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MASTERING
SCREENSHOTS ON
WINDOWS 7: A
COMPLETE GUIDE

Capturing  what  is  on
your  screen  is  one  of
the  most  useful  skills
you  can  learn  on  a
computer.  Whether
you  need  to  save  a
fleeting error message,
share a funny moment
from  a  video  call,  or
document an important
piece  of  information,
k n o w i n g  h o w  t o
screenshot on Windows
7  can  save  you  time
and  frustration.  Even
though  Windows  7  is

an  older  operating
system,  it  still  offers
s e v e r a l  r e l i a b l e
methods  to  take  a
picture of your screen.
In  this  guide,  we  will
walk you through every
technique,  from  the
classic  Print  Screen
button  to  the  built-in
Snipping  Tool  and  a
few third-party options.
By the end, you will be
able to capture exactly
what  you  need  with
confidence.

Why
Screensh
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Matter in
Daily
Computer

Use
Before  diving  into  the
s teps ,  i t  i s  wo r th
understanding  why
screenshots  remain
essential.  They  allow
you  to  capture  visual
information that cannot
be easily  described in
words. For example, a
s c r e e n s h o t  o f  a
software bug can help
a  t e c h n i c i a n
u n d e r s t a n d  t h e
problem  instantly.  In
work  environments,
screenshots  are  used
to  create  t ra in ing
materials,  document
progress,  or  share
design  mockups.  For

students,  taking  a
snapshot  of  an  online
lecture slide can be a
quick  way  to  review
later.  Knowing how to
screenshot on Windows
7  empowers  you  to
communicate  more
effectively  and
preserve  important
moments.

METHOD 1: USING
THE PRINT SCREEN
KEY (PRTSCN)

T h e  m o s t
straightforward way to
take  a  screenshot  on
Windows 7 is by using
the Print Screen key,
often  labeled  PrtScn,
PrtSc,  or  something
s i m i l a r  o n  y o u r
keyboard. This method
has  been  a  staple  of
Windows  for  decades,
and  it  works  without
any  extra  software
installed.
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Capturing
the Full

Screen
To  capture  everything
visible on your monitor,
s i m p l y  p r e s s  t h e
PrtScn  key.  Nothing
will appear to happen,
but  the  screenshot  is
s t o r e d  o n  y o u r
clipboard.  You  then
need to paste it into an
image editing program,
such  as  Microsoft
Paint,  which  comes
pre ins ta l led  w i th
Windows  7.

Press the PrtScn1.
key once.
Open Paint by2.
clicking the Start
button, typing
Paint in the
search box, and
selecting it.
Click the Paste3.
button in the top-

left corner, or
press Ctrl + V
on your
keyboard.
Your screenshot4.
will appear. You
can now save it
by clicking File >
Save As and
choosing a
format (PNG is
recommended
for quality).

This  method  is  ideal
when  you  need  an
exact  copy  of  your
e n t i r e  d e s k t o p ,
inc luding  al l  open
w i n d o w s  a n d  t h e
taskbar.

Capturing
Only the
Active
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Window
Often you do not need
the entire screen—just
the  window  you  are
c u r r e n t l y  u s i n g .
Windows 7 makes this
easy  with  a  handy
s h o r t c u t :  A l t  +
PrtScn.  This  captures
only the active window
( the  one  w i th  the
highlighted  title  bar)
and  copies  it  to  the
clipboard.

Click the window
you want to
capture to make
it active.
Press Alt +
PrtScn
simultaneously.
Paste the image
into Paint or
another program
as described
above.
Save the file.

This  is  per fect  for
capturing a dialog box,

a web page, or a single
application  without
including your desktop
background  or  other
open  programs.

Using the
Windows
Key +
PrtScn
Shortcut
(If
Available)
Some  keyboards  and
driver  configurations
on  Windows  7  may
support  the  Windows
k e y  +  P r t S c n
s h o r t c u t .  T h i s
combination  does  two
things: it  captures the
f u l l  s c r e e n  a n d
automatically  saves
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the  image  as  a  PNG
file. The file is stored in
the  Screenshots
fo lder  ins ide  your
Pictures  l ib rary .
However,  this  feature
was  introduced  more
p r o m i n e n t l y  i n
Windows  8  and  later,
so it may not work on
all Windows 7 systems.
It is worth trying: press
both  keys  together,
then look in Pictures >
Screenshots. If you find
the  image  there,  you
have a quick one-step
method.

METHOD 2: THE
SNIPPING TOOL

Windows 7  includes  a
hidden gem called the
Snipping Tool. Unlike
the  Print  Screen  key,
the Snipping Tool gives
you control over which
part  of  the  screen  to
capture.  It  also allows
y o u  t o  a d d
annotations,  save  files
directly, and even set a

time delay.

How to
Open the
Snipping
Tool
Click the Start button,
type  Snipping  Tool  in
the  search  box,  and
press Enter. If you use
it  frequently,  you  can
right-click its icon and
c h o o s e  P i n  t o
Taskbar  for  quick
access.

Capture
Modes
Explained
The  Snipping  Tool
offers  four  capture
modes:

Free-form Snip:
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Draw any shape
around the area
you want to
capture.
Rectangular
Snip: Click and
drag to create a
perfect
rectangle.
Window Snip:
Select an open
window (such as
a browser or
document) to
capture it
instantly.
Full-screen
Snip: Captures
the entire
screen, similar to
pressing PrtScn.

To take a screenshot:

Open the1.
Snipping Tool.
Click the arrow2.
next to New to
choose your snip
type, or just click
New if you want
the default
rectangular snip.

Select the area3.
on your screen.
The screen will
fade slightly to
help you see
your selection.
Once you release4.
the mouse
button, the snip
opens in a new
window.
You can5.
highlight, pen, or
erase parts of
the image using
the toolbar.
Click the Save6.
Snip icon (floppy
disk) to save the
image in your
desired format.

Adding a
Delay
The  Snipping  Tool  in
Windows 7 also has a
Delay  feature.  This
allows  you  to  capture
menus or tooltips that
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disappear  when  you
click  elsewhere.  After
opening the tool,  click
the Delay  button and
choose a number (e.g.,
3 seconds). Then click
New, and the tool will
wait  the  specified  time
before  the  screen
freezes. This gives you
time to open a context
menu or hover over a
button  before  the
capture  occurs.

METHOD 3: USING
THE ON-SCREEN
KEYBOARD

I f  y o u r  p h y s i c a l
keyboard  is  missing
the Print Screen key or
you are using a tablet
or  laptop  where  the
k e y  f u n c t i o n s
differently, you can use
t h e  O n - S c r e e n
Keyboard  built  into
Windows 7. This virtual
keyboard  includes  all
the  standard  keys,
including  PrtScn.

Click Start, type1.
On-Screen
Keyboard, and
press Enter.
A keyboard will2.
appear on your
screen. Locate
the PrtScn key
(usually on the
right side).
Click it to3.
capture the full
screen. For the
active window
only, hold the Alt
key on your
physical
keyboard and
then click
PrtScn on the
virtual keyboard.
Paste the4.
screenshot into
Paint or another
program.

T h i s  m e t h o d  i s
especially  useful  for
those with accessibility
n e e d s  o r  l i m i t e d
keyboard functionality.
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METHOD 4: THIRD-
PARTY SCREEN
CAPTURE TOOLS

FOR WINDOWS 7

While  built-in  tools
work well,  some users
pre fe r  add i t iona l
features  like  scrolling
cap tu res ,  s c reen
recording,  or  direct
sharing.  Several  free
and paid programs are
c o m p a t i b l e  w i t h
Windows  7.

LightShot
L i g h t S h o t  i s  a
lightweight  tool  that
lets  you  select  any
area of the screen and
s a v e  o r  s h a r e  i t
i n s t a n t l y .  A f t e r
installation,  pressing
the Print Screen  key
brings up a crosshair to
choose  your  region.
You can then annotate,
upload to the cloud, or
copy the image.

Greensho
t
Greenshot is an open-
source  tool  that  offers
even more flexibility. It
supports  capturing  a
region, window, or full
screen. It also includes
an  editor  for  adding
ar rows ,  tex t ,  and
highlights.  Greenshot
can export directly to a
file,  printer,  email,  or
even  Microsoft  Office
programs.  I t  runs
smoothly  on  Windows
7.

PicPick
PicPick  combines  a
screen  capture  tool
with  a  simple  image
editor and color picker.
The  free  version  is
sufficient  for  most
u s e r s .  Y o u  c a n
customize hotkeys and
choose  from  multiple
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capture  modes.

Snagit
(Paid)
For  professional  use,
Snagit by TechSmith is
a  powerful  option.  It
i n c l u d e s  v i d e o
recording,  scrolling
window  captures,  and
advanced  ed i t ing
features.  It  works  on
Windows  7,  but  note
that  newer  versions
may  have  dropped
s u p p o r t .  C h e c k
compatibility  before
purchasing.
Third-party  tools  often
save  you  the  step  of
pasting  into  Paint,  as
they  a l l ow  d i rec t
saving  with  a  single
click.  They  are  worth
considering if you take
screenshots frequently.

WHERE WINDOWS

7 SAVES YOUR
SCREENSHOTS

Understanding  where
your  screenshots  are
stored  helps  you  find
t h e m  l a t e r .  T h e
methods above behave
differently:

Print Screen
(PrtScn) and Alt
+ PrtScn:
Screenshots go
to the clipboard
only. You must
paste and save
them manually.
They are not
saved
automatically.
Windows Key +
PrtScn (if
supported):
Saves
automatically to
C:\Users\YourUse
rName\Pictures\S
creenshots.
Snipping Tool:
You choose the
save location
when you click
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Save Snip. If
you close the
tool without
saving, the
screenshot is
lost.
Third-party
tools: Usually
save to a
predefined
folder, often My
Documents or a
specific tool
folder. Check the
settings to
customize.

To  avoid  losing  your
captures,  develop  a
h a b i t  o f  s a v i n g
immediately  after
pasting  or  using  the
Snipping  Tool's  save
prompt.

EDITING AND
ANNOTATING
SCREENSHOTS ON
WINDOWS 7

O n c e  y o u  h a v e  a
screenshot,  you might
need  to  add  arrows,

text ,  o r  h igh l ight
impor tan t  a reas .
Windows  7’s  Paint
program is  capable of
basic  editing,  but  it
l a c k s  m o d e r n
annotation  tools.  For
simple  tasks,  you  can
use  the  Shapes  (like
rectangles or lines) and
the Text tool in Paint.
For  more  advanced
needs,  consider  using
the  free  GIMP  (GNU
Image  Manipulation
Program) or the built-in
editing  features  of
third-party  capture
tools like Greenshot or
PicPick.
The Snipping Tool also
i n c l u d e s  a  p e n ,
highlighter, and eraser,
which  are  sufficient  for
quick  annotations.  To
use  them,  select  the
tool  from  the  toolbar
that appears after you
take the snip.

COMMON ISSUES
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AND
TROUBLESHOOTIN

G TIPS

Even simple tasks can
sometimes  go  wrong.
H e r e  a r e  a  f e w
frequent problems and
their  solutions  when
trying to screenshot on
Windows 7:

Print Screen
does nothing:
Make sure you
are pressing the
correct key. On
some laptops,
you might need
to hold the Fn
(Function) key
while pressing
PrtScn. Also, if
you have
clipboard
management
software, it
might interfere.
Try disabling it
temporarily.
Pasted image
is black or
blank: This can

happen if you try
to capture a
video playback
that uses
hardware
acceleration. Try
disabling
hardware
acceleration in
your media
player or
browser, or use
the Snipping Tool
instead.
Snipping Tool
not available:
Some editions of
Windows 7 (like
Starter or Home
Basic) do not
include the
Snipping Tool. In
that case, use
the Print Screen
method or
download a third-
party tool.
Cannot find
saved
screenshots:
Double-check the
folder you saved
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to. If you used the clipboard


