttons on the same tool bar, you can always copy and past the toolbar and arrows then adjust the tabs as needed. 

