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Taking a picture or ‘Screenshot’ of what has been sent or posted 
can give you proof to show friends, relatives, teachers,                

co-workers and online and legal authorities what is going on.   

This guide will show you how to take screenshots (pictures) of your 

screens on various devices that you might use when  exploring the      

internet or receiving messages. 

Being cyberbullied is wrong and  horrible, but there is 
often one thing that can work in your favour. 
 
 
 
When you're cyberbullied someone puts something   
nasty, mean or vindictive about you or someone else 
on your phone or the internet.  
Whether it is a text, a tweet, an email, message, Face-
book post or picture, on your screen they have left you 
with proof you can use.   

On an older PC running Windows XP  

To take a screenshot: 

Click the Print Screen button on your Keyboard.  
This button is located in different places. On many  
computers you’ll find it in the upper right corner of  
your keyboard. All you have to do is click it once and  
It will take a picture of what you are looking at.  
 

To see what you have taken a Screenshot of: 
Open Microsoft Paint  
Select Start > All Programs > Accessories > Paint. 
Once Paint opens, click anywhere on the white part of  
the screen. In the Edit menu at the top of your screen,  
select Paste. 
Select File > Save As. 
From the Save As menu in the pop-up box, select JPG. 
Type in a file name for your image, choose a location on  
your storage device to save to and then click Save. 
Or Open Microsoft Word  
Select a new blank document  
Hit  the Ctrl + V buttons to paste your screenshot into a  
Word document 



On a PC running Windows 7-10 

To take a screenshot: 
 
Press Windows + PrtScn on your keyboard.  
 
Windows puts the Screenshot in your Pictures  
folder, inside the Screenshots folder.  

On a Mac 

To take a  FULL screenshot: 

1. Hold down the following three keys 

at the same time: ⌘, Shift and 3. 

2. It should appear on your desktop as 

a file named "Screen Shot" with the 

date and time. 

To take a shot of a PART of your screen 

1. Hold down the following three keys at the 

same time: ⌘, Shift and 4. 

2. Click, hold and drag your cursor to highlight 

the area of the screen you want to capture. 

3. Release your cursor to take the picture. It 

should appear on your desktop as a file named 

"Screen Shot" with the date and time. 



On an iPhone or iPad 

To take a screenshot: 
1. Press and hold the power and home buttons. 
2. Release once you hear the shutter noise or see 
the screen flash. 
The screenshot will be stored in your phone's  
Camera Roll (Photos > Camera Roll). 
 

 

 

 

 

On a Samsung Galaxy device 
 
To take a screenshot: 
1. Press and hold the power and home buttons. 
2. Release once you hear the shutter noise or see the 
screen flash. 
The screenshot will be stored in your phone's Gallery. 
 

 

 

 

 

On most Android devices, excluding Samsung  
Galaxy devices 

 
To take a screenshot: 
1. Press and hold the power and volume down buttons. 
On some phones you'll need to press and hold the volume 
down and home buttons instead. 
2. Release once you hear the shutter noise or see the 
screen flash. 
3. The screenshot will be stored in your phone's Gallery. 
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