GUIDE TO DOING SCREEN PRINTS

1. Make sure that you leave open the folders that you have just been working on.

2. Start Microsoft Word using the START MENU
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Click on the folder button at the bottom of the screen (in the task bar) 
4. Open the folder that you need to make a screen print of.
5. Press the Prt Scrn key to take the copy (like a photograph)  of the screen

6. Click on the Microsoft Word button at the bottom of the screen. This will bring the Microsoft Word window back in to view.
7. Click paste, press the enter key twice to insert some linespaces.
8. Return to step 3 to do any further  screen prints.
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