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1.  SNIPPING TOOL
Click on the start button on the bottom left of the tool bar and in “Search Programs and Files” field, start typing snipping and the Snipping Tool will appear at the top.  Your screen will go gray and you can use your mouse to click and drag, selecting an area you want to clip.  You can send it to someone in an e-mail or save it to your desktop as a GIF and from there, you can click, copy and paste it:

[image: C:\Users\jody\Desktop\Capture.GIF]

2. Step Recorder
This is called a Problem Step Recorder but I can see it used for other things such as allowing someone else to view the steps you take to enter a timecard, locate a document on the website, etc.
Click on the start button on the bottom left of the tool bar and in “Search Programs and Files” field, start typing Step and the Problem Steps Recorder will appear at the top.  
[image: C:\Users\jody\Desktop\Step Record.GIF]

When you are ready to start recording your steps, just click the red button and then the Stop Record button when you’re finished.  You can also add comments along the way.
What you will get is a document with screen prints and detailed descriptions of the steps taken with your mouse.  At the end, there will be a summary of these steps.
This will be very useful when reporting a problem with your computer – error messages, etc.  I included one of the recordings yesterday when I reported a problem in a Service Desk Request because there is a place to add an attachment.
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