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Introduction
Welcome to Atlas Inc! This tutorial was designed especially for new employees in the Pubs
group here at Atlas Inc. If you’re a beginner when it comes to using editing programs such as
InDesign and Photoshop, have no fear this tutorial was created just for you! As a member of the
Pubs group you will be creating and editing documents such as tutorials, standard operating
procedures, and process descriptions. Here at Atlas Inc. we use a program called Snagit to aid us
in creating these documents. This tutorial will teach you how to capture, edit, and store
screenshots and scrolling web pages as well as how to create and edit videos using captured
screenshots with Snagit.

Overview
The goal of this tutorial is for you to be able to use the basic functions of Snagit to create a
variety of screenshots, edit and resize screenshots, and create and edit videos using a series of
screenshot images. In order to follow this tutorial you will need either a mac or windows
operating computer that can run Snagit 2021. This tutorial will take approximately 30-45 minutes
to complete. Ultimately, by the end of this tutorial you should be able to complete the following
tasks by memory:

● Capture a standard window screenshot
● Resize screenshots
● Crop screenshots
● Save and store screenshots and scrolling webpages
● Capture a scrolling webpage screenshot
● Create a video using a series of screenshot images
● Edit videos

If you ever forget how to do the following tasks you can always come back to this tutorial to
refresh your memory.



Lesson 1
Capturing, Editing, and Storing Screenshots

1.1  Opening Snagit
Depending on the settings on your computer, Snagit may already be open in the
taskbar on your computer, you can simply click on the Snagit icon to open Snagit.

If you don’t see Snagit in your taskbar you can open it manually. Type Snagit in the search
on your taskbar to find Snagit. If you used Snagit or downloaded it recently the Snagit app
will be in the recently used apps section in your search bar. Click on Snagit and open it.



Once you have opened Snagit it will look like this:

From the Snagit window you can capture images, videos, open the editor manually, and
change settings in Snagit. You can also change the view of Snagit to show a capture widget
at the top of your screen to make capturing screenshots more convenient. To do this click
view and then click show capture widget.



A blue transparent widget will be visible at the top of your screen. You can pull down this
widget instead of opening the Snagit window to capture screenshots more efficiently.

You can also set hotkeys for different functions such as screenshots, capturing a video, and
scrolling webpages.

This is the preferred method for capturing screenshots, and scrolling webpages here at Atlas Inc.

You can make your hotkeys for each of these functions a combination of any two keys. For now
the hotkeys for capturing standard screenshots are shift+enter, the hotkeys for capturing scrolling
webpages are shift+pgdn, and the hotkeys for capturing a video are shift+\ .

You can change these hotkeys in the bottom of the Snagit window at anytime by clicking on the
current preset hotkeys and pressing on the two keys you want to be the new hotkeys where it
says “add hotkey.”



1.2 Capturing Screenshots

To capture screenshots we will be using the CDC website, open cdc.gov in your browser. We will
be capturing a screenshot of the CDC homepage.

To capture a standard screenshot press shift+enter. After doing this you will see a dark yellow
crosshair appear. Click from the location you want to start your capture and hold your mousepad
and simply drag across your screen.

A dotted yellow border will appear around the area you are capturing. When you are done
creating the area you want to capture, let go of your mouse pad.



You have captured your screenshot. It should look like this.



1.3 Editing Screenshots

You can edit your screenshot in a variety of ways including resizing, cropping, zooming in
or out, or adding special effects such as arrows to direct viewers to certain elements of your
screenshot. For now we will focus on resizing and cropping screenshots.

To resize a screenshot click on the box in the Snagit editor window that shows the
dimensions of the screenshot.



Another box will pop up where you can change the dimensions of your screenshot to resize
it.

Resize the screenshot you took of the CDC homepage to 527x300. It should look like the
previous screenshot you took of the CDC homepage, but slightly smaller.



To crop your screenshot all you have to do is put your cursor over one of the white circles on the
edge of your screenshot and drag the screenshot inward.

Let’s crop the screenshot of the CDC homepage so that it only includes the image of the
Covid-19 cell. When you are done cropping it should look like this.



1.4 Saving and Storing Screenshots

You’ll want to save and store any screenshots you take through Snagit in the appropriate
folder for projects. You won’t be the only one working on a project and you may need
screenshots your coworker has captured or vice versa.

Saving screenshots is straightforward. Go to the top of your Snagit Editor window and click
On the tab that says file, then click on save as.



Title your screenshot then save it as a screenshot within the folder “CDC Project”



Lesson 2
Capturing and Storing Scrolling Webpages

2.1 Capturing Scrolling Webpages

The process of capturing a scrolling webpage is similar to the process of capturing a standard
screenshot. The only difference is Snagit will scroll to the bottom of the page to capture the
entire window. These types of screenshots are best for capturing articles or a webpage.

Next we will be capturing a series of scrolling webpages. We will start with the Covid-19
Symptoms page on the cdc.gov website. Press the hotkey for capturing a screenshot shift+enter.

This time don’t drag your cursor across the screen. Instead click on the yellow arrow at the
bottom of the page to capture a scrolling webpage.

Snagit will automatically start scrolling through the webpage for you and take a scrolling
webpage screenshot for you. Your scrolling webpage should look like the image below.





Repeat this same process for the What to Do If You Are Sick and the Quarantine & Isolation
webpages on the cdc.gov website.

You should end up with a series of 3 scrolling webpages that look like the image above. One for
the Symptoms of Covid-19 webpage, one for the What to Do If You Are Sick webpage, and
one for the Quarantine & Isolation webpage.

2.2 Saving and Storing Scrolling Webpages

To save all your scrolling webpages, go to the tab that says file at the top of the Snagit
Editor window. Then click on save as.



Title your scrolling webpages and store them under the “CDC Project” folder.



Lesson 3
Creating and Editing Videos

3.1 Creating a Video

A typical and common project that you might find yourself having to do here at Atlas Inc is
creating a video out of all the screenshots you have taken. Snagit makes it very easy to
accomplish this.

Open Snagit Editor and go to “create” then click on “video from images”

Once you click on create video from images a dark grey toolbar will pop up in which you can hit
the red record button to start recording a video.

All of the screenshots you have taken should already be stored at the bottom of the Snagit Editor
window. You can rearrange the order of these images by clicking on them and dragging them to
their designated position.



Once you are ready to start your video hit the red button and your video will start recording.



You can scroll through different images by clicking on the forward and back arrows on the
toolbar. You can also point things out to your viewers by adding markers such as arrows, circles,
and boxes. When you are done recording hit the blue stop button.



3.2 Editing Videos

When you hit stop recording your video will automatically pop up in the editing window.

You will see a light grey toolbar underneath your video. You can trim your video by dragging the
slider at the top of the toolbar. You can also adjust the volume of your voice, and create
screenshots or gifs from your video by clicking on the “png” or “gif” icons.

Once you are done editing your video you can save and store it by going to file and then save as.



Review
Lets review the things that we have learned in each lesson.

Lesson 1
● Opening Snagit
● Features of Snagit
● Creating hotkeys
● How to capture a standard screenshot
● How to crop and resize screenshots
● How to save and store screenshots

Lesson 2
● How to capture a series of scrolling webpages
● How to save and store scrolling webpages

Lesson 3
● How to create a video from screenshots
● Where to find previously taken screenshots in the Snagit Editor window
● How to rearrange the order of screenshots
● How to use the toolbar while recording a video
● How to markup videos while recording
● How to use the editing toolbar to edit videos
● How to save and store videos

Congratulations! You have now finished completing the Snagit Tutorial for Atlas Inc. We hope
that this tutorial has helped you to get comfortable with using Snagit. You are now ready to
create presentations and projects by using Snagit.


