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TIME SAVING TOOLS 

How do you copy something that is displayed on your screen? 

Use the Snipping Tool to capture screenshot 

Save yourself time by using the Snipping Tool to capture a screenshot. You can capture all or part of your 

screen, add notes, save the snip as an image, insert into a document or email it.  

 

1. Open Snipping Tool 

Select the Start button, type snipping tool in the search box on the taskbar, and then select Snipping 

Tool from the list of results. OR go to the Start Menu, choose Accessories and then click on Snipping Tool. 

 

2. Capture a Snip 

Select NEW and then click and dragging your selection box around the area that you’d like to capture. 

 

This selection can be saved as an image file by selecting Save As… from the File menu. Since the selection is 

copied to the clipboard by default, you can also simply paste the screenshot into a document or email 

Use the short cut key CTRL + V to paste into a document or email. 



Shortcut Keys allow us to accomplish many tasks quickly and efficiently via a series of keystrokes.  

The most common and helpful ones below to help get you started! 

CTRL + S Save 

CTRL + P Print dialogue 

CTRL + A Select all 

CTRL + C Copy selection 

CTRL + V Paste selection 

CTRL + X Cut selection 

CTRL + B Bold text 

CTRL + I Italics 

CTRL + U Underline 

CTRL + Z Undo 

CTRL + Y Redo 

 

 

 

  

 

  

 

  

3. Mark up a snip 

After you capture a snip, you can write or draw on 

it by selecting the Pen or Highlighter buttons. 

Select Eraser to remove the lines you've drawn. 

 

4. Save a snip 

After you capture a snip, select the Save Snip button. 

In the Save As box, type a file name, location, and 

type, and then select Save. 



 

This simple “trick” will allow you to keep track of time for a classroom task, for group work, for a timed test……. 

 

Google Timer 
1. Go to the Google Search Page: www.google.com 

2. Enter: timer 5 minutes (or whatever time you want) 

 

3. Press the enter key. 

 

4. The timer will automatically start counting down!  

Click the speaker icon to mute the alarm.  

Click the frame icon to switch to the full-screen mode. 
 

http://www.google.com/

