The 'Snipping Tool' (easiest method).

Open it by typing it's name in the start menu's 'Search programs and files' box. Set the Options.



Click 'New' drop box for shape options.



These are my settings.

When the settings have been made, click OK then 'New' to make your 'Snip'. If an error is made or you don't like what you've done, click 'New' again. If ok, click the x to close. You will be asked if you want to save, click yes then name it as you want in any format as it will not need editting before posting it.


Print Screen (PrtSc on the keyboard).

Only use this method if an image with 'Drop Box' options need to be made. (As seen above).
Press PrtSc, open 'Paint' (same way as above) click 'Paste' (Ctrl+V), move the image to the center of the page then use the 'Snipping Tool'. Their is no need to save the pasted image in Paint.

Image and File posting methods in




These are the file types and sizes permitted.




Quick Method.
Once you have written your text using the 'Quick Reply' box, click the 'Image' icon as below.




This window opens.



Click 'Browse', navigate to your image or file in the usual way. Ignore 'Allowed Filetypes', all permitted file types, as above, are allowed. Select your image or file then click 'Upload File(s)' it will be added to your post.
Repeat to add more items if required. Position sensibly before submitting your reply.

Advanced Method.
(It's selected automatically when posting a New Thread).
Click the 'Go Advanced' button below.



This window opens.


Now click the 'Paperclip' as arrowed in Fig.1

This window opens.



In Fig.2, click any 'Browse' button, navigate to the image or file you want to add, click 'Upload' and wait until it appears. as above. (3 can be done simultaneously). Uploads can be made from other Websites. Click 'Close this window' to return to your post.




In Fig.3, click the 'Paperclip' again, in the 'Manage Attachments' window', it shows your uploaded image or file below it, click it to add to your post. Position it sensibly before submitting your reply. 

Compliments of
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