
Step-by-Step Guide to Screenshot on 

Windows 

 
Taking screenshots shouldn't feel like solving a puzzle. Whether you're 

capturing an error message for tech support, saving a recipe from a 

cooking video, or documenting your high score in that game you've 

been obsessed with, Windows gives you more ways to screenshot than 

you might realize. 

Let me walk you through every method, so you'll never fumble around 

looking for the right keys again. 

The Classic: Print Screen Button 

The Print Screen key (often labeled as PrtScn, PrtSc, or Print Scr) has 

been around since the beginning of Windows. It's usually hiding in the 

top-right section of your keyboard, somewhere near F12. 

Full Screen Capture 

Press PrtScn once, and Windows silently copies your entire screen to 

the clipboard. Nothing flashes, no notification appears—it just works. 



Open Paint, Word, or any image editor, hit Ctrl + V to paste, and there's 

your screenshot. 

Active Window Only 

Want just the window you're working in, not your entire desktop? Hold 

Alt + PrtScn instead. This captures only your active window, cutting 

out all the background clutter. Perfect when you don't want to crop 

later. 

Save Directly to Files 

Here's where it gets better. Press Windows Key + PrtScn, and your 

screen will briefly dim like a camera flash. Windows automatically 

saves that screenshot as a PNG file in your Pictures > Screenshots 

folder. No pasting required. 

The Game-Changer: Snipping Tool 

Microsoft quietly revolutionized screenshots with the Snipping Tool, 

and honestly, once you start using it, those old keyboard shortcuts feel 

ancient. 

Opening Snipping Tool 

Press Windows Key + Shift + S. Your screen dims slightly, and a small 

toolbar appears at the top. This is Snipping Tool's quick capture mode, 

and it's magnificent. 

You get four options: 

Rectangular Snip – Click and drag to capture any rectangular area. 

This is your go-to for most situations. 

Freeform Snip – Draw any shape you want with your mouse. Useful 

when you need to capture something oddly shaped. 

Window Snip – Click any open window to capture it perfectly, without 

manually selecting edges. 



Full Screen Snip – Grabs everything instantly with one click. 

After you capture, a notification pops up. Click it, and the Snipping 

Tool editor opens with your screenshot ready for action. 

Editing Your Screenshots 

The Snipping Tool editor isn't fancy, but it covers the essentials 

beautifully. You can: 

 Draw with a pen tool in different colors 

 Highlight important sections 

 Crop your image further 

 Add ruler measurements (surprisingly handy) 

 Copy directly to clipboard or save to any location 

The interface feels intuitive. Nothing is buried in complicated menus. 

The Old Reliable: Full Snipping Tool 

Application 

If you prefer a dedicated app, search "Snipping Tool" in your Start 

menu. The standalone application gives you the same features but with 

a more traditional window interface. 

Click New, choose your snip type, and capture away. Some people 

prefer this method because it feels more deliberate, less keyboard-

shortcut-dependent. 

For Gamers: Xbox Game Bar 

Windows includes built-in game recording features that most people 

don't even know exist. 

Press Windows Key + G to open Xbox Game Bar. You'll see a floating 

toolbar with a camera icon. Click it, or press Windows Key + Alt + 

PrtScn, and Windows captures your game (or any full-screen 

application). 



These screenshots save automatically to Videos > Captures as PNG 

files. The Game Bar also lets you record video clips, which is brilliant 

when a screenshot just won't tell the whole story. 

Quick Reference: Every Method at a Glance 

PrtScn – Copies full screen to clipboard 

Alt + PrtScn – Copies active window to clipboard 

Windows Key + PrtScn – Saves full screen to Screenshots folder 

Windows Key + Shift + S – Opens quick Snipping Tool 

Windows Key + Alt + PrtScn – Game Bar screenshot (saves to 

Captures) 

Choosing the Right Method for Your Needs 

I use Windows Key + Shift + S probably 90% of the time now. It's 

fast, flexible, and saves directly to clipboard while giving you editing 

options. The notification system makes it feel modern and responsive. 

For quick full-screen captures that I want saved immediately, Windows 

Key + PrtScn is unbeatable. One press, done. 

When I need to capture something technical or precise, I open the full 

Snipping Tool application. That extra second of preparation helps me 

capture exactly what I need on the first try. 

Troubleshooting Common Issues 

Print Screen not working? Some laptops require you to hold the Fn 

key with PrtScn. Also check if your keyboard has a secondary function 

assigned to that key. 

Can't find your screenshots? If you used Windows Key + PrtScn, 

check This PC > Pictures > Screenshots. Game Bar captures live in 

This PC > Videos > Captures. 



Snipping Tool shortcut not responding? Open Windows Settings, go 

to Accessibility > Keyboard, and make sure the Print Screen shortcut 

is enabled. 

Making Screenshots Part of Your Workflow 

Screenshots have become an essential communication tool. We use 

them to share information faster than we can type it. Whether you're 

helping a family member troubleshoot their computer, documenting 

your work, or just saving something interesting you found online, 

knowing how to capture your screen efficiently changes how you use 

your computer. 

Windows gives you the tools. Now you have the knowledge to use them 

like a professional. 

The next time someone asks "how did you capture that so perfectly?", 

you'll have multiple answers ready. 


