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Adding a Note to your Outline

To add a Note, containing as much information as
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you want to type, press Return.

The Note symbol appears in the margin to show

Diagram Tapic Subtopic Leaft Right Mote Hyperlin
you that your idea has a Note under it. > This is my Main Idea
This is a Mote. T can type as rouch as T like in here
Add new paragraphs to your note by pressing//v [ can add new paragraphs by pressing Retum twice.
Return twice every time you need one.

A darker grey stripe appears down the side as you add more rows of information, to indicate the length of
your note.

Creating Topics and Subtopics
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main idea.

Topics are indicated by roman numerals.

as you did for the Main Idea.

[ can add new paragraphs by pressing Beturn taice.

Again, simply press Return to add a Note to & L This is a topic
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But you must always click Topic and Subtopic to add new Topics and Subtopics.



Promoting or Demoting Topics and Subtopics

Click Topic or Subtopic, and type in your idea.
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Click the Left icon until the letters or roman numerals indicating the topic or subtopic have disappeared.

EI Moving a Topic or Subtopic left is known as Promoting.
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You can also Demote a Topic or Subtopic by clicking the Right icon.

NB: You cannot Demote your original Main Idea.

Outline or Diagram?
An Outline view is available for both Diagrams and Mind Maps — just click the Outline icon to from

Outling Diagram or Mind Map to see the Outline View.

However, if you choose to start with Outline View, the corresponding Diagram link will only show

*.

bBisgram | you a diagram of your outline, not a Mind Map.

It is much easier to add notes to your ideas and topics using Outline view — but if you prefer a more graphical
working environment, Outline view may be difficult to use.

For best results, start with either Diagram or Mind Map and switch between it and Outline view

Map whenever you need to add a long note.



Transfer Your Outline to Word

When you have finished your Outline, you can save it, print it, or even transfer it to a word processor (MS
Word) and turn it into an essay.

,:E Click on the Transfer icon. Inspiration offers to transfer the entire Outline with a diagram of all your

Transfer | additional notes and information with it into a word processor by default.

However, you also have the option to remove elements of your Outline if you wish — simply click on the tick
box to remove an item. If you change your mind, click it again to put it back. The graphic will alter

accordingly, so you can see how it will look with your changes.
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a Word file of the same name, saved on your M: drive in the My Documents folder.

Inspiration now turns your Outline into



