BROCK UNIVERSITY MAP LIBRARY

Instructions for
Importing Topographic Screen Captures Into a Word Document

To demonstrate screen captures, this procedure will desdrdye to accessopographic mas from the
Map Library website; an image will be created, and then insdrteda Word document.

The Map Library website has topographic maps that can be screen captured and placed into a word
document.

Accessing topographic maps

Runlinternet Explorerand access the Map Library websitenfvw.brocku.ca/maplibrary

Under theMaps Online headingselectLocal Topographic Maps

Thefollowing page will appear

Map Library > Geospatial Data Resources = CanMatrix Factsheet > CanMatrix Topographic Maps

Map Collection list Topographic Maps of the Golden Horseshoe
CanMatrix Series Zoomified!
View map index for this project here. — V|eW map indeX for thIS prOjeCt here
Niagara
Location Sheet |+
Niagara 30M/386
T|p Bw"ckingon Hamilton-Grimsby | 30M/4 i
k ; Dunnvile 30L/13 = —
Locationthe list wellnd 30L/14
. Fort Erie 30L/15 #
WI” be arranged Hamilton-Burlington | 30M/S A )
alphabetically il SRS | A s s RS
Brampton 30M{12 -3, fs B2 ) A
Boltan 30M/13 |~ 2

Cities or towns appeatring in part
or in whole on this map include:
St. Catharines, Thorold, Niagara
Falls, Niagara-on-the-Lake,
Welland, Fonthill, Vineland, Virgil.
Publication date 1996.
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Download Print Details
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Print Buttons to enlarge, reduce, mover&set themap

Selecting a topographic map to view

To selecatopographic mapthere are 2 options

1. If you are unsure of what location and sheet you need salémtv map index for this project
Once you select the link, the following screen will appear


http://www.brocku.ca/maplibrary
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Image 1: Image 2:

 Canmatrix - Scanned NTS coverage Zoomified - Windows Internet Explorer

P Canmatrix - Scanned NTS coverage Zoomified - Windows Internet Explorer

Click a rectangle to view NTS sheet name and number. Click a rectangle to view NTS sheet name and number.
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NTS_NUM: 30M/3
NTS_NAME: NIAGARA

Locate & put your cursor over the A popup will appear & tell you the map
area that you want the map for. Using name & number fothe area selected
your mouse, select that square

With the map name and number information, you can now return toTe@ographic Maps of the
Golden Hoseshoe pagandfollow option number 2

2. If you know the name or number of the map, select it from kap Collection list

An image (and brief description) of the map will appearthe screenUsethe zoom toolsat the bottom
of the mapto changethe view

Screen capturing a topographic map

Select thePrint button to view a larger image of the map.

A screen will appear with only the topographic map showing. You can etit@geea byusing the+
button, and reduce the area using théutton.

To capturethe screenpushthe Print reenbutton on your keyboard (above the numbers key pad).

Pasting the dpographic nap into Microsoft Word2007

Open the Microsoft Word document in which you wish to place the image.

Navigate to the portion of the document thgou wish the image to be placedight click andedect
Paste. Theentire screen is inserted as an image
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ThePicture Tools allow you to edit the image. To access fieture Dolsand Format tool baydouble
click on the image.

Picture Tooldab & Formattool bar

'

ﬂ - )+ Picture Tools | Importing Screen Captures Into a2 Word Document [Compatibility Mode] - Microsoft Word
‘E% =T =
Home Insert Page Layout References Mailings Review View ‘ Format |

(J Contrast - ‘ﬂ Reset Picture
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Shadow Ficture == weignt - || Position Bring to Sendto  Test  Align Group Rotate || Crop = width: |4.23"
%Recalor‘ Effects = Border - Front Back - Wrapping~  ~ -
Adjust Shadow Effects Border Fa Arrange \ Size
Croptool

To isolate the part of the image required, select Gwptool.

Crop handles

After you have cropped the image, you adrange its sizby re-selecting the image angrabbing the
navysquares at the corners andovingthem.
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The image can be centered on the page by selectjmgdt going to thdHometab options that allow

you to align the image to the centre, left or right on the page

Page Layout References Mailings
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\ Align buttons

Hometab

Review View
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Adding graphics to theopogaphic nap in Microsoft Word 2007
You can add arrows, text boxes)dshapes to your map if you wish to highlight an area or explain a

/

feature. Select thelnserttab.

Inserttab

\ Shapeshutton




