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It is not always possible to prove a skil or technique by the product evidence alone
(¢.g the Printout of your CV). Therefore use screen grabs to provide evidence for
techniques such as Saying to a Folder, Spell check and page breaks ctc

To Create a Screen Grab/Screen Shot

Wihen the Dialogue Box,or information you wish to capture is on screen press the
Print Screen or Prt S¢ key on your KEYBOARD. (Top Right)

Complete the action o clear the Dialogue Box. (Such as Save or complete the Spell
Check).

Open a New document.

T he screen grab onto the new page.
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Screen Grabs

A screen grab is a snapshot of what is on your computer screen at a given moment in time. It is not always possible to prove a skill or technique by the product evidence alone. (e.g. the Printout of your CV).  Therefore use screen grabs to provide evidence for techniques such as Saving to a Folder, Spell check and page breaks etc. 

To Create a Screen Grab/Screen Shot

1. When the Dialogue Box or information you wish to capture is on screen press the Print Screen or Prt Sc key on your KEYBOARD. (Top Right).

2. Complete the action to clear the Dialogue Box. (Such as Save or complete the Spell Check).

3. Open a New Word document.
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  Paste the screen grab onto the new page. 

5. Press the Enter key on your KEYBOARD twice.

6. Type a sentence or two underneath the picture explaining what the screen grab is showing in terms of the standard you are evidencing. 

7. Save your screen grabs with a clear name into a folder you create in your ITQ folder.
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This is a screen grab showing how I have saved my CV, with an appropriate file name, in the ITQ folder I created. In this way I organise my work.

Try to have two screen grabs per page. They can be resized by clicking on them and then dragging the bottom right corner inwards, to make it smaller. 

E.g.
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