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INTRODUCTION

Whether  you  are  a
seasoned Mac user or a
newcomer to the Apple
ecosystem,  knowing
h o w  t o  t a k e  a
screenshot  on  Mac  is
a n  e s s e n t i a l
productivity skill. From
capturing a quick error
message  to  saving  a
memorable moment in
a  v i d e o  c a l l ,
screenshots  save time
a n d  i m p r o v e
communication. MacOS
offers a variety of built-
in  tools  and keyboard
shortcuts  that  let  you

capture  the  entire
screen,  a  selected
window,  or  a  custom
portion of your display.
In  this  comprehensive
guide, we will walk you
through every method,
explain the differences,
and  share  pro  tips  to
make  your  screenshot
workflow  faster  and
more  efficient.
By  the  end  o f  th i s
article, you will be able
to take a screenshot on
Mac  using  keyboard
s h o r t c u t s ,  t h e
Screenshot  app,  and
even  third-party  tools.
We  wi l l  a lso  cover
where screenshots are
saved,  how to change
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the  default  location,
and how to annotate or
edit  your  captures
immediately.  Let  us
dive  in.

UNDERSTANDING
THE BASICS:
KEYBOARD
SHORTCUTS FOR
SCREENSHOTS ON
MAC

The fastest way to take
a screenshot on Mac is
by  using  keyboard
shortcuts .  MacOS
i n c l u d e s  s e v e r a l
d e f a u l t  k e y
combinations  that  let
you  capture  different
parts  of  the  screen
without  opening  any
app.  These  shortcuts
work  on  all  modern
versions  of  macOS,
including  Ventura,
Monterey, Big Sur, and
earlier.

Comman
d + Shift
+ 3:
Capture
the Entire
Screen
Pressing  Command
( ⌘ )  +  S h i f t  +  3
s i m u l t a n e o u s l y
captures  the  entire
d i s p l a y .  A  s m a l l
t h u m b n a i l  o f  t h e
screenshot will  appear
in  the  bottom-right
corner  of  your  screen
for a few seconds. You
can click on it to open
the Markup toolbar for
quick edits, or wait for
it to automatically save
to your desktop. This is
the simplest method to
take  a  full  screenshot
on Mac.
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Comman
d + Shift
+ 4:
Capture a
Selected
Portion
W h e n  y o u  p r e s s
Command + Shift +
4, your cursor changes
to  a  crosshair.  Click
and drag to select the
a r e a  y o u  w a n t  t o
capture.  As  you  drag,
y o u  w i l l  s e e  t h e
dimensions  of  the
selection  in  pixels.
Release the mouse or
trackpad button to take
the  screenshot.  To
cancel  the  selection,
press  the  Escape
(Esc)  key  be fo re
releasing. This method
is  perfect  when  you

only  need  a  specific
part  of  the  screen,
such as an image or a
text snippet.

Comman
d + Shift
+ 4 +
Spacebar
: Capture
a Specific
Window
This is one of the most
useful variations. After
pressing Command +
Shift + 4, immediately
press  the  Spacebar.
The crosshair will  turn
into  a  camera  icon.
Move the camera over
any  open  window  (it
will  be  highlighted  in
blue),  then  click  to
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capture  on ly  that
window.  The  final
screenshot  includes  a
subtle  drop  shadow
and  rounded  corners,
giving  it  a  polished
look.  This  method  is
ideal  for  capturing  a
single  appl icat ion
window, dialog box, or
m e n u  w i t h o u t
surrounding clutter.

USING THE
SCREENSHOT APP
(MACOS MOJAVE
AND LATER)

Starting  with  macOS
M o j a v e ,  A p p l e
i n t r o d u c e d  t h e
Screenshot  app,  a
dedicated  tool  that
c o n s o l i d a t e s  a l l
screenshot and screen
recording  options.  To
o p e n  i t ,  p r e s s
Command + Shift +
5.  A  floating  toolbar
appears at the bottom
of your screen with five
capture  options  and
controls.

Capture
Options
in the
Toolbar

Capture Entire
Screen – Click
the camera icon
with the full-
screen symbol.
Captures all
displays.
Capture
Selected
Window – Click
the icon showing
a window. Then
click on any open
window.
Capture
Selected
Portion – Click
the dotted
rectangle icon.
Drag a custom
area on the
screen.
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Record Entire
Screen – The
record button
(circle icon) lets
you capture
video of your
screen.
Record
Selected
Portion –
Records only a
chosen area.

T h e  t o o l b a r  a l s o
includes  a  Options
menu  where  you  can
set  a  timer  (None,  5
s e c o n d s ,  o r  1 0
seconds) ,  choose
w h e r e  t o  s a v e
screenshots  (Desktop,
Documents,  Clipboard,
Ma i l ,  o r  a  cus tom
folder),  and  control
whether  the  floating
thumbnail  appears.
Using  the  Screenshot
app  gives  you  more
c o n t r o l  a n d  i s
especially helpful if you
prefer  visual  menus
ove r  memor i z i ng
shortcuts.

WHERE ARE
SCREENSHOTS
SAVED ON MAC?

B y  d e f a u l t ,  a l l
screenshots  captured
u s i n g  k e y b o a r d
shortcuts are saved as
PNG  files  on  your
desktop.  The file  name
follows  a  pattern  like
“ S c r e e n s h o t
2 0 2 5 - 0 4 - 0 8  a t
14.32.15.png”  (date
and  time).  If  you  use
the  Screenshot  app,
the  default  location  is
also the desktop unless
you change it. You can
m o d i f y  t h e  s a v e
location at any time:

Press Command1.
+ Shift + 5 to
open the
Screenshot
toolbar.
Click Options.2.
Under “Save to,”3.
choose a folder
such as
Documents,
Downloads, or a
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custom location.
Close the4.
toolbar. Future
screenshots will
be saved to your
selected folder.

You  can  a lso  save
screenshots directly to
t h e  c l i p b o a r d  b y
holding  the  Control
key while using any of
the  shortcuts  above.
F o r  e x a m p l e ,
Command + Control
+ Shift + 4 captures a
selected  portion  and
c o p i e s  i t  t o  t h e
clipboard  instead  of
saving  it  as  a  file.

ADVANCED TIPS
AND TRICKS FOR
TAKING
SCREENSHOTS ON
MAC

Capture

Screensh
ots with a
Timer
Sometimes  you  need
to  set  up  the  screen
before capturing, such
as opening a menu or
positioning  a  tooltip.
Use  the  Screenshot
a p p  t i m e r :  o p e n
Command + Shift +
5, click Options, then
c h o o s e  5  o r  1 0
seconds. After you click
the capture button, the
countdown  begins,
giv ing  you  t ime  to
prepare.

Disable
the
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Floating
Thumbnai

l
W h e n  y o u  t a k e  a
screenshot,  a  small
thumbnail  briefly
appears  in  the  corner
of the screen. This can
be  handy  for  quick
edits,  but  some users
find  it  distracting.  To
turn  it  off,  open  the
Screenshot toolbar, go
t o  O p t i o n s ,  a n d
u n c h e c k  “ S h o w
Floating  Thumbnail.”
Screenshots  will  then
save  directly  without
the  preview.

Change
the

Default
File
Format
By default,  Mac saves
screenshots  as  PNG
files, which are lossless
but can be large. If you
prefer JPEG or PDF, you
can change the format
using  Terminal.  Open
the  Terminal  app  and
t y p e  o n e  o f  t h e
following commands:

For JPEG:
defaults
write
com.apple.scr
eencapture
type jpg
For PDF:
defaults
write
com.apple.scr
eencapture
type pdf
For TIFF:
defaults
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write
com.apple.scr
eencapture
type tiff
To revert to PNG:
defaults
write
com.apple.scr
eencapture
type png

After  enter ing  the
command,  restart
your  system  or  log
out and back in for the
change to take effect.

Annotate
Screensh
ots
Immediat
ely
When  the  floating
thumbnail  appears,
click on it to open the
Markup  tool.  You  can

d r a w ,  a d d  t e x t ,
highlight  areas,  crop,
a n d  e v e n  a d d  a
s i g n a t u r e .  A f t e r
editing, click “Done” to
save  the  modified
sc reensho t .  Th i s
feature  saves  time
compared  to  opening
an  external  image
editor.

HOW TO TAKE A
SCREENSHOT ON
MAC WITH TOUCH
BAR (MACBOOK
PRO)

If you own a MacBook
Pro with the Touch Bar,
y o u  c a n  t a k e
screenshots  directly
from  the  Touch  Bar.
First,  make  sure  the
Screenshot  button  is
on your Touch Bar. Go
to System Settings >
K e y b o a r d  >
Customize  Control
Strip,  then  drag  the
Screenshot  icon  into
the Touch Bar. Once it
is there, tap it to open
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the  Screenshot  menu,
then select the capture
mode  you  want  (full
screen,  window,  or
selection).  This  is  a
quick tactile alternative
to keyboard shortcuts.

USING THIRD-
PARTY
SCREENSHOT
TOOLS

While the built-in tools
are robust, some users
need  more  advanced
features  like  scrolling
c a p t u r e s ,  c l o u d
uploads,  or  advanced
annotation.  Popular
third-party applications
include:

Snagit –
Professional-
grade screen
capture with
scrolling
windows, video
recording, and
extensive
editing.
CleanShot X – A

modern tool with
annotation, cloud
sharing, and a
built-in history
viewer.
Skitch – Simple
annotation tool
from Evernote,
good for quick
markups.
Lightshot –
Lightweight, free,
and allows
instant sharing
online.

These  apps  integrate
well  with  macOS  and
can replace the default
screenshot shortcuts if
you  ass ign  them.
However,  for  most
use rs ,  the  na t i ve
macOS capabilities are
more than sufficient.

COMMON ISSUES
AND
TROUBLESHOOTIN
G

Sometimes  taking  a
screenshot  on  Mac
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d o e s  n o t  w o r k  a s
expected.  Here  are
common problems and
solutions:

No sound or
feedback: By
default, Mac
plays a shutter
sound when
capturing a
screenshot. If
you don’t hear it,
check your
volume. You can
also enable or
disable the
sound in System
Settings >
Sound > Play
sound for
screenshots.
Screenshots
not saving to
desktop: You
may have
changed the
default location.
Use the
Screenshot app
to reset it under
Options.
Shortcuts not

working: Check
if another app is
overriding the
shortcuts (e.g.,
third-party
clipboard
managers). Go to
System
Settings >
Keyboard >
Keyboard
Shortcuts >
Screenshots to
verify they are
enabled.
Cannot capture
certain
elements
(menus,
dropdowns):
Press the
shortcuts before
opening the
menu. For
menus, press
Command +
Shift + 4, then
hit Spacebar
once, and then
click the menu
item while
holding the
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mouse button to
keep it open.

CONCLUSION

Mastering how to take
a screenshot on Mac is
one  of  the  simplest
ways  to  boost  your
daily  productivity.
F r o m  t h e  c l a s s i c
keyboard shortcuts like
Command + Shift + 3
and 4 to the versatile
S c r e e n s h o t  a p p
introduced  in  newer
macOS versions, Apple
provides  a  range  of
options  that  cater  to
every  need.  Whether
you  are  capturing  a
full-screen  error,  a
specific  window,  or  a
carefu l ly  cropped
region,  the  built-in
tools are powerful, fast,
a n d  i n t u i t i v e .
Additionally,  with  the
ability to change save
locations,  set  timers,
annotate  on  the  fly,
and  even  record  your
screen, you can handle

a lmost  any  v isua l
documentation  task
without  leaving  the
operating  system.
Take  time  to  practice
the  different  shortcuts
a n d  e x p l o r e  t h e
Screenshot  app ’s
options.  Customize
them  to  match  your
workflow,  and  you  will
find yourself  relying on
screenshots now more
than  ever.  If  you  run
i n t o  i s s u e s ,  t h e
troubleshooting  tips
above should help. And
i f  y o u r  n e e d s  g o
beyond  what  macOS
offers,  a  third-party
tool  can  fill  the  gap.
Remember, the key to
becoming  efficient  is
repetition  –  try  the
shortcuts  until  they
become second nature.
Now you have all  the
knowledge you need to
capture,  save,  and
share your screen with
confidence  on  your
Mac.


