
Screen Capture Using ShareX 
 
1. Click on the Windows button in the bottom left corner and scroll to 

the “S” section to find ShareX. Click on the folder to open it and 
then click on the ShareX application. 
 

 
 
 
 
 
2. You need to set the audio settings to use a microphone (either the 

built-in one for your device or one that you plug in). To do this, click 
Task settings from the menu on the left. Next, click on Screen 
Recording from the menu on the left and then the Screen recording 
options.  

 

 
 
 
 
 
 

 
 
3. For Audio Source, click on the drop down menu and select the microphone you would like 

to use (most likely the internal microphone). Once you have selected the microphone, click 
on the X in the top right corner. 

 
 
 
 
 
 
 

You only need to change the audio source setting once. After you have changed 
it, you only need to change it if you decide to use a different microphone. 



4. On the left side, click on Capture then select Screen recording. Make sure you have 
whatever you would like to start recording open before selecting this. Once you complete 
step 3 ShareX will be recording your screen. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

5. Next, a dotted rectangle will default to the open 
application (most likely the ShareX window) as well 
as a circle with a grid pattern in it. The circle acts as a 
magnifying glass to help you select the recording area 
on your screen. Start by clicking in the top left corner 
of the location you would like to record and then click 
and drag your mouse to the bottom right corner of the 
recording area. For example, if you would like to 
record your whole desktop, move your cursor to the 
top left most corner of your screen, click and hold the 
mouse button down and drag to the bottom right most corner of your screen.  

 
Once you let go of the mouse button, the screen recording will begin, including anything you 
are saying. You can use the built in microphone on your computer or you can attach one if 
you prefer. ShareX records anything that is happening on your screen as well as an audio 
being picked up by the microphone. 
 

6. If you are recording your desktop, in the system tray a red dot will appear. This lets you 
know that ShareX is recording. To stop the recording, simply click on the red dot. 

 
 
 

If you are only recording part of your screen, there will be 
a Stop and Abort button that appears. Use these to either 
Stop (this will stop and save your recording) or Abort (this 
will stop and delete your recording). This also gives you a running time of your video. 



7. The first time you do a screen recording, 
you will be asked if you want to “upload 
this screenshot.” CLICK NO!! Your video 
is automatically saved to your H drive, you 
do not need to upload the video and errors 
can be caused if you select Yes. 

 
 
8. And the first time you record, moving forward 

when you click on the red button or Stop, you 
will get a notification in the bottom right corner 
that your file is saving. The longer you record, 
the longer it takes to save the file. 

 
9. You will see the file appear in the list in the ShareX window. You can double click on the 

filename to open the video up and review it. If you would like to edit your video, you can use 
Movie Maker (there is a separate tutorial on using this program). 

 
 
 

 

 

10. Your video files by default will save to your H drive in a ShareX folder. Once you open the 
ShareX folder, click on ScreenShots, then the folder with the date you did the recording. 
Your video file(s) will be in there. You can change the name of your file(s) to make them 
easier to identify. 
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Choose your desired recording. 4 

Video files can take a lot of storage space. You are limited as to how much storage you are allowed 
on the H drive. It is recommended that once you have recorded the videos, you upload them to 
OneDrive in your Office 365 account where you have more storage space. 
 


