How to Enable and Use ScreenPrint32

ScreenPrint32 should already be installed on your PC. If it's not running in your System Tray (bottom
right corner of the screen) then it is under Start>All Programs>ScreenPrint32>ScreenPrint32. If it is not
under the All Programs menu, then call the Help Desk at 1895. We can install it remotely and it only
takes 5 minutes to install.

To configure ScreenPrint32, follow the instructions below.

Click on Start

Click on All Programs

Click on the ScreenPrint32 folder

Click ScreenPrint32

On the General tab, make sure the following options are selected:
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General l Print Options ] Save Options ] Redister ] Aot ]
Capture Areg Selection Method Helps
(" Capture Full Desktop or Active Window
Preszing the 'Pri-Zcr' key will capture the entire desktop, 'Af Reset Defaults

and 'Prt scr' will capture the current active swindow .

{+ Capture Active Window! Export Settings
Pressing the 'Pri-Sor' key will capture the active window. _—

(" Prompt User for Capture Area
on pressing the 'Pr-Scr' key, the user will be prompted to select
the area of the screen that they require captured.

(" Capture a Pre-Defined Area
when the 'Prt Scr' key iz prezsed, a pre-defined area of the
zoreen will be captured.

ser Interaction Capture Key

[v Enable 'On The Fly' Configuration Pr-Scr -

Mizcellaneous

[v Share User Settings v Load st Startup v Show In SysTray [

o] Cancel

(Capture Active Window, Enable ‘On the Fly’ Configuration, Share User Settings, Load at Startup and
Show in SysTray)

6. On the Print tab, uncheck the ‘Enable Printing’ option



7. On the Save Options tab, make sure the following options are set:
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General ] Print Options Save Options l Redister ] Aot ]
v Save Captured Ares to Disk; Helo
Filename:
| SP32-[date]-ftime] ﬂ
File Format:

(" GIF O PNG  BMP (v JPG

Motes
Formatting codes may be uzed within the filename. These can
be uzed to unigquely identify the file. A list of allthese codes
can be found in help.

Falder:
CHDocuments and Settingsweernameihdy Documentst Browvse

The [counter] formatting code walue iz currently: G0 Reset Courter

o] Cancel

(Save Captured Area to Disk, under Filename choose SP32-[date]-[time], under file format select JPG and
under Folder click the Browse button to navigate to a folder of your choosing — usually a folder under
‘My Documents’. Choosing this folder indicates your default save location.)

8. Click ‘OK’
9. Click ‘Ok’ to the error message that pops up (it is not applicable — everything is OK!)

Now you are ready to take screen captures of error messages. When an error message pops up, simply
press the ‘Print Screen/SysRq button in upper right corner of your keyboard. When prompted, save the
screen capture to your hard drive (default save location). If you need to email the screen capture via
GroupWise, just attach the new file to your email composition.

If you have questions, please call the Help Desk at 1895 or email us at helpdesk@blueridge.edu.



