SnagIt 8 Set Up and Printing Instructions
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Set Up
Open SnagIt by selecting Start in the lower left-corner of your Windows task bar.  Choose Programs, SnagIt 8, and SnagIt 8 again.
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This window should appear.
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If SnagIt doesn’t look like the screenshot above when you open it, click on View in the top toolbar and choose Normal View (see screenshot below).
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You are going to create a new profile specific to the Organization Chart program.

Begin by clicking on the “New Profile Wizard” button at the top right side of the window.
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The “Selecting the Capture Mode (Step 1 of 6)” appears.
Notice that the “Image Capture” button is selected.  This indicates that our profile will include Image Capture.  Click on the “Next>” button at the bottom of the window.
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On the “Selecting the Input (Step 2 of 6)” window, under “Input” click on the arrow next to “Window” then select “Scrolling” and “Auto Scroll Window”:
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“Auto Scroll Window” will show up as your “Input”.  Select “Properties”
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The “Input Properties” window appears.  Click on the “Scrolling” tab.

In the “Window Auto Scroll options” select “Both” from the “Scroll Direction” dropdown:
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Click on the “Apply” button, then click “OK”.

You should be back at the ”Selecting the Input (Step 2 of 6)” window.  Click on the “Next>” button.
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On the “Selecting the Output (Step 3 of 6)” window, click on the arrow next to “None Selected” and select “Printer” for “Output:”  Then click “Next>”.
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On “Selecting the Options (Step 4 of 6)”, the “Preview Window” and “Keep Links” buttons are available, while the “Include Cursor”, “Record Audio” and “Multiple Area” buttons are not.  Do not make any selections and click on “Next>”.
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Do not make any selections on the “Selecting the Filters (Step 5 of 6)”.  The “Torn Edge Effect,” “Drop Shadow Effect,” and “Scale to 50%” buttons are available, and “No Effects” should appear in the “Filters:” drop-down box.  Do not make any selections.
Click on the “Next>” button.
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In the “Saving the New Profile (Step 6 of 6)” window, highlight “Auto Scroll Window - Printer” in the “Name:” field and type “Org Chart Print.”
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Click on the “Finish” button.
Your new profile should appear below “My Profiles.”
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Click on “Tools” in the top menu bar and then “Program Preferences.”
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The “Program Preferences” window appears.  Click on the “Program Options” tab.

Under the “General Options” section, make sure the “Hide SnagIt before capturing” box is checked.  If not, click in the checkbox.  Also, you may wish to uncheck the “Run SnagIt when Windows starts” checkbox unless you are a very frequent user of the program.  Click on the “Apply” button and the “OK” button.  
NOTE:  These settings will stay until you change them.  These instructions do not tell you to set it as a permanent setting because there may be other uses of SnagIt for which you want it unchecked.
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Printing
1. Open the Organization Chart program using the bookmark located in your Self Service account.
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When you are ready to print a page of the organization chart, open SnagIt.  LEAVE THE ORG CHART PROGRAM MAXIMIZED IN THE BACKGROUND AS YOU OPEN SNAGIT.
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2. Click on the “Org Chart Print” profile that you created in the “My Profiles” section.
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3. Click on the “Capture” button.
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If the Organization Chart program was maximized in the background, your screen should look like the screenshot below after you click on the “Capture” button.  (If not, click on the Escape [Esc] key to get out of the capture, maximize the Organization Chart program, and follow the steps for printing.)
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4. Click anywhere in the organization chart with your cursor.  (The organization chart window will be highlighted in red.)  SnagIt will automatically scroll the entire length and width of the organization chart.
The “SnagIt Capture Preview” window will appear.
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To print, proceed to page 16, “When you are ready to print”.
To preview, click on “File” and “Print Preview” in the menu bar.
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In “SnagIt Capture Preview,” you can determine if the page orientation and size is appropriate.  Click on the “Close” button to close preview.
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If you need to change the page orientation or size, click on “File” and then “Print…”.

If not, proceed to page 16, “When you are ready to print”.
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The “Print” window will appear.  Click on the “Properties” button.
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On the “Setup” tab, choose the dropdown in the “Orientation” section to switch to “Landscape”.  Then click on the “Paper” Tab.
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Select the Document Size.  Click “OK”.
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You are returned to the “Printer” window.   If you choose to print from here, click on the “Print” button. 
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If you wish to preview the page again, click on the upper right hand corner “X”  or the “Cancel” button to close the “Print” window.  
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Click on “File” and “Print Preview”.  If you find you need to revise settings more, close the “SnagIt Capture Preview” window, and follow the previous instructions to make page orientation or page size changes.
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When you are ready to print, click on the green checkmark icon that appears in the top menu bar.  This will finish the capture and send the document to the printer.
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