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INTRODUCTION:
CAPTURING YOUR
MAC SCREEN WITH
CONFIDENCE

Knowing how to do a
screenshot on a Mac
i s  one  of  the  most
useful  skills  for  any
Apple  user.  Whether
you need to capture an
error message, save a
memorable  moment
from  a  video  call,  or
create a quick tutorial,
macOS offers  a  variety
of built-in tools to get
the  job  done.  Unlike
o t h e r  o p e r a t i n g
systems,  Apple  has

d e s i g n e d  i t s
s c r e e n s h o t
functionality to be both
powerful  and intuitive,
allowing you to capture
the  entire  screen,  a
selected window,  or  a
custom  portion  with
just  a  few  keystrokes
or clicks.
In  this  comprehensive
guide, we will walk you
through every method
available,  from  the
c lass i c  keyboard
s h o r t c u t s  t o  t h e
modern  Screenshot
toolbar and the legacy
Grab  utility.  You  will
also learn how to edit,
annotate,  and  save
y o u r  c a p t u r e s
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efficiently.  By  the  end,
you  w i l l  fee l  fu l ly
equ ipped  to  t ake
screenshots  on  your
Mac like a pro, whether
you  are  using  macOS
Ventura,  Monterey,  or
an earlier version.

UNDERSTANDING
THE BUILT-IN
SCREENSHOT
TOOLS ON MACOS

Apple provides several
w a y s  t o  c a p t u r e
screenshots,  and  the
best  method  depends
on  what  you  need  to
capture.  The  most
common  approach  is
u s i n g  k e y b o a r d
shortcuts,  but there is
a l s o  a  d e d i c a t e d
Screenshot  app  that
offers  a  visual
interface.  Additionally,
o lde r  ve r s i ons  o f
macOS  include  the
Grab  uti l ity.  Let  us
explore each option in
detail.

Why
Knowing
How to
Take a
Screensh
ot on a
Mac
Matters
Before  diving  into  the
technical  steps,  it  is
worth  understanding
the value of mastering
this  skill.  Screenshots
a r e  e s s e n t i a l  f o r
p r o d u c t i v i t y ,
troubleshooting,  and
communication.  When
you know how to do a
screenshot on a Mac
correct ly,  you  can
quickly  share  visual
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i n f o rmat i on  w i th
co l l eagues ,  save
r e c e i p t s  o r
confirmations,  and
document  steps  for
future  re ference.
Moreover,  being  able
to  capture  exactly
w h a t  y o u  s e e
e l i m i n a t e s
misunderstandings and
speeds up workflows.
For  many  users,  the
de fau l t  keyboard
shortcuts are sufficient,
but  Mac also provides
o p t i o n s  t o  s a v e
screenshots  to  the
clipboard,  choose  a
custom  save  location,
and  add  annotations.
Let  us  begin  with  the
most  w ide ly  used
method.

THE ESSENTIAL
KEYBOARD
SHORTCUTS FOR
SCREENSHOTS ON
MAC

Keyboard shortcuts are

the  fastest  way  to
capture  a  screenshot.
They  work  across  all
modern  versions  of
macOS,  from  Mojave
through Sonoma. Here
are the core shortcuts
you need to memorize:

Comman
d + Shift
+ 3:
Capture
the Entire
Screen
Press  Command  (⌘)
+  S h i f t  +  3
simultaneously.  You
wil l  hear  a  camera
shutter  sound,  and  a
t h u m b n a i l  o f  t h e
screenshot will  appear
briefly  in  the  bottom-
right  corner  of  your
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screen. By default, the
image is saved to your
desktop  as  a  PNG  file
named  with  the  date
and time. If you prefer
to copy the screenshot
to  your  c l ipboard
instead  of  saving  it,
add  the  Control  key:
Command + Shift +
Control  +  3.  This  is
particularly  useful
when  you  want  to
p a s t e  t h e  i m a g e
d i r e c t l y  i n t o  a
document  or  email
without creating a file.

Comman
d + Shift
+ 4:
Capture a
Selected

Portion
T h i s  s h o r t c u t
transforms your cursor
into a crosshair.  Press
Command + Shift +
4, then click and drag
to select the area you
w a n t  t o  c a p t u r e .
Release  the  mouse
button  to  take  the
screenshot.  Again,  a
thumbnail  appears,
and the image is saved
to  the  desktop.  To
cancel while selecting,
press  the  Escape
(Esc)  key  be fo re
releasing.  If  you  need
the screenshot on your
c l i p b o a r d ,  u s e
Command + Shift +
Control + 4.
Within this  mode,  you
c a n  a l s o  t a k e  a
screenshot of a specific
window,  which  brings
us to the next shortcut.
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Comman
d + Shift
+ 4, Then
Space:
Capture a
Specific

Window
A f t e r  p r e s s i n g
Command + Shift +
4, do not drag. Instead,
press  the  Spacebar
once.  The  crosshair
changes into a camera
icon. Move the camera
over  any  w indow,
menu,  or  e lement
(such as the Dock or a
d i a l o g  b o x ) .  T h e
targeted  item  will  be
highlighted  in  blue.
Click with your mouse
or trackpad to capture

only that window. The
screenshot will include
a  subtle  drop  shadow
and  rounded  corners,
giving  it  a  polished
look .  To  om i t  t he
shadow,  ho ld  the
Option  key  wh i le
clicking.  Use  Control
in combination to copy
instead of save.

Comman
d + Shift
+ 5: The
Screensh
ot
Toolbar
Introduced  in  macOS
Mojave, the Command
+ Shift  + 5  shortcut
opens  a  floating
Screenshot  toolbar  at
the  bottom  of  your
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screen.  This  toolbar
gives  you  intuitive
buttons for all capture
options: capture entire
sc reen ,  se l ec ted
window,  or  selected
portion. It also includes
controls  for  screen
reco rd ing  ( v i deo
capture). You can set a
timer, choose where to
save  screenshots
(desktop,  documents,
c l i p b o a r d ,  m a i l ,
messages, or a custom
folder),  and  show  or
hide  the  floating
thumbnail.  This  is  the
most versatile method
for users who prefer a
visual  interface  over
memorizing  multiple
key  combinations.

USING THE
SCREENSHOT APP
FOR MORE
CONTROL

I f  y o u  a r e  n o t
comfor tab le  w i th
keyboard  shortcuts,
macOS provides a full-

featured  Screenshot
app.  You  can  find  it  in
the  Applications  >
Utilities  folder,  or
simply  launch  it  via
S p o t l i g h t  s e a r c h
(Command  +  Space,
type  “Screenshot”).
W h e n  o p e n e d ,  i t
d isplays  the  same
toolbar  as  Command
+ Shift + 5. This app
al lows  you  to  take
s c r e e n s h o t s  a n d
screen recordings with
precise  settings.  For
example ,  you  can
delay the capture by 5
or 10 seconds, which is
helpful  for  capturing
context  menus  o r
tooltips  that  require  a
click to display.

ADDITIONAL
BUILT-IN
METHODS: THE
GRAB UTILITY
(OLDER MACOS)

On  older  versions  of
m a c O S  ( p r i o r  t o
M o j a v e ) ,  A p p l e
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included  a  separate
uti l ity  called  Grab
located in the Utilities
folder.  Though  now
considered  legacy,  it
stil l  works  on  some
systems.  Grab  offers
four  capture  modes:
Selection,  Window,
Screen,  and  Timed
Screen. You can access
i t s  m e n u  b a r  a n d
choose  the  desired
option.  However,  the
modern  Screenshot
toolbar  and  keyboard
shortcuts are far more
efficient.  If  you  are
using a recent macOS,
you  can  ignore  Grab
and rely on the newer
tools.

HOW TO EDIT AND
ANNOTATE YOUR
SCREENSHOTS

O n e  o f  t h e  b e s t
features  of  macOS  is
the built-in markup tool
that appears when you
click  the  screenshot
thumbnail. After taking

a  screenshot,  a  small
preview  floats  in  the
corner of your screen.
Click on it to open a full
editing  interface.  You
can  crop,  rotate,  add
text,  shapes,  arrows,
signatures,  and  even
magnify  parts  of  the
image.  This  feature  is
incredibly  handy  for
c r e a t i n g  c l e a r
i n s t r u c t i o n s  o r
highlighting  important
details.  Even  if  you
close  the  thumbnail,
you can later open the
saved  PNG  file  in
Preview  and  use  the
same  Markup  tools
(Tools > Annotate).

CHOOSING THE
RIGHT
SCREENSHOT
STORAGE
LOCATION

By default, screenshots
a r e  s a v e d  t o  t h e
desktop.  Over  time,
this  can  clutter  your
workspace.  To  change
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t h e  d e f a u l t  s a v e
location,  open  the
Screenshot  toolbar
w i th  Command  +
S h i f t  +  5 ,  c l i c k
Options,  and select a
new folder under “Save
to.”  You  can  choose
Documents,  Clipboard,
or a custom folder. You
can  also  set  a  timer
and  toggle  the  floating
t h u m b n a i l .  T h i s
customization  ensures
your  screenshots  are
organized and easy to
find.

ADVANCED TIPS:
SCREENSHOTS
WITH TOUCH BAR,
EXTERNAL
DISPLAYS, AND
MORE

If you have a MacBook
Pro with a Touch Bar,
you  can  capture  its
content  by  pressing
Command + Shift +
6 .  T h i s  t a k e s  a
screenshot  o f  the

Touch Bar display. The
image  is  saved  like
regular  screenshots.
Additionally, if you are
u s i n g  m u l t i p l e
monitors, Command +
Shift + 3 captures all
displays.  To  capture
only  one  screen,  use
Command + Shift +
4  a n d  s e l e c t  t h e
desired monitor, or use
the Screenshot toolbar
to  choose  a  specific
sc reen .  Mac  even
supports capturing the
contents of your Apple
TV  or  other  AirPlay
displays  if  you  have
the  Show  Desktop
button  enabled.

THIRD-PARTY
SCREENSHOT
TOOLS FOR
ADVANCED
FEATURES

While  macOS  built-in
tools are robust, some
use r s  need  ex t ra
features  like  scrolling
captures (for long web
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pages) ,  OCR  ( text
recognition),  or  quick
image hosting. Popular
t h i r d - p a r t y  a p p s
i n c l u d e  S n a g i t ,
CleanShot X,  Skitch,
and Monosnap. These
tools  offer  advanced
editing, cloud uploads,
a n d  a n n o t a t i o n
libraries.  However,  for
most  everyday  tasks,
the  native  methods
described  above  are
more than adequate. If
you frequently need to
take  screenshots  as
part  of  your  workflow,
consider  exploring
these apps but always
start  with  the  built-in
options.

COMMON ISSUES
AND
TROUBLESHOOTIN
G

Sometimes  users  run
into  problems  when
t r y i n g  t o  t a k e  a
screenshot  on  a  Mac.
Here are a few typical

i s s u e s  a n d  t h e i r
solutions:

No shutter
sound: Check
your system
volume or mute
status. The
sound is tied to
the alert volume.
Also, ensure that
“Play user
interface sound
effects” is
enabled in
System Settings
> Sound.
Screenshots
not saving to
desktop: You
may have
changed the
default location.
Open the
Screenshot
toolbar
(Command +
Shift + 5) >
Options > Save
to and select
Desktop.
Crosshair does
not appear:
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Some apps (like
full-screen
games or
VMware) may
intercept
keyboard
shortcuts. Try
closing the app
or using the
Screenshot app
instead.
Floating
thumbnail not
showing: In the
Screenshot
toolbar Options,
ensure “Show
Floating
Thumbnail” is
checked.
Can’t take
screenshot of
protected
content: Some
streaming
services or DRM-
protected video
players block
screenshot
capturing. This is
normal and
intentional.

I f  y o u  e n c o u n t e r
persistent  problems,
restart  your  Mac  or
c h e c k  f o r  m a c O S
updates,  as  newer
versions  often  fix  bugs
related  to  screenshot
functionality.

CONCLUSION:
MASTER YOUR
MAC’S
SCREENSHOT
CAPABILITIES

N o w  y o u  h a v e  a
c o m p l e t e
understanding  of  how
to  do  a  screenshot
on  a  Mac.  From  the
r a p i d  k e y b o a r d
shortcuts to the visual
Screenshot  toolbar,
macOS  offers  flexible
and  powerful  options
that  cater  to  every
type of  user.  Whether
you need a simple full-
screen  capture  or  a
p r e c i s e  c u s t o m
select ion,  you  can
accomplish  it  within
seconds. Remember to



How To Do A Screenshot On A Mac 11

11

use the Control key to
copy  to  c l ipboard,
explore  the  Markup
tools  for  annotations,
and  customize  your
save  location  to  keep
your desktop tidy. With

p r a c t i c e ,  t a k i n g
screenshots  on  your
M a c  w i l l  b e c o m e
s e c o n d  n a t u r e ,
streamlining your work
and  communication.
Happy  capturing!


