Net Snippets Instructions
Installing Net Snippets on your computer
1. Before you install Net Snippets, please make sure that Internet Explorer, Mozilla Firefox or other Web Browsers are NOT running on your computer.

2. Save all open documents before installation, as you may need to restart.

3. Go to the Bentley Virtual Lab and click on “Install Net Snippets”.

To access the Net Snippets Bar
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 in your web browser’s main toolbar. Click/Unclick this button to Open/Lose the Net Snippets Bar.

b..   If you cannot see the Net Snippets Button on the toolbar:

a. Right click on the Internet Explorer’s toolbar.

b. Select ‘Customize’ from the pop-up menu.

c. Look for ‘Snippets’ in the ‘Available toolbar buttons’ list on the left side.

d. Select the ‘Snippets’ entry and move it to the ‘Current toolbar buttons’ list using the ‘Add ->’ button.

e. You should see a new ‘Snippets’ button in the Internet Explorer’s main toolbar.
     
 2. FROM THE DESKTOP

Click on the ‘Net Snippets Desktop Bar’ icon that should appear on the desktop after installation.
To Access the Net Snippets Drop Spot

1. Right click on the Windows task bar 

2. Click Toolbars(Net Snippets Drop Spot
IV. Capturing content from a web page
1. Be sure that your Net Snippets bar is open.

2. Highlight the desired text or images

3. Capture the text in any of the following ways:

· Drag the text to the Net Snippets bar

· Right click, and copy the text. On the Net Snippets Bar, click Add (Clipboard Contents.
· On the Net Snippets Bar, click Add ( Selection (IE ONLY)
· Click the ‘Add Selection’ button in the Net Snippets toolbar. (IE ONLY)
· Right click, and select Add to Net Snippets on the menu. (IE ONLY)

4. Once a Snippet is created, you can edit the Snippet, including change and add source information for future reference.

5. To add content to an existing Snippet, highlight the text, and drag the text to the Net Snippets bar over the existing Snippet. 

Capturing an entire web page
Use one of the following options to capture the entire web page:

· On the Net Snippets Bar, click Add( Entire Page
· Click the Add Entire Page button on the Net Snippets Toolbar.
Capturing entire files from the web
Use one of the following options to save files you find on the web, including PDF, MS Office files, video and audio.

· Drag the link to the Net Snippets Bar
· Right click over the link, and select Add to Net Snippets. (IE ONLY)

Capturing entire files from other applications


Drag the file (from your desktop, windows explorer, etc;) to the Net Snippets Bar.

Capturing selective content from other applications

1. From applications that support Drag & drop (for example, MS. Office), select the block of text and drag it into the Net Snippets Bar.

2. From applications that don’t support Drag & Drop

a. Select content, right click, and copy contents

b. Go to your Net Snippets Drop Spot and select Add Clipboard Contents.
Taking screen captures

1. From the Net Snippets Bar, click Add ( Screen Capture 
OR Right click on the Net Snippets Drop Spot, and click Screen Capture
2. Select the desired shape.

3. Select the area of the screen you would like to capture.

4. Drag the selection to the Net Snippets Bar or Net Snippets Drop Spot.
Capturing links

1. From the address bar- use one of the following ways:

· On the Net Snippets Bar, click Add(Link to Page
· Drag the icon from the address bar to the Net Snippets Bar
2. From a web page- use one of the following ways:
· Drag the link to the Net Snippets Bar

· Right click, and select Add to Net Snippets
3. From Internet Explorer’s Favorites

a. Click on Internet Explorer’s Favorites Menu

b. Select the item and drag it to the Net Snippets Bar

4. Importing Internet Explorer’s Favorites List

From the Net Snippets Bar, click Add(Advanced(Import Favorites 

Capturing all text, images, and links on a page (IE ONLY)

1. Go to the Net Snippets Bar

2. Click Add(All

3. Select the items you would like to capture.
How to create a bibliography of Net Snippet sources
1. Go to the Net Snippets Bar

2. Right click on My Snippets
3. Click on Create Bibliography
4. Select the desired style and click Create
