Inspiration

MULTIMEDIA LABS

Inspiration is a program that helps writers organize their ideas into visual/graphical formats. It
allows the user to create his or her own diagrams, and also provides a number of templates,
divided by subject matter, with preset organizational diagrams. Diagrams (and outlines) may be
transferred to Microsoft Word with one mouse-click. This help sheet will guide the user through
the basic steps of using Inspiration.

|. ACCESSING THE PROGRAM
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6. The basic start-up screen appears. In the center of the workspace is a
symbol in which the words Main Idea appear. The user may use this
symbol as a starting point to create a diagram that organizes his/her ideas.
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Il. ELEMENTS OF THE WORKSPACE (Toolbars and Pallete)

1. The Diagram Toolbar and the Menu Bar appear at the top of the screen.

View: Outline
view, zoom, etc.

Edit: Undo, cut,
copy, paste, etc.

File: Open,
close, save, print,
open templates,
transfer to word
processor, etc.

Symbol: Arrange, Effect: Line thickness, Utility: Template

captioned symbol, etc. fill pattern, colors, etc. Wizard, etc.

Text: Font Link: Tools: Find, Window:

properties, etc. Link/arrow spell check, Cascade, tile
properties, etc. hyperlink, etc. settings

Help: Help
index, table of
contents, etc.

ext Symbal Link Effect

Tools  Ukliky  Shindow Help

Transfer:
Transfer
the diagram
to the
Microsoft
Word
program.
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Outline: | \
Provides o . .
a text- RapidFire: Create: Link: Arrange: Note: Hyperlink: Spell:
only Quickly Creates a Manually Arrange Click to Click to add Check
outline create linked new linked create links the add a a web the
; symbols by symbol in a between diagram text note hyperlink to spelling
view. - . . .
typing and specific symbols in in one of toa a symbol. of words
then pressing location in the 6 basic symbol. in the
Enter. the diagram. layouts. diagram.
diagram.

2. The Formatting Toolbar appears at the bottom of the screen.

Move tool (for moving
entire diagram in

Zoom buttons Font size Font color Text box, shapes, and lines workspace)
100% o i il 4
J ) 2 v -
Times I‘vllElmH-:-rnem1|r 1z ¥ @& [L' ‘E E{' ‘> é:‘j';l
Font face Font style Symbol Symbol Nudge tool
line and fill default (for fine-
color settings tuning
symbol
position)
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. The Symbol Palette appears on the left side of the screen.

Click these arrows
to scroll through the
symbol palettes.

When the program
opens, it defaults
to the Basic set of
symbols (the Main
Idea symbol in the
center of the start-
up screen is from
this Basic set).

The symbols in each

 — T 1

Basic
L0 v Basic

@D ()| Boxes
E oy IO Mumbers

ﬂ:l] (X) Thinking
Arks
Evervday
Food-Health

zﬁ? Q Fun
Geography

I H Math
People

Process

Science
Social Studies

set are displayed in the
palette.

Technology
Work-School

Animals-Plants

* w w w w w w wv w w w w|LJ

Anirmals 1
Animals 2
Animals 3
Birds 1
Birds 2
Plants
Seal
Sea

Click this arrow to display
the index (or library) of
symbol palettes.

NOTE: To add a new,
different symbol to the
diagram, click in the
workspace on the screen
and then click the new
symbol in the desired
palette.

To change an existing
symbol in the
workspace, click on it
and then click the new
symbol in the desired
palette.

lll. GETTING AROUND THE PROGRAM

1. Toadd a linked
symbol to the diagram:

e In the workspace, click

an existing symbol (in
this case, Main ldea)

e Place the mouse
pointer over the
Create button in the
toolbar. As you move
the mouse, the symbol
locators will become
highlighted; click the
locator you want.

e A linked symbol will
appear in the diagram
in the selected
location.

EhE»
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el H|

A Inspiration® 7.5 - [Untitled2]
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N

. To add a non-linked symbol:
e Click the area in the workspace

‘I’Vheredyou want the symbol [M File Edt view Text Symbol Link Effect Tools Uity Window Help
ocated. ot TS g e e
e Click a symbol in the palette. 05 L :..?;ﬁ o ;!';h'm 7 Hﬁnk ;@ ﬁe,
e A non-linked symbol will appear o ettt Ao Ml et
in the workspace. .
3. Toinsert a link/arrow between (o Iv';fzeaige%
non-linked symbols: | connect the
e Click the symbol where you want e previously
the arrow to start. D// unlinked
e Click the Link buttofi on the [ <> symbols.
toolbar; an arrow appears in the Note the text
workspace. Place the mouse Z/\\? Q box overlying
pointer on the symbol to which the one of the
arrow should point, and then click arrows.

!
the mouse button. H H
e The arrow will be inserted.

NOTE: A text box overlies all

arrows, but is hidden unless the arrow
is clicked; the user may type notes in
this box to describe the link, etc.

A Inspiration® 7.5 - [Untitled4]
BL e e e T b ok ERR oo T Wb e

4. To attach a Note to a symbol: shvarve BT oS g @ ; ;@ ':El
e Click the symbol/idea to which you T

want to attach a Note. ===
e Click the Note button on the toolbar. -

A small box, with the title of the =

symbol at its top, will appear under X<

the symbol. fj? Q This is wrhere [ write

R notes for this idea

e Type your notes in the box.
5. To hide Notes attached to a symbol: /Q)gg
e Click the small icon in the upper left g <

corner of the Note box. L .

e The Note box will be hidden;
however, a small icon will remain
near the upper right of the symbol.
Click this to open and view the Note
box.

e
Lo qde
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6. To arrange the diagram in a preset format/design:

e Click the Arrange button on the toolbar; a dialog box opens that
presents a number of options for preset formats.

e Make your selection and click OK.

e The diagram will now be arranged in the format you selected (in
this case, Top Down Tree/Balanced).
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7. To use the RapidFire feature: & Inspiration® 7.5 - [Untitled4]

(RapidFire is an Inspiration [W File Edi View Text Symbol Lk Effect Tools Ubiliey  Window Help
brainstorming featurg that allows thg e -

user to quickly add linked symbols in a e S e
diagram without having to stop typing

Ciutling

his/her ideas.)

e Click in a symbol that contains an RapidFire
idea for brainstorming. icon

e Click the RapidFire button on the Supporting T v
toolbar; the red RapidFire icon feka .

appears inside the symbol.

e After typing an idea, press Enter; a
new linked symbol with that idea
automatically appears in the
diagram (this procedure may be
repeated as many times as needed).

e To turn off the RapidFire tool, click
the button again.

Reason 1 and

were created

with
RapidFire.
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8. To use Outline View:

(Outline View presents a non-diagrammatic environment of organized ideas —

in other words, a traditional outline.)
e _Click the QOutline button on the to
Outline View.

olbar; the Diagram View switches to the
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Diagram Topic Subtopic Left Right Mote Hyperlink Transfer

Spel

- . IL Setting

A. Where?
B. When?
- ML Others Involved
s A, Person
Elaborate on this person here . .
B. Person
C. Person
- IV. Fvent Sequence
@ A. First
Explain the sigrificance of this event here . . .
B. Second
C. Third
- V. Significance
A, Then
B. Now

Elements of Outline View

Add a Add a Move topic/subtopics one
topic subtopic level to the left or right Same functions as Diagram View
\, I /
Toggle between " Inspiration® 7.5 - [Untitled4]
Outline and X oo e
Diagram views \*@ FileN Edit  WiewN\ Text Cutline
D;gra.m ﬁ Subﬁc Mote Hyperlink Sp=il ‘Eﬁer
*« B IL Setting
A Where?
Hide/reveal B. When?
subtopics ™ OL Others Involved
A, Person
¢ Elaborate on this person here . . NOTE: The menu
B. Person bar commands
C. Person (File, Edit, etc.) in
b4 IV. Event Sequence Outline View
Hide/reveal > & A. First remain the same as
Note Explain the sigrificance of this event here . . . in Diagram View.
B. Second
C. Third
b Y. Significance
A Then
B. MNow
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9- USing Templates: Open Template nu

A . ) Lock #+ [ 5 Insphaton Terpiis =l = 4=
(Inspiration provides a collection of W
diagram templates in a number of .
categories.) ©
e To open a template, click File on
the menu bar, and then click Open .
Template 8
e The Open Template dialog box ——— <
appears and displays a list of the N e | d o]
following categories: Language = e e
Arts; Planning; Science; Social
Studies; Thinking Skills. p— —
e To open a template category to Lok [ 5 Loraeon B

see its contents, double-click it (or
click it once and then click the
Open button).

e Select a template; double-click it —
(or click it once and then click the
Open button).

e The selected template diagram (in «)

. . . File name | Comparative Analysis | pen
this case, Comparative Analysis) . e 5o

will open in the workspace.

& Inspiration® 7.5 - [Untitled7]
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. Outline  Rapidfire  Create Link Arrange Note Hyperlink  Speil Transfer
Templates are Edlted and ikt : i i oot DR . S
manipulated in the same v
Way as dlagrams Created . paragraph inta the symbol labeled "Title."

- Rl c 4 o o o o 2. Replace the words "ldea A and "ldea B
from scratch (i.e., the & bamson ‘I’ B o 3 e e ¢
&

‘lowto usge this termplate -

1. Enter a title for your essay, report, or

ﬂ:l] CX:) Eiter a. Eiter conchisioms 3. Bxplore areas for comparizon between

user can enter text in the intochctry b

sertence hete ..

the two ideas and enter them into the
approprigte symbols. Add more symbols i
necessary.

4, Enter details of the comparison into the
subtopics for each area

4. Think about how you will introduce the
comparizons you have drawn. Enter an
introductory sentence into the note attached
tothe symbal [abeled “Introduction.”

. Think about the conclusions you can
derive bazed on the comparizon. Enter 3
concluding sentence into the note attached
tothe symbal [abeled “Conclusion.”

7. Click the Transfer button to finalize ywour
analysis in @ word processor.

symbols, add or delete (X<
symbols, add notes, re- 7O ;
arrange the diagram, etc.). 1] .

]
a
A list of suggestions for C\ J
. o . . " "
USIng the template appear . tii:;lhattsedusmg the Comparative Analysiz

its ri i R <L \ i - uged arossthe eurotam. g
On Its rlght Slde (these i \—) ::ztemp!;t‘e hel||)s Ts:‘ut:ler‘:ltfJ stln.lc_,t.u:n_e ag
‘f«i 77 E Gutina han, 05 the . aniy ranssering
Gheir nitial work into 3 written paper or rapory
J
L |

T

suggestions may be 7
deleted by clicking on s ﬁ o
them and pressing the
Delete key).

Suggestions for
using the template
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IV. ADDITIONAL FEATURES

1. To Create a Template using the
Template Wizard:

(You may use the Template Wizard
to create your own customized
diagram templates.)

To create a template:

e In the workspace, make a diagram
that you want to use as your
template.

e Click Utility on the menu bar.

e Select Template Wizard from
the drop-down menu.

| Inspiration® 7.5 - [Untitled1]
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# Template Wizard PX‘

Creating your own templates in Inspiation is simple:

Just sst up the curiently open document the way
you want i, then click thiough these sasy steps.

e Follow the sequential steps in the
Wizard to create your template,
and then save it. (At some point,
instructors might want to put the
template on the T: drive so
students can access it easily.)

How would you lke the template to open?

& & Evaclly as it curently appears on screen

£ Disgiam centered, Main Idea selected with test highlighted

2. Transferring Diagrams and Outlines to Microsoft Word:

(Diagrams and outlines may be quickly transferred to Microsoft Word.

NOTE: When a diagram is transferred, it is inserted into Word as a picture and its contents
cannot be edited. However, a transferred outline essentially becomes a Word document, so it may

be edited as such.)

To transfer a diagram or outline to Word:

e Make sure your diagram or outline is on the screen.

e Click the Transfer button on the toolbar.

If you have saved your file before transferring, the

transfer will proceed and a Word file with the diagram or outline will open (if you haven’t saved
your file before attempting to transfer, you will be prompted to do so).
e The Word file may be saved like any other Word file.

B ~ =k .~

Cutline  RapidFire Create Link

A Inspiration® 7.5 - [Untitled1]
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Transfer

e R ;@'

Click the Transfer button

on the toolbar to transfer N

the diagram or outline to
Microsoft Word.
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