SnagIt 7 Set Up and Printing Instructions

SnagIt Set Up 
pages 1-12
Printing
pages 13-19
Set Up
Open SnagIt by selecting Start in the lower left-corner of your Windows task bar.  Choose Programs, SnagIt 7, and SnagIt 7 again.
[image: image1.png]Hstart

indows Update:
Set Program Access and Defauts
iz

Burn CD & DVDs with Roxio
HRSGroUpE MDCS_LANSING
Workstations,MDCS_LANSING
MDCS - Lansing

Susan Wimare:

Documents
Settings
Search
Help

Run,

Shut Down.

(2} LawSON INSIGHT Deskp
> & ocososczo
3 Novel Gapiie
B snegit
» 5k Adobe Reader 7.0
(3 scansofepaperport 8.0
D adobe Acrobet 7.0 Professonsl
B wcrosftProjec:

&) @ Novel Groupivise - Malbox. | ]snagltPrintinginstruction

BEINHMDP4S®

1192 a0




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 “Add New Profile Wizard” button at the bottom of the window.
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The “Selecting the Capture Mode (Step 1 of 6)” appears.
Notice that the “Image Capture” button is depressed.  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, click on the arrow next to “Window” then select “Scrolling” and “Auto Scroll Window” for “Input:”
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When you have made the selection, click on the button that has three dots on it.
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The “Input Properties” window appears.  Click on the “Scrolling” tab.

At the bottom of the “Window Auto Scroll options” section, click in the radial button in front of “Both” in the line that begins with “Scroll Direction:”
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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 “File” and select “Printer” for “Output:”
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When you have made the selection, click on the button that has three dots on it.
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The “Output Properties” window appears.

Ensure that the appropriate printer is selected.  Click on the “Properties” button.
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In the “Original orientation” section, you may choose “Landscape” as the default and Letter (8 ½” x 11”) as the default in “Original size”.  Click “OK”.
NOTE:  These settings do not stay from day-to-day, program-to-program.
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You are back at the “Output Properties” window.  Click on the “Apply” button, then click “OK”.
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You should be back at the “Selecting the Output (Step 3 of 6)” window.  Click on the “Next>” button.
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On “Selecting the Options (Step 4 of 6)”, the “Include Cursor” and “Preview Window” buttons are depressed while the “Record Audio” and “Multiple Area” buttons are raised.
[image: image16.png][Add Profile

Selecting the Options (Step 4 of 6)
Selectthe Options you want 1o use or the caplure

izard

Desciption
Include Cursor
Include Cursor will capturs the mouse:
pointer i the image or video.

Preview Window

Record Audio

Mulile Area

| | [B][ =

<Back Neit> Cancel Help





Click on the “Include Cursor” button to raise it.  Click on the “Next>” button.
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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 should be raised, and “None” should appear in the “Filters:” drop-down box.
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, then click on the “Apply” button and the “OK” button.

NOTE:  This setting will stay until you change it.  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 (1)” section.


[image: image25.emf]
3. Click on the “Capture” button.
[image: image26.png]2] SnagltPrintingInstructions.doc - Microsoft Word

) e

A N Ble_tiow_To%5_ti

~=lolx|

EChStH}

SINAGITR

¢ Tour]

2 Basic Capture Profiles (6)
&) Aregion o File
&) Aregion to Cliptioard
&) Awindow o File
&) A sorolling window
&) An abject on the sereen
&) The entire screen

4 Other Capture Profiles (6)
&) Afreehand region

E‘ Select a Profile then click Capture.

Capture

"aq
b7 €9 A menu with time delay option
181 Textfrom awindow
3 Record avideo of e screen
@ Allimages from a Web site
€50 A Direct application (e.g. games)
A My Profiles (2)

Organize

1 @
~Captus Setings ——————————

Proie:
@ org ChartPrint

Capture

Holkey: Globak <CulSHitP>

wE @

Test Video Web

Mode:

Input: Auto Scrol Window

Ouput Piiner B

Fiers:

None. B

Gptons:

Save Profle.

S| 2| S| PR =18 ]

a3

-8 x

“ond

- X ‘Add New Profle Wizard.
>
Press <Clshitn> tocapture
: T
Seci ayn m7e iz w1 e w o on @K
|f @ ® || ®novel| Eiri. | Fsnagt..| Elaws... | Ethes...[[Gonagre [GCENHSDGS® 755am




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,  go to page 19 “When you are ready to print…”

To preview, click on the printer with a magnifying glass symbol 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 “Page Setup.”  If not, proceed to page 19, “When you are ready to print”.
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The “Printer” window will appear.  Click on the “Properties” button.
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Change the page orientation in the “Original orientation” section and the page size in the “Original size” section.  Click on the “OK” button.
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You are returned to the “Printer” window.  Click on the “OK” button.
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If you wish to preview the page again, click on the Print Preview icon (printer with a magnifying glass on it).  If 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.

When you are ready to print, click on the green checkmark that appears under “File” in the top menu bar, which will finish the capture and send the document to the printer.
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