Creating Screen shots for use in Essentials Online or in CMS
1. Create item that you wish to capture. Keep in mind the desired image sizes as you are capturing the desired images.

Essentials Online

· Max width is 600

CMS

For final images with call outs:
a. Leaf pages (pages without tabs) max width is 740 

b. Content pages (pages with tabs) max width is 740 – provided pages do not have a highlight box next to the image 
c. Content pages with left nav (pages with tab and left nav bar) max width is 590 provided pages do not have a highlight box next to the image 

Initial screen shots before call outs: (this is a best guess and depends on how big the call out is and where the call out is placed. These estimates are on the assumption that the call out will need to be on one side in the white area next to the image so you can see the full image)
a. Leaf pages (pages without tabs) max width is 540 

b. Content pages (pages with tabs) max width is 540 provided pages do not have a highlight box next to the image 

c. Content pages with left nav (pages with tab and left nav bar) max width is 390 provided pages do not have a highlight box next to the image 
2. Use print screen to capture the image you desire.  Note: Snag-It is helpful for capturing choices in a drop-down menu and Photoshop provides accurate resizing.

3. Save image. Note: file name should not have any spaces and should reflect the image

4. Add image to script

5. If adding call-outs to images do so in script. Use the following call-out box


6. Re-take image with call-outs. Save as with a new file name. 

7. For images in Essentials Online add a grey size 1 boarder. Just enough to separate the image from the text. 
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