DOING A PRINT SCREEN TO CAPTURE WHAT IS SHOWING ON YOUR COMPUTER SCREEN

The PRINT SCREEN button on the keyboard does not automatically print what is on the screen to your printer. If you want to print what is showing on your screen, do the following:

1. Have what you want printed showing on your screen.

2. Press the PRINT SCREEN key on the keyboard once (it is located above the Delete and Insert  keys).

3. Open Microsoft Word.

4. Click on EDIT, then click PASTE (or click on the paste icon in the Menu Bar).

5. Print the Word document as usual.

6. Save the Word document if needed.

7. Exit Word.

