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Introduction
This document provides information about creating the screenshots needed for the Intel® Education Help Guide. You can also use these instructions if you need to update screenshots in the Intel® Learn and Intel® Teach Program curriculum manuals.
Screenshot Software Considerations
To generate the screenshots needed in the Help Guide and other curriculum manuals, you can use print screen function on your keyboard, or you can use a screenshot application.  
If you do not plan to use a special screenshot software application to generate your screenshots, you can use the Ctrl-Prnt Scrn or Ctrl-Alt-Prnt Scrn commands on your keyboard to take the screenshot. You will then need to paste the screenshot into an image editor application (such as Adobe Photoshop*) to properly configure it and save the file. 

If you prefer to use a screenshot software application, several are available. If you have an Intel network account, you can download PrintKey-Pro* from Intel Software Supply at no charge. Another option available from the Internet is Snag It* (a 30-day trial version can be downloaded for free at www.techsmith.com/download). 

Whatever method you select to take your screenshots, be sure you follow the instructions below to properly take and save the screenshot files.
Taking Screenshots

Before you start taking screenshots, you need to change your display properties. This will help ensure consistent color treatment and text display size among many different computers. To change your computer monitor’s display properties:

1) Go into your Control Panel, and double-click Display.

2) Select the Appearance tab. 

3) In both the Windows and Buttons and Color Scheme menus, click Windows Classic.

4) In the Font Size menu, choose Normal.

5) Click OK to apply the settings.

Next, take the screenshot using either your keyboard print screen function or a screenshot software application. 
Once you have taken the screenshot, paste it into an image editor application (such as Adobe Photoshop). At this point, there are a few simple things you need to do with the image:

1) Change the image resolution to 300 dpi.
2) Convert the image to CMYK mode (in Photoshop, choose Image>Mode>CMYK Color).
3) Reduce the size of any images that are too large to be placed in the actual Help Guide files (such as completed Microsoft PowerPoint* slides, Microsoft Excel* worksheets, Microsoft Paint* images, and Microsoft Word* pages. Keep in mind that the right column for pictorial instructions is only about 2.5 inches (10 cm) wide, so anything larger won’t work. 

4) In certain cases, you might want to crop out any extraneous background stuff that detracts from the intended clarity of the screenshot (e.g., information in a document behind pop-up menus or windows, words that are partially cut off when creating a close-up image of part of a dialog box or window, and so on). 

· To completely remove such unwanted areas from a screenshot (resulting in a white background), pick white as the background color. Then use your application’s Selection tools to select the area you want to remove, and press Delete. 

· To leave in the surrounding color behind or next to the critical part of a screen shot image while getting rid of extraneous information (i.e., cut-off text in a dialog box or drop-down menu), use the Eyedropper tool to select the background color as your application’s foreground color. You can then either use your application’s paintbrush tools to go over the top, or use the Selection tools to block out an area and fill it with that sampled color.
5) Save and close the image.

Instructional Considerations

Pictorial instructions are provided to support the textual information so that:
· Emerging readers can use the Help Guide as a source of information

· Unfamiliar computer skills can made clear

Given that, the main things to consider when planning screenshots for a particular skill group are:

1) What specific menu, button, or tool selections need to be shown? Is it okay to show a close-up of a selection only, or might it be helpful to provide more visual context?

2) What other supporting visual information should be included as examples to provide readers with a clear, “before and after” understanding of a particular sequence of steps required to complete a skill? 

File Naming
To keep track of the hundreds of screenshots generated for each technology area, to expedite the process of inserting them into both the Word draft documents and the final QuarkXpress* files, and to ensure that there is no trouble with image naming conventions during prepress print production, it is important that unique images be numbered according to the following specifications:
1) Begin all screenshot file names with a two-letter abbreviation of the corresponding technology area, followed by an underscore. For example:

· Graphics = “GR_”

· Word Processing = “WP_”

· Spreadsheets = “SS_”

· Multimedia = “MM_”

2) Next, include the skill group number, followed by a period, and then the numbered skill within that group, followed by another period. For example:

· Graphics Group 1, Skill 4 = “GR_1.4.”

· Word Processing Group 6, Skill 9 = “WP_6.9.”

3) After that, include the specific step number that the screenshot corresponds to within a particular skill. If there several screenshots that correspond to an individual step, add letters (in order) after the step number. Then, insert another underscore. For example:

· Graphics Group 1, Skill 4, Step 2, first and second images = “GR_1.4.2a_” and “GR_1.4.2b_”

4) The remaining part of the file name is basically a brief description that helps identify an image’s content. A few things to keep in mind about this part of a file name are:

· Try to keep this part of the file name to less than four (4) words.

· Be certain to include underscores between each word. 
· Include specific (if abbreviated) names of actual buttons, tools, menus and commands, etc.

· Include words that explain if it is a screenshot of a “highlight” or “selection” (before anything’s done), a “result” (after something’s been done), a “menu”, a “button”, a “tool”, a “tab”. Action words such as “pick” or “click” can also be helpful.
Actual file name examples:  
WP_4.8.3_format_picture_menu






GR_6.6.3b_fill_color_menu_pick
NOTE: When naming screenshot images, try to use the actual numbered sequence as particular image will appear in a particular skill step and/or group. There will be many opportunities for reused screenshots (often labeled as “p/u” for “pick up”), and you will also be inserting multiple-use technical illustration spots (for clicking, mouse dragging, pressing 

keys, selecting the OK button, etc.). These are not named according to standard screenshots but should be figured in when assigning numbers to screenshots in a general sequence (e.g., if in a cell for a step there is a spot of the Enter key and then a new screenshot, that screenshot should be named as the second image in that cell with a “b” after its step number).
Inserting Screenshots into Microsoft Word Draft Documents
After the screenshots have been properly named and saved, they can be inserted into the right column of the Word draft documents. To insert screenshots:

1) Click the Insert menu, choose Picture, and then select From File.

2) Navigate to the folder with the saved screenshot images for that document. Then find and select the appropriate file for a particular step. (NOTE: It is easiest if you arrange the files in that folder to display in numeric sequence.)

3) Go ahead and leave the default text wrapping (in line with text).

4) Resize (for greater precision, click the Format menu, pick Picture, and then select the Size tab, where you can specify the exact size you want) and reposition (cut and paste) the images as needed. In those instances when there are many images inside table cell, it might be easier to keep things in order by splitting that cell into the appropriate number of columns and rows (remove any unwanted interior cell borders).
NOTE: Although a reasonable amount of effort should be made to size and position screenshots and other “spot” images in a way that looks acceptable and makes sense, these Word drafts are subject to revision, and the images will ultimately be placed in Quark templates for final production. Therefore, DO NOT spend too much time on this!

Reusing Already Created Screenshots
Whenever it makes sense, go ahead and reuse screenshots that you have already created. To reuse screenshots, simply copy the one you want to reuse, and paste that copy where you need it. 
NOTE: There is no need to actual duplicate the TIF file and give it a new sequential name relative to that new skill group and step number. However, you should try to make notes on a hardcopy printout that shows when images are reused/picked up. When you do, make note of the original name of the TIF being reused.
Inserting Multiple-Use Technical Illustrations
There are a several small technical illustrations that have been created for common and repeatedly used steps such as double-clicking and right-clicking, dragging the mouse (in all different directions), for pressing/holding down various keys, and even commonly selected options such as OK. These images should be contained in a separate shared folder, not in the folder with the screenshots for each technology area. You do not need to keep track of when these images are used.
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