Inspiration Quick Start


Entering the main idea or topic 
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Tnspiration Quick Start

Entering the mainidea or topic
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O Type the diagram topic, Using
Tnspiration, info the Main Idea symbol.

O Select the Using Inspiration symbol

O On the Diagram toolbar, position the
cursor over the upper right point on the
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linked symbol in that direction,
Note: If you make a mistake, just select the
symbol and press Delete on your keyboard.

O Type Uses into the new symbol.
O Select the Using Inspiration symbol
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When you open Inspiration[image: image40.png]


, a symbol appears in the center of the screen with the placeholder text, Main Idea, selected. 
· Type the diagram topic, Using Inspiration, into the Main Idea symbol. 
· Select the Using Inspiration symbol. 
· On the Diagram toolbar, position the cursor over the upper right point on the [image: image2.jpg]


button. Click to create a new linked symbol in that direction. 
Note: If you make a mistake, just select the symbol and press Delete on your keyboard. 

· Type Uses into the new symbol.

· Select the Using Inspiration symbol. 
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Note: The Subtopic Quick Control[image: image3.jpg]


 appears next to a symbol to show that it has a subtopic. 
· On the Diagram toolbar, position the cursor over the lower left point on the Create button. 

· Click the lower left point to create a new linked symbol in that direction. . 
· Type Views into the new symbol. Click outside the symbol. 
Using the RapidFire tool to quickly capture ideas 

The RapidFire tool adds a series of linked ideas to a symbol in a freeform structure. There’s no need to think about organizing yet; you’re still getting ideas down to “see” what you think. 

· [image: image32.jpg]


Select the Views symbol, if it’s not already selected. On the Diagram toolbar, click the RapidFire[image: image4.jpg]~
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 button. 

The RapidFire [image: image5.bmp] icon appears in the symbol to show the tool is turned on. 

· Type Diagram View and press Enter. 

· Type Outline View and press Enter. 

· Type Print Preview and press Enter. 

· Click the RapidFire button again to turn off. 

Oops – To delete a symbol, just select and hit delete on your keyboard. To change text, just double-click on it and type. 
Point and Click
· Click in the open area in the diagram directly to the right of the Using Inspiration symbol. 

· Type Creating Symbols
· Click away from the symbol to deselect it. 
Drag and Drop

· On the Symbol palette, click the Select Library button to navigate to find a graphic symbol that you like. 
· Drag the symbol until it’s positioned below the Diagram View symbol
· Type Concept Maps in the symbol
Replace symbols with new pictures
· Select any symbol. 

· On the Symbol palette, click the Select Library button to navigate to a category. 

· Click on a picture and it will change the symbol. 
Linking symbols 

· Select the Using Inspiration symbol. This is the symbol where the link will start. 

· On the Diagram toolbar, click the [image: image6.jpg]


button to turn on the Link tool. The cursor now looks like this [image: image7.jpg]


. Click on the Creating Symbols symbol
· Follow this process to link Diagram View to Concept Map. 
· Click the Link button again to turn off
Adding text on the link 

· Select the link between the Diagram View symbol and the Concept Map symbol. 

Note: When a link is selected, you see the outline of the text box associated with that link. Type allows you to make. Click off the link to deselect it. 

Adding a note to a symbol 
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For each symbol in a diagram a note is available. Notes allow you to expand ideas and actually begin the writing process, while continuing to work in the visual format. 

· Select the Creating Symbols symbol. 
· On the Diagram toolbar, click the Note button. 

· Type three different ways to add symbols (ideas). Click and drag on the top bar of the note to move. Click on the close box to close your note. 
Changing the look of symbols 

· Select your main. Note: To select more than one item, press the Shift key and click each item, or click and hold down the mouse to drag a selection box around the symbols 
· On the Formatting toolbar, click the Fill Color button and choose a color from the palette. [image: image8.jpg]Sdact e synbel,and hendi he
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· Use the formatting toolbar to change the font, style, etc. in order to set your main idea apart. 
· To view a diagram in Outline View, click the Outline button on the Diagram toolbar. [image: image9.jpg]
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Adding a topic 

· Select the Using Inspiration topic by clicking to the left of the text. 
· [image: image35.png]


On the Outline toolbar, click the Topic button. 

· Type Special Tools. 

Adding a subtopic 
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With Special Tools outside selected, click the [image: image10.jpg]o
175



 button on the Outline toolbar. Type Read Aloud. 
· Click to the left of Special Tools, hold and drag the topic to the bottom of your outline. 
Note: If you make a mistake, go to Edit > Undo
More on the Outline
· Use the Right and Left buttons to change the level of a topic
[image: image11.jpg]



· Click the Subtopic Quick Control [image: image12.jpg]


to the left of the Views topic. The subtopics for this topic are now hidden. 

· Click the Subtopic Quick Control again to show the subtopics. 
· To add a note in this view, click the Note button. [image: image13.jpg]



· On the Formatting toolbar, click the Preﬁx button [image: image14.jpg]


 Select a new preﬁx style. 

On the Outline toolbar, click the Diagram button. [image: image15.jpg]


 
Using the Arranging the diagram 

Note: You may have success just manually arranging your diagram. Hold the shift key to select more than one symbol at a time. You can just click symbols in the middle, hold and drag. To let Inspiration arrange, follow these directions: 
· On the Diagram toolbar, click the [image: image16.jpg]Aranga



 button. 

· In the Links list, choose Standard. 

· [image: image37.jpg]I}




In the Diagram Type list, choose Top Down Tree. 
· Click OK. The diagram automatically rearranges in the new format.  
Changing the View scale (this just changes what you see, not what you print)
· On the Scroll bar, click the [image: image17.jpg]


button one time. This makes the diagram appear larger on the screen. If you’d like the diagram to appear smaller on the screen, click the [image: image18.jpg]


 button 

Positioning the diagram in the window 

· On the Formatting toolbar, click the [image: image19.png]


(Positioning) button. Click and drag the diagram in the direction you want. 

Changing symbol defaults 

· Select the Creating Symbols symbol. 
· On the Formatting toolbar, click the Fill Color button. Select a color from the palette. 

· With the Creating Symbols symbol still selected, click the Line Color button. Select a dark color from the palette. 
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On the Formatting toolbar, click the Defaults button[image: image22.jpg]


 . Choose Set Default. 

Now select a symbol or symbols. Remember: To select more than one item, press the Shift key and click each item. Or, click and hold down the mouse to drag a selection box around the symbols.

Click the Defaults button and then choose Apply Default 

Changing the color of a note 

Note colors are also changeable so you can customize them to match the symbols. 

Select Creating Symbols symbol. Click the Note Quick Control[image: image23.jpg]


 Use the formatting toolbar to make color changes
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Tools that bring your document to life 
Adding a hyperlink 
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On the Diagram toolbar, click the [image: image26.jpg]Hyparlink



 button. 
· Select Web Page. The selected text appears in the Hyperlink Text box. 
· In the Link To box, type http://www.inspiration.com. (It is best to copy a URL and paste into this box.) 
· Click OK. 

Recording a sound 

To record sounds, Record Sounds must be made available in Application Properties, and your computer must have a microphone. You will ﬁnd Application Properties on the Utility menu. 

· Select the Uses symbol. 

· On the Tools menu, point to Sound, and then click Record. 

· In the recording control box, click Record to begin recording. 

· To begin recording, click the Record button. 

· To end recording, click Save. 

· Say It’s important that I have balance in my life. 

· When you ﬁnish recording, click Save. 
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The Audio Quick Control 

[image: image27.jpg]


  is now displayed next to the Uses symbol. Click the Audio Quick Control to play your recorded sound. 

Transferring to a word processor 

When you are ready to ﬁnalize your work for publication, you can easily transfer it to a word processor. 

Click the Transfer button[image: image28.jpg]


 on the toolbar. Inspiration automatically launches your preferred word processor 

Extra Tips and Tricks: 

Change Arrows – Click on the arrow (link) you want to change and go to the Link menu to change direction, shape, etc. 

Nudge– On your formatting toolbar, use the Nudge button[image: image29.png]=101x|

R Fie View Te Symbol Lik Effect Tooks Uty Window Help 18] x|

A -~ B €
B LS4 g0 88 € %
=

0512k 4] »

XY

o

Dse|  ABECHES T OBLEEQROH

| 7 Adobe Actabat.| O] Inbas - Micraso..| 4 SchaokiT Ne... | I Document2 M.

Doc2 (2 doc.

1299|400 e s
insp_auick_sto.. ||| tnspiations...| |BASD  Wednescy




 to move your symbols slighty.

Find and center your diagram – Use CTRL+E
Show and Hide symbol palette – Press F8
Save your diagram as a graphic – Go to File > Export and save to your H drive to use later. 

Read Aloud – Go to Utility > Application Properties and make sure the Listen Tool is selected. Click the [image: image30.png]=101x|
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 button. Click on symbols to have Inspiration read aloud.  
