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Saving Screen Captures as Image Files 

Abstract 
Often times you will have something that you would like to bring into WFDSS that is not saved in an acceptable format (.png, 
.jpg, .gif, .bmp, .tif, .tiff) for uploading to your decision document.  An example of this would be the ERC-G graph within the 
WFDSS application.  Since this is something that is within a webpage it is difficult to capture this as an image.  In this case we 
can capture the image as a screenshot and then save it in an acceptable format for uploading. 
 
Step One: 
With the image you would like to capture open on your screen press the “print screen” button on your keyboard. 
 

 
 

This 
will 

save a 

screenshot of your desktop to the clipboard.  From there you can paste this screenshot 
into a program that allows you to save it in an acceptable format for uploading into 

WFDSS. 

Step Two: 
From the “Start” menu of your computer choose “All Programs” then “Accessories” and open “Paint”. 
 
Step Three: 
After the Paint program opens from the “Edit” dropdown choose “Paste”.  This will paste the screen capture into 
the paint program. 
 
Step Four: 
The paste will include your entire desktop at the time of the screen capture.  You will more than likely want to clip 
this down to only include the area you would like to upload to the decision document.   

To do this click on the “Selection” tool then click and drag a box around the area you would like to upload as an 
image.  
 
 
 
Step Five: 
After you have selected the area you would like to cut, from the “Edit” dropdown choose “Cut”.  This will make the 
area in which you drew the box disappear. 

Selection Tool 

Click and Drag a Box 
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Step Six: 
Now you will want to create a new blank Paint document in which to save the area you have just cut out of the 
screen capture.  From the “File” dropdown choose “New”.  When the dialog box comes up asking if you would like 
to save the current document, choose “No”.  When the new document opens you can paste the cut content into 
the new document.  From the “Edit” dropdown choose “Paste”. 
 
Step Six: 
You should now have just the content you would like to save and include in your WFDSS decision document.  All 
that is left to do is to save this image in an acceptable WFDSS format.  From the “File” dropdown choose  
“Save As…”.  Choose a location to save this image and a name that is intuitive with the content.  You are now 
ready to upload this image to your decision document.  Follow the steps in the “Uploading Images to the Decision 
Quick Reference” document. 
 
 


