
	 	 	

Chapter 2 - Lesson 1


Print Screen 
Button 
Learn to Capture An Entire Screen

Windows 10
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What are keyboard 
shortcuts? 
Keyboard shortcuts will make your life easier because 
they are a shortcut to a certain function on one’s 
keyboard.  

By pressing a combination of keys together, produces a 
certain function result. 
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This is the Print Screen button. 
Sometimes labeled PRT SCR. By 
pressing this button once will save 
anything on the screen to be captured. 

This is the Alt button. Pressing this 
button with other special keys will 
produce other interesting functions. 

This is the Windows button. When you 
press and hold it down, then press 
another letter, it creates a function. 

This is the Tab button. Pressing this 
button with the other special keys will 
do other fun functions. 

Special Keys 
An Overview

This is the Control button. Pressing this 
button allows in conjunction with other 
buttons creative functions.  
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Print Screen Button 
Pressing this PRT SCR button on the top right corner on 
your keyboard, this special key stores all of what is on 
your desktop screen into a file located in cache.  

Cache is a temporary location called the “Clipboard”. 
The clipboard holds the image data until one specifies 
where to paste the image data. 

Locate the special key while the 
computer is on and press it 1 time. By 
pressing the button, it copies everything 
on the screen.  

In Windows 10, hover over the “Type to Search” circle, and 
press it once. The Cortana search box opens. 

Proceed to step 3 on the next page for more information. 

Now we need to paste the image data into Paint 3D to retrieve 
an image. Follow step 2 and so on to complete the process. 



�5

After pressing the circle button, this search box 
appears. Go to the bottom of the box where, “Type 
here to search” is and put your cursor over the 
box. Left click on a mouse or left click on the 
mousepad and release. Type Paint 3D, press Enter. 

After one searches for Paint 3D, press Enter, and the 
Paint 3D software will open.  

See the next page for more information about how to 
paste the screenshot within Paint 3D to output an image. 
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This is Paint 3D. It’s an app that will allow you to paste image data into it to 
save an image file. All of one’s hard work will now begin to pay off. 

Click New with your cursor to 
open a New Project. 

The Paint 3D software app will open and allow you to paste the image data you copied with PRT SCR (Print Screen) button and 
now to be able to view the image content. Once you have pasted the image data into the new project window you can save the 
file into an image file extension. 
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Put your cursor into the white 
canvas and press Control + V for 
paste. (Just like in the image 
below) then let go of both.  
 
Doing so will paste the image in 
cache into the canvas. 

After you press and let go of Control + V, the  
screenshot that was copied via PRT SCR will 
now be visible within the Paint 3D. This is my 
screenshot of my desktop in number 9 that was 
in cache.  

With this image data, one can save it as an 
image extension like JPG, GIF, PNG, etc to be 
used within a document, email, or slideshow.




