[bookmark: _GoBack]Steps to Upload Tables and Figures as a Single Image File for Mac Users.

Step 1: Download the program “Paintbrush” for Mac at https://paintbrush.en.softonic.com/mac.
Note: If your security system does not allow you to open the program because it was not developed by Apple, you can open the program by opening “System Preferences”, then select “Security & Privacy”, and select “General”, then Select “Open Anyway”. 
Step 2: After you have opened the PDF, JPEG, or PDF of your table(s) or figure(s), open “Launchpad”. 
Step 3: Select “Other” or “Utilities”. 
Step 4: Open “Grab”.
Step 5: To select the figure or table (choose the figure or table in the order you would like them to appear), select “Capture”. 
Step 6: Select “Selection”. 
Step 7: A prompt titled ‘Selection Grab’ will appear. Do not select “Cancel”. The prompt box will not be included in the image crop. 
Step 8: Drag the cursor over the portion of the screen you want to capture. 
Step 9: The cropped image will appear in another window or tab. 
Step 10: Select “Edit”, then select “Copy”. 
Step 11: Return to “Paintbrush”. 
Step 12: Select “Edit” then “Paste”. 
Step 13: Hold down the mouse pad and drag image to the desired location. The paste image will appear similar to the screenshot below.
[image: C:\Users\kmyers\Downloads\Image Screenshot.tiff]
Step 14: Select “Edit” then select “Undo Drawing” to undo any change made to the new image file you are creating in Paintbrush.
Step 15: To adjust the size of the image to the desired width and height. Leave the image highlighted and select “Image” then select “Image size”.
Note: The entire image file size is determine based on the image size. The view of the screen is based on the canvas size.  
Step 16: Return to Step 5 to paste additional figures and tables. The below screenshot is an example of more than one image pasted into Paintbrush.
[image: C:\Users\kmyers\Downloads\Image File.tiff]
Step 17: When complete, select “File”, then select “Save as”. Change the format to “JPEG” then proceed to uploading the new image file. 
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