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1. Chapter 1 - Getting Started

1.1. Mapping Concept

1.1.1.

1.1.2.

What is Mind Mapping?

Mind map is simply a visualization tool which helps you think and learn more proficiently. A mind map is a graphic
diagram used to represent your thoughts and ideas, tasks, or other items linked to a central key idea or theme. It
is used to generate, visualize, structure and classify ideas. Mind maps are used as an aid in study, organization,
problem solving, and decision making. Mind Mapping is the most effective, “brain-friendly” way for you to turn
your unorganized, linear, fleeting ideas and thoughts into a structured, visual “map”. Mind Map represents the
best of both worlds by resembling the visual aspects of a flow chart and the organizational structure of an outline.

-
_AgSSs, P T T T
‘--...‘_." . ..} i h

-.?."'\r_d_rJ"'S .

ol ’

Mind map is an image-centered diagram that represents semantic or other connections between portions of
information. By presenting these connections in a radial, non-linear graphical manner, it encourages a
brainstorming approach to any given organizational task, eliminating the hurdle of initially establishing an
intrinsically appropriate or relevant conceptual framework to work within.

Most often the map involves images, words, and lines. The elements are arranged intuitively according to the
importance of the concepts and they are organized into groupings, branches, or areas. The uniform graphic
formulation of the semantic structure of information on the method of gathering knowledge may aid recall of

existing memories.

Why do I need Mind Mapping?

The process of getting your thoughts organized.
The ability to arrange information from many sources in a logical order has become the single most important

factor for business survival in the modern world.
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1.1.3.

1.1.4.

The old linear pattern of thinking, by reading and describing from left to right - top to bottom - creates many
problems when it comes to organizing the information we receive. One reason is that much of our information
input comes through our senses - eyes, ears, etc. Then the information hits the brain.

The human brain has left and right hemispheres, each with its own nature and functions. We have an incredible
ability to process information which initially appears to have no pattern or order. This makes the thinking process
very powerful - but it also makes it very complex.

The brain can process visual information in a highly efficiently manner. This means that, if you can 'see' your
thoughts in some way - such as a map - you can understand and re-order the relationships between different
topics.

What are the Basic Principles?

The basic principles can be defined as:

e Think as you work. This means getting ideas down on the page, without much concern for hierarchy and flow
in the beginning.

e Break big topics into their logic parts, and create these as sub-topics (branches).

o If there are logical flows in a Map process, reflect them in the structure of the Map. This may mean
sometimes going linear instead of radial with the Map design.

e Add notes, icons and graphics to make the Map as informative as possible. If you add notes as you think of
them, you're less likely to forget the information later.

e Ifa Mapis for a project plan, add schedule information to create clear time frames for appropriate topics.

Remember to save and backup important Map files. Mapping is an iterative process - which means the ideas
build and grow from other ideas. 'Brain-storming' can generate a brilliant set of ideas; these ideas may never
happen in the same way again, so don't lose them!

Mind Map Elements

15t Level 2nd Leve

) )
[ \l \

Topic Sub Topicl
\ Topicl Sub Topic2 Tie Line

Branch ~ Sub Topic3

. Sub Topicl
Title ; Sub Topic2
Sub Topicl&
R c

Shape

Relation Line

Legend

Clipart Boundary
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1.1.4.1.
1.1.4.2.
1.1.4.3.

1.1.4.4.

1.1.4.5.

Title
The map title is the main topic of the central idea that you want to create as a map. It is the central point,
and everything else branches from it.

Topic
A Topic is the basic unit of a Mind Map. When you add atopic to a topic, you create a new branch that
leads out a level to a new sub-topic.

Branch
A branch is a small but critical element in a map.Branch lines connect topics between two adjacent levels,
showing their relationship. There is no limit to the number of branches at each level.

Level

This is the hierarchy of branches, as they are mapped around a topic. You have probably seen the rings in
the cross-section of a sawn log, or the ripple pattern created by an object thrown into a pond. They
radiate out from the center. The same theory applies in the formation of a map, as thoughts spread out
from the main topic. The number of levels might be limited by the memory capacity of a computer, but
there is no limit in theory. In the sample map above, Level One consists of three branches (Topic 1, Topic
2, and Topic 3). The seven sub branches define Level two.

Other Elements

Legends are small picture symbols that are used to put Map topics into categories. This makes it easy to
read which topics in the Map go together.

Graphics, in the form of Clip Art pictures, can be easily added. Their main purpose is to improve the look
of the Map. Pictures can also help readers to understand the meaning of sections of the Map.

Boundary and Shape can add emphasis to your topics.

Tie Lines and Relation Lines can show additional relationships within a map.

1.2. Mind Map Benefits

1.2.1. Benefits
Scholars have claimed that the mind map is a vastly superior note-taking method than the traditional methods.
Mind mapping utilizes the full range of left and right human cortical skills to tap into the unused mental potential.
Researchers have also shown that graphical organizers have superior recall than text outlines.

Mind Map Benefits

Learning

Reduce those ‘tons of work'. Feel good about study, revision and
exams. Have confidence in your learning abilities.

Overview

See the whole picture, the global view, at once. Understand the links
and connections.

Concentrating

Focus on the task for better results. Using all of your cortical skills
attracts your attention.

Memorizing Easy recall. ‘See' the information in your mind's eye.
. Be on top of all of the details for parties, holidays, ject
Sl p. p ys, projects or any
other subject.
Presenting Speeches are clear, relaxed and alive. You can be at your best.

Minp %
Mapper



‘)% SimTech

Communicating

In all forms with clarity and conciseness.

Planning

Orchestrate all details and aspects from beginning to end on one
piece of paper.

Collaborating

Multiple users can simultaneously work on the same map for remote
collaboration meeting

From planning to agenda, to chairing, to taking the minutes ... the

Meetin
eetings jobs are completed with speed and efficiency.
- From preparation to presentation they make the job easier and

Training
much faster.

i Having a method to analyze thoughts - almost a ‘way-station' for
them.

Negotiating All the issues, your position and maneuverability in one sheet.

Brainstorming

Random thoughts are generated and appropriately assessed in real
time

1.2.2. Applications

Mind maps have many applications in business, educational, and personal environments.

1.2.2.1.  Professional Business Environment

1.2.2.2.

1.2.2.3.

e Project Management

Planning

Collaborating & Communicating
Brainstorming

Meetings

Training

Negotiating

Clarifying thoughts and ideas

Academic Environment

Note taking
Report Organizing
Presentations
Exam study

Small Business or Personal/Family environment

Tasks and to-do lists

Personal projects

Organizing

Problem analyzing and solving
Clarifying thoughts and ideas

1.3. MindMapper 12 Screen Layout
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7 |

{ Document Background ] View controls

{ Document Tabs ]

1.3.1. Quick Access Toolbar
Quick Access Toolbar has your most basic commands for Opening and Saving a file. You can customize the Quick
Access Toolbar by right-clicking on the toolbar.
1.3.2. File (MindMapper) Button
MindMapper Button is similar to File menu in a traditional menu structure. The entire file Open/Save operations
can be found here. Also the program options are located here as well.
1.3.3. Ribbon Menu
1.3.3.1. Home Tab
Home tab contains the most basic and popular commands you need to construct a mind map.
1.3.3.2. Ideation Tab
The concept of Ideation is new to MindMapper 12. This tab contains features which allow a user or a
group of users to come up with different ideas based on a pre-defined set of meeting styles.
1.3.3.3. Schedule Tab
For Project Managers and other who wish to utilize the Scheduling feature, the commands are found here.
1.3.3.4. Presentation Tab

No need to export to PowerPoint to give your presentation. You can present your mind map directly from
within MindMapper.
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1.3.

1.3.

1.3.

1.3.4.

1.3.5.

1.3.6.

1.3.7.

1.3.8.

1.3.9.

3.5. Collaboration Tab
Collaboration tab contain commands for online collaboration using MindMapper

3.6. Tool Tab
Tool tab contains features to add objects and extract and structure data

3.7. View Tab
With this tab, you can control the screen functions of MindMapper, such as Zooming and Panning.

Schedule Window
Schedule Window shows the defined Schedules and Resources. This window can be toggled with F4 button.

Project Pane
Project pane contains different windows to help you work more efficiently. Project Pane contains Cliparts,
Legends, Ideation, Browser, and Note windows.

View Controls
View Controls contain quick controls to view your maps, such as zoom in and out, full screen more, etc.

Document Background
Background is your main working area of MindMapper.

Document Tab
Document tab shows all the currently opened maps. You can quickly navigate between them by clicking on each
document tab.

Outline Pane
Outline pane shows your current map in a traditional Outline form. This window is toggled with the F8 key.

1.4. Tutorial Map

Tutori

al Map is readily available by clicking the Question button, then choosing Tutorial Map.

3 D—[—? D—[:; 1) Local Centering @

2i- @ All Topics
Raoll Raoll Help
E'L&’ M Upv annv ﬁ F"Eﬂ -
Edit View & Help

UL

Tutorial Map

MindMapper map gallery on the Web
MindMapper on the Web

Check for Updates...

About MindMapper

Tutorial Map contains the following important links:

Tutorial Map - quickly learn how to create a basic mind map

Sample Maps - see all different types of mind maps you can create with MindMapper
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PDF and Online Manual - get more in-depth user guide on MindMapper
What's New - see all the new features in MindMapper
Arena Collaboration Service — try out online map sharing and collaboration with others

1.5. MindMapper Updates

You can check for MindMapper updates in the same Help menu as the Tutorial Map

A - _41- D—|:++1 % Local Centering

$iv B B @ All Topics
Raoll Raoll
ﬂ‘&’ - Up'r Dﬂwnv ﬁ F‘Er‘l
Edit View @ Help

T

Tutorial Map

MindMapper map gallery on the Web
MindMapper on the Web

Check for Updates...

About MindMapper

New updates will have bug fixes and small feature additions, so be sure to periodically check this link.

2. Chapter 2 - Creating a MindMap

2.1. Starting a New Map

2.1.1. Starting a new map with pre-defined Styles.

[ , A-DEd9 = = To start a new map, press the MindMapper button, then
@ New. Or you can press Ctrl+Shift+n
|j New  Ctrlsshift-n  SccentDocuments
First Time User.twd
_r:f Open... Ctrl=0 Project Plan (Bi-Direction).bwd
~ Table Style 5.twd
_u' Open from Webhard Table Style 6.twd

Table Style 3.twd
Table Style 2.twd
Table Style 4.twd
Table 5tyle 1.twd
Inventory List.twd

H Save | 4
E Save As | 4
L-_“l Save to Webhard

—*

[ £ = | -= T e I L= T [, B o | X | 6 R | o)

You'll see this New Map window appear.
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|
New Map @
Map Style | Map Templates | Map Samples | Recent files
Select a Map Style:
-
- - R "
- ) T - ==
02 Rightward Map 03 Process Map
04 Left Fishbone 05 Multi-process Map 06 Organizational Chart
Read Style... [ Add... ] [ Modify ] [ Remove ]
[ OK ] [ Cancel ] [ Help ]
d

Map Style - This tab shows different types of Mind Maps you can create. No matter which style you start with, you can
always change it later.

Map Template - This tab shows pre-installed templates you can use

Map Samples - This tab shows the sample maps that you can use as a guide for your own map
Recent Files - This tab lists your recently opened files.

You may add more Map Styles and Templates. You can even edit any of the Styles or Templates to fit your own
mapping needs.

2.1.2. Starting with a Blank New Map

-

You can also choose to start a new map with the
default style shipped with MindMapper. This can be

4|

®) -0 SH9

Homel |y Mew (Ctrl+N) chedule  started with the keyboard, Ctrl+n, or by clicking on the
e cut New icon in the Quick Access Toolbar.
J fa LU Create a new document =
=3 Copy '
Paste Mew o Mote Table
- J Format | Topic= &4 ~ 28 -
Clipboard Topic

2.2. Adding Topics

2.2.1. AddFirstLevel Topics

After you have created a new Mind Map and entered the name of the main topic for the Map, your next step is to

add the first level of branching topics. These may be the major tasks for a project, or the main parts of a process
or plan.

Be default, new topics are created as sub topic of the selected topic. If the Title is selected, each added topic will
become the first level topics. If a first level topic is selected, then each added topic will be a second level topic.
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To add topics, simply select a Topic by clicking once with the mouse. The selected topic will have a dotted outline
around it to show that it is selected. Then you can choose any of the following methods:

e Press the Space Bar. A new branch will appear. Now you can start typing

e Press the New Topic button in the Home Tab

Ideation Schedule Presentation
?& 4 E 555 Arial
N & Note Tabl -
ew - ote able = B 7
it | Topic~ &4 2 &8 -
Topic
Mew Topic

T& Insert a topic on the map

e The simplest way to add a topic is to just start typing after the parent topic is selected.

2.2.2. Adding Multiple Topics Quickly
With the keyboard, pressing Shift+<number> will automatically create multiple branches matching the inputted
number. The branches will be empty, so you will need to fill in each branch by double-clicking each branch to
enter a text value. See section 2.3 Editing Topics.

Example: Pressing Shift+7 when the Title is selected will

produce the following map: Title
Ideation Schedule Presentation
T&, = E ] = arial
Another way to quickly enter — = T,
. . L : P able o | B I
multiple topics is by clicking Multiple Topic~ &4 - 58 -
menu. This command is also Topic

accessible by pressing Ctrl+Space , ,
Multiple empty topic

%‘- Multiple empty topic
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2.2.3.

You'll see Insert Multiple Topics
window. Just type in multiple items
and press Enter after each item.

When you press OK, you'll have a
map with multiple topics

Insert Multiple Topics

Adding Multiple Topics with Topic Levels
The above example shows adding multiple topics that are all on the same topic level. You can use the Insert
Multiple Topics dialog box to add topics of different level by indenting each line with a space or multiple spaces.

In this example, Apples, Oranges, Carrots,
Cucumbers, and Celeries are indented with
one space.

Fuji and Golden Delicious are indented
with 2 spaces.

And this shows the result:

Apples

Fruits
Oranges

Bananas

Title

apples -
oranges

bananas

pineapples

peaches

plums

4 I

[ oK ] ’ Cancel ]
pineapples apples
peaches oranges
plums bananas

[

B Insert Multiple Topics

P X

Fruits

Apples

Fuji

Golden Delidous
Oranges
Bananas
Vegetables
Carrots
Cucumbers
Celeries|

Fui

Golden Delicious

Carrots

Vegetables

Cucumbers

Celeries
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2.2.4. Adding Sibling Topics
By default, MindMapper will add new topic as
a child of the currently selected topic. To add

a sibling topic instead of a child topic, press Home Ideation Schedule Presentati
NevY Topic button and then choose Sibling % cut + |2 -
Topic menu. R Ifl:l _E _h
“— 53 Copy [ '
Paste Mew . Mote Table [
Keyboard Shortcut: Shift+Space - FFormat | |1opic~ &4 - . = |

Clipboard

=* sibling Topic Shift+5pace

-0
Scenario =,  Floating Topic Chrl=T

To add a sibling topic above the selected topic,
use the keyboard shortcut Ctrl+Shift+Space.

2.2.5. Auto Pasting Topics
Auto Pasting lets you quickly add topics to your map without tediously typing each topic.
In Auto Paste mode, any text you highlight with your mouse in another application, such as Internet Explorer or
Microsoft Word, automatically gets pasted into MindMapper as a topic text.

Home Ideation Schedule Presentation

Cut vl
4 Cu Ifél =] _'E Ij - Arial
p_ t RERELLS N E Mote Tabl -
aste W ote Table B S O
= J Format | 1ppic~ oyl - foel - =
Clipboard Topic ‘
Scenario Auto-paste Mode On/Off

Auto Paste text from other
documents or web pages

aulpng [o]

Keyboard Shortcut: F6

When you click this button, MindMapper goes into Auto Pasting Mode, and "Stop Auto Pasting (F6)" button
appears in the top-left corner of your window.

inp %
apper
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Desktop_B...

Invoice -
Insight PO ...

Sketch Up -
Med Hou...

AN () 2 0S5d9 -
Computer F Home Insert Ideation Schedule
.ﬁ Cut |E|+ 'E-E _I -..:*;v
. - = 1
fﬂ @copy | E . L
a5 EW. 5 Mote Table —
- F Format | 1opic~ |84 - fogl -
Metwork Clipboard Topic
=
i e
{=1]
" B
] =%
(=8
Recycle Bin E
(g ]

To cancel Auto Pasting, click that button or press the F6 key.

2.2.5.1. Auto Paste Options

Auto Paste options are found in the Miscellaneous tab of Options Dialog (MindMapper Button,

MindMapper Options)

-

Cptions

Default Style
Legend
Fishbone
Schedule
Ideation
Collaboration
Web Folder

Home Map

Miscellaneous
Support

History

Paste

TIcon Branch
Paste level when pasting hyperlinked map: 1

Paste topic style: [V Font

o
[ Hide MindMapper when Auto Paste is on

|| auto Paste after Search Internet
e

My Pen
Text color: | NG ~

Selection Color

Back color: |

@

Auto Numbering

Auto Mumbering Style: 1L.23 ~

[ pisplay autonumber above topic

Save document

|:| Auto save every 9 : minutes

m

oK H Cancel H Help
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Hide MindMapper when Auto Paste is on: When this checkbox is checked, MindMapper window
automatically minimizes while Auto Paste is on. When Auto Paste is turned off, MindMapper window
re-appears.

Auto Paste after Search Internet: When this checkbox is checked, MindMapper automatically started Auto
Paste mode whenever Search Internet function is invoked. See Section 5.5.3 for Search Internet.

2.2.6. Floating Topics
Floating topics serve two purposes:
1) Have text "floating" on the background, not connected to any topics
2) Have another central title so you can have multiple maps on the page.

To enter a floating topic, press New Topic, then Floating Topic.

Presentati

Home Ideation Schedule

= ¥ cut
‘j 53 Copy |
Paste MNew . Maote Table .. ., [-
- churmat Topic~ .E} - - 9% -
Clipboard =*  sibling Topic  Shift+Space
Scenario =,  Floating Tnpic Ctrl=+T

Mouse Shortcut: Just click anywhere on the Background where you want the text, and type away.
Keyboard Shortcut: Ctrl-T

Example below shows two floating texts in the map.
This if floating text

This is another text
My Project

Requirements Analysis Design® Integration Test
Preliminary Specification{®;
Interface Architeduress
Critical Design Reviewya
Final ReviewE wa

Sign OFf wa

This example shows a second mind map spawning from a floating text
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this
is
This if floating text This is another text  another
map
My Project tree
Requirements Analysis Design® Integration Test

Preliminary Specification?
Interface Archite turewe
Critical Design Review e
Final ReviewE? e

Sign OFfwe

2.3. Editing Topics

2.3.1. Change Topic Text

To change the Title or any of the Topic text, simply select the topic and press F2. Double clicking the topic will also
enter editing mode.

You can also open Edit Text dialog box by selecting a topic and pressing Shift+Enter. This will open the Edit Text
dialog box.

2.3.2. Moving Topics around
You can grab any topic and drag it to a new location.

2.3.2.1. Moving to a new Child Topic
This exercise will show moving the topic “Apple” as a child topic to “Cucumber”

Click and drag Apple toward Cucumber

As you want this to be a child of Cucumber, hover the mouse toward the end of Cucumber, and you’ll see an
orange placement marker appear.

: Apple
Fruits Orange
Banana

Carrot
Title Vegetables Cucumber
Celery

Release the mouse button, and Apple now is move to a child of Cucumber.
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) Orange
Fruits 9
Banana
Carrot
. Vegetables Cucumber  Apple
Title 9 : J
Celery

2.3.2.2. Moving to a new Sibling Topic
This will show how to move topic and place it above or below (as a sibling) an existing topic.

Click and drag Apple toward Cucumber.

As you want this as a sibling of Cucumber, hover the mouse above Cucumber. You'll see an orange
placement marker appear.

: Apple
Fruits Orange
Banana

Cal v
Title Vegetables Cucumber
Celery

Release the mouse button, and Apple is now a sibling of Cucumber.

Orange

Fruits Banana

Carrot

: Apple
Cucumber
Celery

Title Vegetables

To move Apple below Cucumber, just hover the mouse below Cucumber, and you’ll see similar placement
market under Cucumber.

Pressing the Ctrl key during the entire process will Copy the topic instead of Moving it.
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2.3.3. Cut, Copy and Paste
As with most applications running on Windows, MindMapper supports Cut, Copy and Paste. You can find these

commands in the menus, or use the keyboard shortcuts, Ctrl+x, Ctrl+c, and Ctrl+v. You can even copy & paste

from MindMapper to other apps, and also from other apps to MindMapper.

2.3.4. Undo and Redo

Undo and Redo buttons are found on the Quick Access Toolbar. You can undo any mistake, so don't be shy

experimenting with MindMapper. MindMapper supports 99 levels of Undo.

2.3.5. Word Wrapping

MindMapper provides 3 different methods to break a long topic into multiple-line topics.

e  Press Ctrl-Enter where you want to line break to occur

e Select the topic, and then use one of the sizing handles to drag the text box. The text will wrap accordingly
This is a long line of text

This is a long
line of text

) A e b
This is a

ﬁ long line D
of text '

e Set your default line wrapping from the Options menu

Default Style
Legend
Fishbane
Schedule
Collaboration
Home Map

Program Start

| Miscellaneous

Support

History

]

Hﬂ”ﬂﬂg LJII'ECI:O[}': LY YA S Ui A Unmer s
Clipart Directory: | D:\Wsers\adminPictures

Search Provider: | httpi/fwww.google.com/fsearch?hl=enfq=TEST

Etc.
Radial direction: (®) Top-down () Clockwize

Legend position: iLeft (@) Right

Default ward-wrap width: [s inch

After creating new topict | keep focus on parent topic v
Multiline note tool tip
Open alwaysOpen CompanentPane
Open hyperlinked web page in new browser
Open hyperlinked webpage, folder and Text using built in browser
Fit to Window on Double Click
[[IMove topic freely with Shift key
[] show the last didked position

When TWD file does not open from Windows Explorer: File link recovery

cars
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2.3.6.

Word Wrapping and Sizing Operations

o Shift Double click any text sizing handles to cancel word wrapping

e Double click left or right sizing handles to remove extra horizontal spaces

e Double click up or down sizing handles to remove extra vertical spaces

e Double click any corner sizing handles to remove all extra spaces

e You can select multiple topics for sizing operations

Adding Topic Notes

Concept of Mind Mapping is to just enter few key
words to help you remember and recall the associated
information. However, not everyone has a
photographic memory, and there will be a need to
record more than just a few key words. Using the
Notes window, you can add full sentences, paragraphs,
or even pictures to help you organize your thoughts.

Notes windows is in the Project pane on the right side
of the screen. Click Note tab and a Note window will
open.

Or you can use the keyboard shortcut of F3 to toggle
the Notes Window.

G G @

B “ ‘@}J Pan_ Help

Wiew

uoaeEp]

m
=
=]
=
=
w
o
=

When you toggle the Notes window by pressing Note or pressing F3, the Notes window will appear at the right

side of the MindMapper Window.

You can then enter text or even copy pictures into this Notes Window. When you're finished, just click anywhere

in the background. You'll notice that your topic now has a small yellow Note icon, indicating that it has a note.
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-
findMapper 12 Professional - [Map4] [ESN Il ™
“are View T @

e L - - - P i —
== IEQEE chl o3 "E (=R 4 T, Y _[‘1‘ _[_*1 &) Local Centering I@

= Hh- - * & anTopics
apping Combo Branch Clipart Roll Rall Help
rection= - Style = 8 - X ol A¥ T | Up- Down Q) Pan <
Format [F] | Draw | Edit View |

This sample shows that topic Eggs Fruits gr:z:‘ege E
has a Note associated with it. The — U Banana m
Note is "Eggs come in dozen t -

cartons" Carrot

‘ Title ‘ Vegetables | Cucumber ==

' \ ~ Celery |= é

Milk *

_ Dairy / Cheese &

BZER :

2.3.7. Aligning Topics

Align command is in the Draw group of the Home tab.
Select multiple topics then choose one of the aligning commands to make your mind map topics neat and
organized.

'W O-Z-Th- #- _I:‘: _[_*1 fm) Local Centering |@
Clipart P '[E.:F] Fiv - + R-:u||+ @ All Topics Help
B - %~ |2 Align Left ouun - ¥ Pan N

| Draw & align Center View |

=l Align Right

00  Align Top
{ Align Middle
0o Align Bottom
IS align Width
[l Align Height
5 Align Both
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2.3.8. Spacing Between Topics

Spacing command is in Draw group
of Home tab.

You can also control spacing

-W O~ & T& F# D_[‘; _[_*1 i) Local Centering |@ between sibling topics or between

TR I = TR * * [3 anTopics a parent and a child.
Clipart Raoll Roll Help
ar - x" | AR — Up~ Down ﬂ Pan - o
| Draw b | Between Parents - will increase or
Increase Between Parents decrease the branch length, thus

“':: Decrease Between Parents changing the length between a
£ Increase Between Siblings parent and a child
af  Decrease Between Siblings

Between Siblings - will increase or
decrease spacing between sibling
topics

2.4. Viewing and Navigating MindMapper

2.4.1. Zooming

Home Ideation Schedule Presentation Collaboration Tool View
+ + “* + + =
4 CHH :
{4- {+ {«- {-» DL EE:I* |
Rall Rall Full  Full Roll Conditional Local
Up Down RollUp Down Roll Down | Centering 1
| Scope

2.4.1.1. Zoom Controls
You can zoom in an out of your map many different ways.

With your Mouse: Hold Ctrl, then use the Scroll Wheel to zoom in and out
With your Keyboard: "="to zoom in, "-" to zoom out
With your Menu: View tab, Zoom button

2.4.1.2. Zoom Area
Click Zoom Area, and then select an area on the screen using your mouse. Program will zoom into the
rectangular area selected with your mouse.

2.4.1.3. Fit to Window
You can also zoom to see your entire map. This command is called Fit to Window.
Keyboard shortcut is Ctrl+F5. In the menus, it's in the Zoom menu

2.4.2. Panning
You can also easily Pan, or move your MindMap around so you can see other parts of your map.

With your Mouse: Right-click the background area and drag the mouse
With your Menu: Click the Pan button then use your left mouse button to drag. Click Pan button
again to turn off the feature.
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2.4.3. RollUp /Roll Down

As you add more topics to your map, it's inevitable that some maps will become quite complex with many topics

and many levels of branches.
You can use Roll Up / Down commands to make your map look simpler. And you can use these commands to

work on one area of the map at a time.
Roll Up / Down commands are located in the Scope group of the View tab.

D{E _[ 3 Local Lﬂfezr:tering 9)

Roll (5] anro Hel
0 H.0 2
Upv ::__ﬂ ﬁpaﬂ Tp

View

Roll Up

D[_+1 Hide the lower level

+ branches

2.4.3.1. Roll Up (one level)

Roll Up command will hide the last showing branch level of the selected tree. If the main title is selected,
all last level branches will be hidden. If only a sub-tree is chosen, then only the last level branches in this
sub-tree will be hidden.

You can press Roll Up repeatedly until there are no more topics to show.

When you Roll Up, you still have topics attached, but they are just hidden.

Mouse Shortcut: Hover your mouse between the parent and child topics where the branch lines
converse. Your mouse cursor will switch to a squiggly cursor. Click left mouse
button

Keyboard Shortcut: Alt+Up Arrow

Example:
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Customizable Competition

Low Warket Entry Threshold

Rize of Competitors

Poor Global Economy ./

Public Relations

Produ
Cproa
/
Threats Strength )rl
_Rise of Competitors '|I
_Poor Economy - Prodi
Low Prices ./ N/
b
SWOT Analysis
for
lme Lo Ihiarke Sy Competing Products
More requests from Customers -
High Price i Product A
High Expenses / Weakness
_Lack standard Manual I

Growing Pains

Opportunity }df

-
Select Title (Swot Analysis) and click Roll Up, and you’ll get the following

a4 —
} N

— Strength
AL

Product A
}:(\ v.
, :
= 2
[m

ul
SWOT Analysis
for
Competing Products
O o —
H Weakness

Opportunity |<(

Product A
\f:{ Threats )-\
: Strength ]w
- \;I / -
rd 4 ~
SWOT Analysis
for Product A
< Product A COmpeting Products { Opportunity
H Weakness
= Produc /
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2.4.3.2. Roll Down (one level)

Roll Down does the opposite of Roll Up. If you have child topics hidden with Roll Up Command, then Roll
Down command will again show the one child Topic level.

Mouse Shortcut: Click on the circle with a small cross symbol next to the topic

Keyboard Shortcut: Alt+Down Arrow

Example:
Continuing the example from above (2.4.3.1), if you choose Strength and click Roll Down, you'll get the

following:

# Product A X{
< Product B "

Threats )-\ f
~ - = /

Strength |:(

SWOT Analysis
for

.. | Gompeting Products | — c.
4 Weakness - pportunity H D \
= Produc J =

2.4.3.3. Full Roll Up

Full Roll Up command rolls up all your topics and sub topics with one command.
If you choose the Title text and choose Full Roll Up, all child branches will be hidden and you’ll only be left

with the Title text
'% Local Centering 9)

tﬁl' +

-
o |:.{+ { |
' | Rell | Ro Help
& T || Up~ |Down '@Pan v
Bdit || of® FullRollUp Alt=Page Up

2.4.3.4. Full Roll Down

Full Roll Down command rolls down all your topics and sub topics with one command, so you’ll see the
entire tree with all your child topics

2.4.3.5. Conditional Roll Down

Conditional Roll Down is similar to Roll down, in that it will cause one child level to roll down. The
difference is, whereas Roll Down will roll one child level down for all your branches, conditional roll down
will remember your last roll up position, and then roll down one level only the topics that have not been

rolled-up previously.
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2.4.4. Local Centering
Local Centering is used to hide all other topics except for the one you want to view. This is especially helpful if
you want to concentrate working on one topic of your complex map.

Tool View
5 o oL~ - -1 2 - * + @) Local Centering ~
Ay B OB ST W24 B off off @
- - = gl @' All Topics
L. - Mapping Combo Branch Clipart Raoll Rall Help
i Direction~ = Stylew w7 8k~ X~ 5| A% v yp- pown- yPan 5
fa | Format fa | Drraw [ Edit [ Wiew [

Local Centering

_I—EI Hide other topics and show
fct only the selected topic

Click on one of the sub-topics, and then click Local Centering. You'll notice that now you only see the sub topics
you had selected.

Press All Topics to go back to viewing all Topics again.

2.4.5. Viewing Topics by Changed Date
Highlight topics changed in the given scope. i.e. Clicking -3 days will highlight all topics created or changed in the
last 3 days.

ation Tool View

|:+ EIZ:B ETnday @-Eweeks
@-3 days @-‘I month

II Conditional Local All —_— —_—
Roll Down | Centering Topics El'_"r days D”E?EEF
Scope |

2.4.6. Full Screen Mode

View
E EToday @-}lweeks e H Tile Horizontally g;
— [30] -3 days [w]-1 month (0] Tile Vertically
Local All — — Full Switch
Centering Topics [w]-7 days [v|Oneyear | screen~ B Cascade Windows ~
ope | Window |
Full Screen

Show map in full screen,
hiding menus and toolbars

2.4.6.1. Full Screen
If you wish to maximize your monitor's real estate space, pressing Full Screen will maximize the
MindMapper window and also hide all menus and toolbars so you have the most optimal space to work
on your maps.
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Mapper



‘)% SimTech

2.4.6.2. Full Window
Full Window is similar to Full Screen except your MindMapper window is not maximized. Instead, the

Press ESC to return to normal mode.

window size is kept the same, but the menus and toolbars will be hidden so you can maximize your
current window.

Press ESC to return to normal mode.

2.5. Home Maps
You can assigh one or more maps you use frequently as Home Map. Once assigned, you can open this map quickly
just by pressing the Home icon

2.5.1. Assign a Home Map
To assign a map a Home Map, open the map. Then right-click the document tab for this map and press Set as
Home Map.

L

Project Management.twd i save

Set As Home Map
—_—

0 Close

Close All

5et As Home Map
Set As Map Template
Folder...

You can also set Home map by clicking the Home icon in the Quick Access Menu.

@) EoGE e

Set home map ation Schedule
Qis wrag oy
~— 53 Copy (= O
Paste MNew ~ Mote Table
- F Format Topic~ &4 - == -
Clipboard Topic
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- ™y
Options M

Default Style Set home map:

Legend

1. C:\My Documents\MindMapper 12 Worksheet., twd)| B Remaove

Fishbone

Schedule

Ideation

Collaboration

Web Folder

~ Home Map —
Miscelansous
Support

History

E OK ” Cancel H Help ]

2.5.2. Open a Home Map
To open your Home Map, press the Home icon in the upper left portion of the MindMapper window.

Home Ideation Schedule
IR 2™ 7 7
i —j . -

» =3 Copy =

48 Paste Mew : Note Table

] & J Format | Topic- &4 = ;
Clipboard [ Topic

2.5.3. Multiple Home Maps
You can have up to 10 home maps assigned. To add an additional home map, go to the Home Map options
dialog in 2.5.1, and then click Add to add an additional home map.

2.6. Saving your Maps
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@ -1 5 - -

Mew  Ctrl=Shift=N Sawe a copy of the document

1]

MindMapper Map F12

Open... Ctrl=0 Save the active document with a new name

Pack...

Pack all hyperlinked documents into a single
file

Save | 4

Save As g Image

Save the maps as an Image file,
Import 4
Image (Selected Area)
Export > : i Save the selected area as an Image File

e S -

Web Pages

Print... 4
| Save the map as text based web page

1 B

Send 4
Image Map
‘1

I Save the map as image based web page

Prepare L4

Close

CN Ndy/® AT G L

-

ﬂ MindMapper C}ptinns| | » Exit MindMapper

——

2.6.1. MindMapper Map
Choosing Save will save your map in default MindMapper TWDX format. If you're saving your work for the first
time, you'll be prompted to choose the folder where you wish to save the file.

2.6.2. Pack
Pack will gather all hyperlinks files on the current map, such as Word or Excel, then package them in one file for
ease of sending. Its function is similar to Zip files.

2.6.3. Image
Save your current map as an image file. Your image choices are JPG, BMP, EMF, GIF, TIF, and PNG formats.

2.6.3.1. Save as JPG using Logical Partitioning
Instead of saving your large map into a single JPG image file, you can now logically divide your map and
save them into multiple image files.

a '1
MindMapper 12 ﬁ

% Save as one image file?
" Selecting "Me" will split image into multiple files using Logical
Partiticning

Y¥es | ’ Mo ] ’ Cancel
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2.6.4.

2.6.5.

2.6.6.

2.6.7.

2.6.8.

2.6.9.

2.6.10.

2.6.11.

Selecting "Yes" will save file into one image file (as with previous versions of MindMapper).
Selecting "No" will split your map and save them into multiple images that are automatically numbered.

Image (Selected Area)
Select an area of your current map, then save the selected area as an image file.

Web Page
Save your current map as a Web Page (HTML document) so you can publish on the Web Server. The links you
have in your maps are preserved. However only text portion of your map is Saved, the graphical design of your
mind map is not saved.
To save the graphical design, please see "Save as Image Map"

Image Map
Save your current map as a Web Page(HTML document) while preserving the graphical design of your mind map.
This is especially helpful when you wish to emphasize the graphical relationship or flow of your mind map.

MindMapper 12, 2009, 2008, 5.0, 4.5 - 3.0 Map
If you have colleagues are using our legacy versions and you wish to share your maps with them, you need to save
your file as one of the previous versions for compatibility.

PDF
Save your mind map as a PDF document. PDF is the global standard document format. You can save your mind
maps as PDF file and most everyone will be able to view your mind map.

XPS
XPS, or XML Paper Specification, is another standard for saving documents in XML format. If your colleague
supports XPS, then you can save your maps in this format.

Other Formats
Text Save your map as text file, preserving only your topic text
RTF Save your map as Rich Text Format file
XML Save your map as Extensible Markup Language file

Password Protect (Encrypt) your Map
You can apply a password to your map containing confidential information so others cannot open the file.

Minp =
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@ -GS 9 ¢ et © Mi

j Mew ctri=shift=n | Prepare
T Properties
,_} Open... Ctrl+0 Igrl View map properties
r-“, = Encrypt Document
a Open from Web Folder évj Set map password
H Save ‘ ]
. H Save As ‘ 3
To access the Password dialog, press Encrypt
Document in Prepare section of the H Save to Web Folder
MindMapper menu.
|»j Import 3

= | Send »
5% Prepare 3
_IH Close
|ﬂ MindMapperOptionsl |X Exit MindMapper
il |
Password I&J
Enter the password and confirm it by entering it again.
Password: | Confirm:

Please be sure to remember your password. File with
password cannot be opened if you forget the password.

[ 0K ][ Cancel ]

[ Password @I&J

Technical Supportl. twd'

When opening the Password Protected file,
you'll need to type in the password: This document is protected by password.
To Remove the Password, open the file, the Passward: |

goto the Password Dialog box and and erase [
your password.

oK ] [ Cancel

2.7. Opening your Maps and other files

You can open MindMapper files and also many other files with MindMapper.

Open dialog box is in File Menu
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@ -5 9 ™ printr Mi

New Ciri+shift-n | Becent Documents
1 MindMapper Technical Support.twd
l_f:? Open... Ctrl+=0 2 MindMapper 12 Warksheet.twd
. 3 Brainstorming - Fashion for the Digital Age twd
L‘d’ Open from Web Folder 4 Town Hall Meeting.twd
5 Town Hall Meeting.twd
H save ‘ * | & Weekly Plan.twd
E Save As ‘ R 7 Weekly Plan.twd
& Purchase Plan.twd
L-‘l Save to Web Folder 3 Purchase Plan.twd
Project Plan.twd
@ Import 1 Project Plan.twd
Decision Making.twd
|} Export 4 Decision Making.twd
Daily Plan.twd
@ Print... r Cause and Effect.twd
El Send 4
@ Prepare 4
|_T Close

,ﬁ MindMapper Dptions| |)( Exit MindMapper|

That will open the Open dialog box:

r B
0 Open g
@O"B » Libraries » - |44 ‘ Search Libranes L |

Organize v g= - 0 @
|4 Libearies I* Libraries
“ @ Documents Open a library to see your files and arrange them by folder, date, and other pro...
I £ My Documents
[» 1) Public Decuments ‘ |‘1 Documents
3 J’ Music \‘} Library
> [&5] Pictures
> B8 Videos & Music
b ¥ Homegroup ~ Library
b B patrickkoh
Pict
& 18 Computer Etl jetures
<7 Library
3 “! Network
1 B8 Control Panel Videos
% Recycle Bin Library
> £ CoolBox
%l Recent Places
b _Applications
4 || _Games
.. Doom
4 | _Movies
-
File name: - [MmdMappel Files (*.twd) ']
[ Open ] [ Cancel ]

2.7.1. Opening Mindjet MindManager files
To open a MindManager file, click the file type dropdown control and choose MindManager files
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@ Open S
OT"“‘ [« R&D » MM12 » Templates » Map Template ~ | 43 || Search Map Template ol
Organize - Mew folder =~ 0 @
3 Libraries ®  Documents library A , .

@ Documents B Map Template rrange by:  Folder
= My Decuments E -

|| Alcohol 120% Mame Date modified Type

L Alex & Justin @] Cause and Effect.twd 8/17/20111:33 PM  MindMayg
.. Automohiles @] Class Schedule.twd 8/17/201112:50 PM  MindMag
.. Bluetooth Exchange Folder @] Decision Making.twd 8/17/20111:35PM  MindMay
.. Camtasia Studio @] Project Plan.twd B/17/20111:38 PM  MindMag
.. Comics @ Purchase Plan.twd 8/17/2011 1:42 PM  MindMay
.. Computer and Technelogy @ Resume.twd 8/17/2011 1:30 PM MindMayg
.. CoolMessenger Files @] Town Hall Meeting.twd 8/17/20111:52 PM  MindMayg
.. Disney Interactive Studios @] Weekly Plan.twd 8/17/2011 147 PM  MindMay

. Documents on Patrickl
. Documents on patrickkeh's PDA
. Downloads
. e-Sword

. EverNote

. Fax

, filelib

File name:

4

- | MindMapper Files {*twd)

v]

MindMapper Files (*.twd)

MindMapper Capsulation Files (*.twds)

MM Jr File (%.jrmm)

O —————————————————————————— MindMapper Plus Files (*.map)

Text Files (")

Microsoft Word Files (*.doc)

Microsoft PowerPoint Files (*.ppt)
Microsoft Project Files (*.mpp)

Extensible Markup Language (XML} (*.xml)

MindManager Files (*.mmp:™.
Freemind Files (*.mm)

You must have Mindjet MindManager installed on your system to open MindManager files.

2.7.2.

Opening Freemind files

Choose Freemind files in the file type dropdown control to open Freemind files.
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s Open g
v| .« R&D » MM12 » Templates » Map Template w | 43 ||| Search Map Template D
T
Organize » Mew folder = v 0 0
S Documents library Amange by:  Folder =
@ _Documenis Map Template )
|| My Documents |%| =

1! Alcohol 120% MName Date modified Type

U Alex 8 Justin @] Cause and Effect.wd 8/17/20111:33PM  MindMa

. Automobiles @] Class Scheduletwd 8/17/20111250 PM  MindMa

|1 Bluetooth Exchange Folder
|1 Camtasia Studio
L. Comics

@] Decision Making.twd
@] Project Plan.twd
@ Purchase Plan.twd

o
———

8/17/2011 1:35 PM MindMag
8/17/2011 1:38 PM MindMap
8/17/2011 1:42 PM MindMag

|\ Computer and Technology @ Resume.twd 8/17/2011 1:30 PM  MindMay

|i CoolMessenger Files @] Town Hall Meeting.twd §/17/20111:52PM  MindMa

| Disney Interactive Studios @] Weekly Plan.twd 8/17/2011 1:47 PM  MindMa

| Documents on Patrickl

| Documents on patrickkoh's PDA

| Downloads

1 e-Sword

| EverMote

L Fax

J"I Te“b . ~ (I I 3

File name:
MindMapper Files (*.twd)
MindMapper Capsulation Files (*.twds)
M!VI JrFile (*.jrm) )
T indMapper Plus Files (*.map)

2.8. Printing your Maps

Text Files (*.bet)

Microsoft Word Files (*.doc)

Microsoft PowerPoint Files (*.ppt)
Microsoft Project Files (*.mpp)

Extensible Markup Language (XML) (*.xml}
MindManager Files (*.mmp;*.mmap)
Freemind Fil

— "M

B Open...
H Save
E Save As

G| Print...

EE Send

@ Prepare

Dﬁ' Close

[
Mew  Ctrl+5Shift+MN

Cirl+=O

Preview and print the document

— Print
Print the current map with options

5 Quick Print
. [ Print to default printer

Ctrl+P

Print Preview
& Preview and make changes to pages before

printing.
@_ Print Selected Area

== Printthe selected area with options

3

’ MindMapper Dptiuns] [)( Exit MindMapper
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2.8.1.

Print Preview
Before you actually print, you can always see a Print Preview - what it would look like on paper.

E Cpen...

@ Mew  Ctrl=Shift+N

Ctrl+O

Preview and print the document

Print Cirl+P

Print the current map with options

Quick Print
Print to default printer

B OB SO
Mapping Combo Branch
Direction = ~  Style~ o™
Format

Print Preview l

Print Preview

Preview and make changes to pages before * I
printing.

~__ Print Selected Area
Print the selected area with options

@ Prepare

Eﬁ Close

{@ MindMapper {)ptiunsH » Exit MindMapper

Map
Preview map

]
2
=

Text
Preview text

Schedule
Preview schedule

Resource
Preview Resource

Slide
Preview slides

&
S

You can Preview your Map, Text, Schedule, Resources or Slides

Page Setup and Print Preview is now incorporated into the same Window, so now you see your Page Setup
changes in real-time with Print Preview.

S ddanE

Print Preview

228

RS )

O senewule Papersce Loty | FrintAangs | Mum s oogers Fariiom  Pruical - | Print sl 4% 3| Boedee i) One Page
th Om ¥ AN Fages 1 ;| Horzontak 1 | W Fittopaper 1™ Backgeound | _[[| Two Fage
Fages T Caliate Vertiat 1 " Achsl fortsze % Options Llsarage: B

{m
L

3: Project Management ,-\'

Definition ©

|- General Mestndu
| Pranc Soek g

C

[MO and Planning © ]

[-Predminaey Specticzionsd (1

Cattia Migration Meeing e

[0 sops cetuary temaiine @9.T)

LSecure requred resouces 7 (5)

| v ercnsnu sasas o nctonmspacs (1)
|- s memins 1w (1)

- rccn e dpactincn (£

Setwn apeesin (1) -

ﬂmn 2
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2.8.1.1.

2.8.1.2.

Print and Print Type

&N \ @ . il r-i
s Print Preview
= |8 2

Print Map Text
- - Slide

Print

-

1]

j Schedule

o
= Resource

Print Type

Print:
Map:
Text:
Schedule:
Resource:
Slide:

Print the Map

Show preview for Map printout
Show preview for Text printout
Show preview for Schedule printout
Show preview for Resource printout
Show preview for Slide printout

Page Setup

Print Range MNum of copies Partition: | Physical

| All Pages 1

Paper size: Letter -

Portrait Horizontal: 1

% |Landscape ages Collate

Vertical: 1
Page Setup

Paper Size: Choose your Paper size
Portrait/Landscape: Choose Portrait or Landscape mode
Print Range:

Physical or Logical printing
Num of Copies: Choose number of printout copies
Physical Partition:
Horizontal and Vertical values
Logical Partition:
Print Scale:
Fit to Paper:

Actual Font Size:

Choose print size.

2.8.1.2.1. Physical Partition
Physical partition lets you choose how many pages you want the map to be printed across.

MindMapper will fit the printout to the number of pages set.

Print will enclose entire map on single paper
Print will use same font size as screen font size

-

Print scale: 92% ¥ Border
| Fitto paper Background

Actual font size & Options

Choose which pages to view. This is enabled only with multiple page printing via

Choose Physical partitioning to print to multiple pages. You must also choose

Choose Logical partitioning to print to multiple ages

For instance, if you choose Horizontal 2, and Vertical 2, your map will print out in 4 sheets of paper, 2
across by 2 down. You'll need to tape or glue the printout together to view the entire map.
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G- Gda s =

Print Preview |

D pre 12 Protessional [Project Mal\aq:__menl:.m
e —

(= [ ]

Print || Map | Text
B = slide

Print Print Type

@ o= % =] schedule Paptlsiza

Page Setup

- Q\ - @

Print Range | Num of copies | Partition: | Physical - | Print scale: [193% 3 | [¥] Barder [ One Page §

2 Resource | () Portrait W] All Pages Herizontal: 2 % ¥ Fitto paper Background | [ Two Page
© Landscape Payesl:l [] Collate Vertical: |2 - Actual font size # Options 2B Al Pages

Preview

I( Project Management >

T

ining ™ ] [

@)

[Scopel‘

@] [ Analysis and Plan

General Meetingye
- Project Goss n/

- Adimini Fationy?

- General Legger

Le 2 nm s

F-Preliminary Specificatior
—Hardware

@D
D

-Phase | - Initial Rollout(®)

-Data Migration Plan g
{-Preliminary Budgetd (©

oo ot O

I Cenfiguration Settings g
| Report Modications (B}

[oun ey
- Furchasing & 4P P
- Froduction)
[-Frednssets
L interaces X

opeurt

[Incorporate feedoack @
|-Develope delivery timeli
|-Obtain approvals to proc
L Secure required resourc

Data Migration Meetingus

User Trsiningigy

ik up Customes Dats for Migation 1)

Delivery Migration Datsgly
Data Migrstion Signof(T)

LPhase Il - Customization:y

|- Review preliminary scrtwere specs(T) -

|- Gevelop funstionstspess(T)

I Develop protctype besed on functicnals pecs (1)

|- Review functionsl specs{T)

|-t perste feadbeck (T)

L ottain aprovst (1) |

2.8.1.2.2. Logical Partition

Logical Partition breaks your map into logical pieces. Each logical piece is one topic (and all of its sub
topics) in your map. This one topic will be printed on one sheet of paper.

have a separate top

ic printed on it.

A-NSd9 e -

Print Preview |

D pre 12 Protessional [Project Mal\aq:__menl:.m
e —

B —)
%@

Text
= slide
Print Type

@ % =] schedule  Paper size:

2 Resource | () Portrait

© Landscape

Print Range | Num of copies

W] All Pages

P |

[] coliate

parttions

Horizontal: 1 -

Vertical: 1 =
FPage Setup

Print scale: 100% 3
[] Fitto paper
[ Actual font size

Background |
& Options

[¥] Border =] one Page &

Project Management

(Ussops Dstmiton ) (aransis anaPunning™ ) (Excution® )

2.8.1.3. Options

Each sheet of paper will
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You can choose to include document property Print scale: 193% * | 7] Border |

information using the Options dialog box. _ —
| Fit to paper Background ;|§| Two Page

Actual font size ﬁ COptions EEE All Pages i

Previ

ﬁ Options -
Map Opticns K EE

Indude
[ | Description table

Your logo:

Page index

Author: SimTech MindMapper

Company: SimTech
Department:
Telephone:
Address:

E-mail:

Homepage:

Close

2.8.1.4. Descriptions

You can place document description or properties on the printout by clicking on any of the small arrow

located around the border of the document.

When you click an arrow, a menu of items that can be printed will appear.
You can place different document descriptions on different parts of the paper by clicking on other arrow.
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Map Title
Date

File Mame
Page Mumbers
Company
Author
Department
Telephone
Address
E-mail
Homepage
Etc

Hone

Dptions..

2.8.1.5. Preview

=| One Page | 4 Mext Page

EE| Two Page 4} Prev Page
ZE All Pages Close

Preview

One Page: Show one page

Two Page: Show two pages

All Pages:Show all pages

Next Page: Show next page

Prev Page: Show previous page

Close: Close Print Preview
2.8.2. Print

Print dialog box should look familiar to most users using the Windows operating system. There are a few
differences that will be outlined here.
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Print @l&]
Printer
Mame: HP LaserJet M1522 MFP Series PCL & T] Properties
Status:  Ready
Type: HF LaserJet M1522 MFP Series PCL &
Where:  HPLaserJetM1522nfMFP [ Print to File
Comment:
Print Type
@ Map () Text 1 Schedule ) Resource i) slide
Mumber of copies @ 1 = @ @ Collate

2.8.2.1. Print Type

You can choose to select which information you wish to print. Default is Map, but you can also print Text,

Schedule, Resource and Slide.

2.8.2.2. Preview
Open Print Preview with Page Setup

2.8.3. Print Selected Area

Click Print Selected Area, and you’ll return to your current map. Select an area on your map using your mouse,

and you’ll automatically enter Print Preview mode with the selected area. You can make any necessary

adjustments, and then print the
selected area.

You can also select an area in your map while you’re working in the map.
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Copy All
[® Paste Ctrl+
‘Qp Pan
*  ZoomIn
Zoom Qut

@ Full Window
Right-click the mouse in the empty background ==

@l Select Area
area and choose Select Area
Print Screen...

Background...
v | Animation
Topic Mote

Set As Home Map
| Close

Use your mouse to select an area by clickingone  ~ —Phase Il - Customization(T}
corner of the print area, then moving your mouse

—Review preliminary software specs@ -
to the opposite corner.

—Develop functional specs{ ¥} Copy
—Develop prototype based on fun Zoom Area

When the area is selected, you'll see a .
Print Area...

rectangular dotted area to indicate an area is
selected. —incorporate feedback{ T}
—Obtain approvals{ T

—Review functional specs( 1}
Save as Image

Send to as Image

Now choose Print Area. This will launch the Print
Dialog and print the selected area

3. Chapter 3 - Enhancing Your MindMap

3.1.Basic Map Styles
3.1.1. Sticky Notes

3.1.1.1. Add Sticky Notes to your Background

To add Sticky Notes to your map, click the Sticky Notes menu in Home tab.
You'll see a color pallet appear under the Ribbon Menus.
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a -0 d92® < MindMapper 12
Home |deation Schedule Presentation Collaboration Tool Wiew
A T E F (s T w4 R & o o
| - B e of od § ofi =
:j; - 2oh M & Mote  Tab| di | It Combo B h Clipart P R IT R
‘aste ew ote  Tab| viapping Combeo Branch ipal a
+  Fromat | topic- S8 - - Direction = = Style~ =7 Sk %~ 3¢ (M| up- Do
Clipboard Topic Format 1 Draw Edit
| Seenarie. 2 ' | —]
[ .
= Insert a Sticky Note I
=
3 -

3.1.1.2.

Click one of the Sticky Notes colors
and a blank note will appear on the
screen. You can double-click then
type anything you want in the
notes.

You can change the note colors by
clicking any of the colors in the

Sticky Notes Pallett

Keyboard shortcut: Shift + Left
Mouse Click

Grouping Notes Together

ldea1

Create notes, and then select multiple notes by dragging the mouse.
To Group notes together, press Shift+Left Mouse Button, then enter a Title for the Group.
Change the location of Group Title by selecting the title then press the Arrow keys to move the Group Title

around.
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3.1.1.3. AttachSticky Notes to the Mind Map
To attach a Note or a Group of Notes to a tree, simply drag the Note or Group of Notes (drag the Title of the
Group) next to a map topic until you see a black arrow appear, then drop the group.

Brainstorming Meeting
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3.1.2. Mapping Direction

: —— .. a3 (
Arial 16 ~| A 4 ®= %\EEDIG -ﬁc

B F Ude =~ A-T - |Mapping |Combo Branch Clipart _
_ - ' Direction~| - Style ~ c
Font * || % RadiallRound) |
. . . . %t Radial(Straight)
Mapping Direction determines shape and 3¢ | Classic
direction of the topics in the mind map tree. R;ght
. . L . o To Right
The Default mapping direction is Radial. _
R T Rightward Tree
However you can change the mapping _ _
. . . . “E Rightward Hierarchy
direction for the entire tree, or to just a sub-
E_'E Rightward Process Tree Type A
tree.
E_E_ Rightward Process Tree Type B
. . . EE Rightward Process Tree Type C
To change the Mapping Direction for your
. . E'E' Rightward Process Tree Type D
entire tree, select the title, and then apply the
Mapping Direction.
Left
. . . = TolLeft
To change the Mapping Direction for a sub- B
. Rightward P Tree T
tree, select the sub-topic, then apply the anare Frotess Tree TR
. . . J°  Leftward Hierarchy
Mapping Direction.
3‘3’ Leftward Process Tree
Mapping Direction command is in the Format
Up/Down

group of the Home tab.

3.1.2.1.

' Upward Tree
i Ei-directional Hierarchy
% Downward Tree [(Org Chart)

Etc

e,
o

Inherited

Classic (Hand Drawn) for Artistic Look
The Classic (Hand Drawn) style emulates the hand drawn style the original mind maps were meant to be.
Adding colors to branches enhances the artistic look of the mind map.

s i .
urvey . aﬂww Slmularm,, si
Modeling Basic Data € 'm”""'fio Modeling?

p

P 5 i v
roblem Collection Experimentation and Analysis

o
Model improveme! Optimization ®

Project
Schedule

Simulation'>
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3.1.2.2. Fishbone

N
AN
AN

@ N { Fishbone |

Rightward Fishbone

_ Fishbone |

Leftward Fishbone

3.1.2.3. Bi-Directional Hierarchy

Title

1. Topic—

—2.Topic
1.1.Topic{
1.2.Topic 2.1.Topic
2.2.Topic

3. Topic— .
—4.Topic
3.1.Topic{
3.2.Topic 4.1.Topic—
5. Topic—

—6.Topic
5.1.Topic{
5.2.Topic 6.1.Topic—

You can create this type of sample map

s

—4.2.Topic

—6.2.Topic
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Erainsi:orming:l_S
Quick Enumeration wWoT A”E”YSEJ

Planning

Release Planning

Conference Planning 27 LER IS A5TE

Revenue Forecast

I Business Trips
s | - Project Process Flanning
Meetings
Meeting Minutes 8 —
. Waorkout Meeting Report
Development Meetings
) Testing Meetings
Release Meetings iy, Daily Report
Market Trend Weekly Report
C Studi
—_— ) @uccess{Failure Studies ase studies

Monitor

Manual ,

o @

Training

Elementary School }
High School Middle School
Professionals e

3.1.3. Branch Style

Branch Style determines the line types that link the topics

e bl @

Mapping Combo |Branch Clipart __
together. Direction=  ~ |St_l.rle* =N
Format
Default branch style is Merged. Other branch styles give a £° | Curved E
distinctive look for your map. I Angled
47 Straight
For example, combining Mapping Direction of To Down with ™ Rectangle
Branch style of Rectangle will give you a typical Organization
{O Rounded
Chart.
{O Merged
Branch Style is found in Home tab / Format group. ™ Convergent
j'c' Sharp
3.1.4. Font Style
Arial 120 | A AT
The Font group of the Home tab gives you the familiar
B F Uae =~ AT~ formatting functions for your topic text.
Font u
\Q
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3.1.5. Line Property

Selecting Line property will open a dialog box with
multiple line style options.

You can easily change the branch color by selecting
one of the colors.

You can also change the look and feel of the line by
choosing the Thickness and Pattern.

Line command is in Home tab, Draw group

3.1.6. Fill

o g e
Cllpart - I I al n

aF - Theme Colors )
[ DA H HEENEEN

Change Theme
Standard Color
HN EEEER

Transparent
Shadow On
Shadow Off

More Colors...

O @ a
' Theme Colors

':”"“c-}v B EEEEEEN|

I |

Change Theme

Standard Color

HE EEEEE
Transparent
Shadow L4

Maore Calars...

Line Properties

— Thickness L4
o= k
—  Style b
2 Arrows 3

Fill is used in a variety of ways.

If you click the Background and choose Fill, you're
setting the background color.

If you select a topic or multiple topics, then you're
setting the back color for the selected topic(s).

If you selected a shape or shapes, then Fill will paint
the shapes with the chosen color.
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3.1.7. Shape

oz Bl

Clipart

GJHEHO0D0DS40OO00D00FLOCOLCOOO0O000 XSOOSO O0O0

FAR RN
Round

Rectangle

Ellipse

Circle

Diamond

Hexagon

Left Arrow

Right Arrow

Drum

Pentagon
Octagon

Big Star

Star

Round Shadow
Rectangle Shadow
Ellipse Shadow
Circle Shadow
Diamond Shadow
Hexagon Shadow
Left Arrow Shadow
Right Arrow Shadow
Drum Shadow
Pentagon Shadow
Octagon Shadow
Big Star Shadow
Star Shadow
Round Double
Rectangle Double
Ellipse Double
Circle Double
Diamond Double
Hexagon Double
Left Arrow Double
Right Arrow Double
Drum Double
Pentagon Double
Octagon Double
Big Star Double
Star Double

Shape is in the Draw group of the Home tab,

Shape is used to draw a shape around a topic for
added accent. Once added, the shape can have
different fill and line colors.

-~

Round ]

.

Rectangle

Diamond

You can also add shapes using the Component Pane,
covered in section 3.2.1
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3.1.8. Boundary

Whereas Shape is used to accent a single topic, Boundary is used to accent a whole sub tree.
Boundary feature is found in Design tab Shape group, on in Home tab Insert group.

O-Z-T- &~ - + {5 Local Centering (
W {5’ = #l~ ‘:'_'FE% DEIJ I'C__8| All Topics @

Clipart Help
Trumpet Shape * | g7 Straight Line | -
Palygon Shape ¥ | =~ Zigzag Line S
Box Shape * | 7% Scallops Line

e =5 Waves Line
&5 54
£~  Rounded Line
gl

This sample shows Trumpet shape Boundary with Scallops Line around the Fruits sub tree.

Apple

Fruits Orange
Banana

Carrot

Vegetables Cucumber
Celery

My Project |

Milk
Dairy Cheese
Egg

3.2. Applying Colors and Themes

3.2.1. Component Pane
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Shape

OO0 0<CO
OO0 <O
OO0 0 <0
Q> B8 O O x
w8 OO0
Rwa B8 o0
O X %

Connector

J 12> J >
> o

Boundary b

& &
A Text [m

Change Theme

ONOEEEONEDO
OEOOOO0O0O0O0O
OEOO00OO0O00O00O
OEEEROOOOOO
ONEEEEEENN
OENEEEEEEEN

Standard Colors Custom Colors. ..

ERCO0O00ONEEEN

Recently used colors

3 Fill

Theme Color

Transparent Gradation
Shadow: St EBEemove
=
Thickness: ||| | | | |
F!attern: — e = EEm W
stle: (S A5 [&][E)

o o o [=]

W M | A T
Arrow; ||| —

-

@

LUORE2PT g

lasmolg E

Open the Component Pane by clicking Component tab in
the Project Pan.

Shape:
Contains all shapes you can apply to the topic text. Just
select the topic, the click the desired Shape.

Connector:
Apply a Relation or Tie line to a set of topics.

Boundary:
Apply a boundary around a sub tree.

Text:
Line:

Color is applied to the topic text

Color is applied to the lines, such as branch line,
shape line, etc.

Fill.:  Color is applied to fill the shape

Click on of the buttons: Text, Line, or Fill, then choose a
color to apply the corresponding color.

Theme Colors:
These are you sample colors. You can change the Theme
colors by pressing Change Theme.

You can also choose more colors by pressing More Colors.

Line Properties:
You can also change line properties - thickness, types,
shapes, and arrows.
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3.2.2. Color Theme
Color Themes allow you to quickly apply various colors to your map and background.

A Text < Fill

Theme Color Change Theme
. EEECEN Defaut |
[ | Il W W Energetic
HEENR Bl Playful

EEEREENEN Fowerful
Romantic
[ | Coal

NN spicy

HNENNN Business

NN NNEN warm

EN ENEN ™ Mind mapping

EETHENEWN attractive
ENEN Innocent

HEENNNN Academic
Pattern: — e mEEE mEm EmEE Emm W
Style: LS| e g —
AR
Arrow: | || - —
3.2.3. My Pen

MindMapper includes My Pen feature that emulates highlighted text in your mapping canvas.

Use My Pen Settings to set your highlight color:
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3.2.4.

Default Style
Legend
Fishbone
Schedule
Collaboration

Home Map

Program Start

-mla'm——-—|

Support
History

Paste level when pasting hyperlinked map: | 1 %

[ ] Hide MindMapper when Auto Paste is on

[] Auto Paste after Search Internet

My Pen

Tt coor: [N

® O O

Auto Numbering

Auto Numbering Style:

[ ] Display autonumber above topic

Save document

|:| Auto save every minutes
Make a backup copy

Location

Working Directaory: | D:\Jsersiadmin\Documents

Then turn My Pen On and create a B F U s = -

new branch or a text.

A A (= IF';'EE

Newly create text will display in

highlighted mode

- Mapping Combo
A ~[%]-]| Mapping
Font My Pen On/Off
Setting...
This is normal text
—_—
Title

This is highlighted text

MindMapper Background
You can set a specific fill color for the MindMapper background or set a picture as the background image.

() :%

apper



(& simTech

Copy All
[ Paste Ctrl+V
ﬂ Pan
%, Zoomln
=, Zoom Out
To launch the Background dialog box, right M Full Window
click any place in the Background, and then .,31 Select Area

choose Background. Print Screen...

EBackground...
¥ | Animation
Topic Mote

Set As Home Map
0 Close

Background

Preview:

Color:

E)
This launches the Background dialog box. Image:

R
To Choose Background color: choose Color. _____
To Choose Background Image: choose msprency: |0 =
Image Select it

Position: (@) Tile

(7) Center

o) (et

3.3. Legend Icons
MindMapper includes more Legend icons and an improved user interface.
Legend window is in the Project Pane is located in the right edge of the MindMapper window.
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]
o
S
o
=
=

To Remove Legend Icons, simply select the topic and press the same Legend
Icon from the Legend window.

>
-»
=2

®
P

Flags _ ‘ ‘ ‘
Legends are used simply to identify or group topics together.
{ ‘.f { { f ‘(f ( . Their use is purely subjective to each individual user.
People g Below example show some use of Legends:
2888228 E
StatUS ':-:' Flags .
' 29 Xve Y| B ARRARN
"IaCX XK IR N $1288238
o Finishedwv ® s
= 29 Xve
Mumbers Areeocoo
0000000 [° Good Idea ¢ b oo
£ F S
0000000 [ e ¢ 0660000
= . 0000200
O0DOPOOD  E 000000
DOQPODDD Assigned to Bob & N EREEE
OEEEEEE
Letters (AJBNCHDRENFRG
ANBRCHDNERFEG G‘,}mﬁgﬁggf
ANBICEDNERFHG) ’ )
B B m E ﬂ E Notice you can use more than one Legend icon per topic.
oy €
W

-
My
n

To change the position of the Legends, click the right or left Location buttons
Location: » 5 at the bottom of the Legends Window.

Legend Edit Window

3.3.1. Change Legend Descriptions

When you hover your mouse over a Legend Icon, a pop up
text will give you a description of the Icon.

You can easily change this pop-up description in the Legend
Options.

Legend Options can be accessed by right-clicking the Legend A 0} E
Icon area and selecting “Edit Legend”. Or you can also access
them via MindMapper Button — MindMapper Options. @ @ ¥
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ertic-ns ﬁﬂ
Default Style Legend Folder: | [&] =
Legend ] | Icon | Description | 3
Fishbone 1 Attention
Schedule 2 ! Check M
Ideation 3 "y [Contact
Collaboration ¢ H Lock
Web Folder ° M e
[ ? Curious
Home Map 7 @ Happy
Miscellaneous ] (i} Important
Support 9 @ Sad
History 10 x Cancsl
11 W |Check
12 mp  Delegated
12 Done
14 | [A] |Hold
15 | P |Post
16 @ Progress i
[ oK ] ’ Cancel ] [ Help

Just enter a new Description text then press Apply to make the change.

3.4. Cliparts and Pictures

3.4.1. Cliparts
Cliparts are simple pictures that ship with MindMapper. You can use Cliparts in your maps to add an additional
design element and enhance the overall look of your map.

You can toggle the Cliparts window by pressing Clipart button in the Design tab.

Wf:uv_._? O 4 -
<

Jy v 120 Al
Clipart i
EF - %~ D-[: - | AR +
Draw Edit
Clipart

-W Clipart

Keyboard Shortcut: F2 key

You can also open Clipart Window by clicking the Cliparts tab in the Project Pane

3.4.1.1. Clipart Window
Clipart Window has many different Categories. The following shows Cliparts in Objects category
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Clipart
I Cliparts
|~ Favorites
== 1_Shapes
[~ 2_Business
7= 3_Leisure
== 4_People
&
== &_Envircnment
7= 7_Animation

JuaLodwios

LT EETs) g

x @ M

T ﬂﬂ_iﬁ!‘&!ﬂ o

115 E:J

FEELTT

F :’1‘
=y

@ T4
ivEeSwE 6

|I -

=

-
®
ap
19
e
<

e

Be I oB |
)

¥

B

x

Selected Topic Image:
Save as File

add ko Cliparks
add ko Favorites

3.4.1.2. InsertingClipart to Topic
Open the Clipart window and then select a topic where you want to apply the clipart.
Then simply choose and select the clipart you wish to insert. The clipart will be automatically inserted to
the selected Topic.
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Inserting Clipart to Main Title: By default, Clipart Position will be "Background" for the main topic.
Inserting Clipart to other Topics: By default, Clipart Position will be "Right" when inserted into other Topics.

3.4.1.3. Clipart Position

Once the clipart is inserted to a Topic,
you can change the Position of the
Cliparts relative to the topic text.

Up: Down:

| My Project |
i .
LY .

My Project

Location:

Right:

;;5; —— ‘My Projedg

Left: L+ L

B [ 8
o

Background:

3.4.1.4. Removing Cliparts
To remove the Clipart, simply press the Remove Cliparts button.

3.4.1.5. Inserting Clipart to Background
Instead of inserting a Clipart to a topic, you can have Cliparts in the Background as free-floating object.

To add a Clipart to the Background, just click and drag the clipart from the Clipart window to the
Background area.

Once placed in the Background, Cliparts can be moved around with the mouse, or re-sized by dragging one
of the sizing handles.

This sample shows a free-floating Clipart:
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“ My Project

Requirements Analysis Design®
test Prelminary Spedfication
Interface Architechure o
Critical De 5 gn Review -
Find Review B’ oa
Sign OF fium

3.4.2. Microsoft Clip Gallery

If you have Microsoft Office installed, then you can also use the Clip Gallery supplied by Microsoft.
To open the Microsoft Clip Gallery, click “Open Office Clipart” at the bottom of the Clipart window.

Location: Eﬂ

=+ =] *
g] 5
Selected Topic Image:
Save as File

&dd ko Cliparts

add ko Favorites
Image File: Open

Add to Cliparts

Cpen Office Clipart

I@. 135% (=) Open GFFice-CIipar

This will open your MS Clip Gallery.
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3.4.3.

|8] Academic - Microsoft Clip Organizer

Dﬁlé

(EXED

=435 My Collections

(¢

»

i File Edit View Tools Help Type a question for help =
: ¥ Search... & Collection List... | 53 7% X | 25 &5 "% Clips Online _
i Collection List -

qﬁ Favorites

-2 Unclassified Clips
42§ Office Collections
-2 Academic

425 Agriculture
(425 Animals

35 Arts

[#-4%§ AutoShapes
-5 Backgrounds
-5 Buildings

[0 Business

424 Character Collectio

(425 Communication

3% Concepts
[]--ﬁ Decorative Element _

m

< | 1 | 3

5 tems

* This window might differ depending on your version of Microsoft Office.

To add Microsoft clipart to your Mind Map
Background: Copy the clipart you wish to use, and
then Paste it into MindMapper background.

To add Microsoft clipart to your Mind Map Topic:
Copy the clipart you wish to use. Then in
MindMapper, select the topic where you want to add
to. Use the Paste command in MindMapper, and
then choose Clipart.

Images

@

-0 SH9 e

Home Insert Ideation
Bt wEd
;] =3 Copy B =
F‘aste| B Mew . Mote
| o J Format | Topic~ @4 -
| @, Paste Ctri+V Topi
| | ———

Paste Special...
|43 Ciipart
| acd
i
'|-"',|

You may also insert any picture you have into MindMapper. These can be pictures you took with your digital
camera or other pictures you downloaded from the Internet. To open your image, click Open command at the

bottom of the Clipart window.
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Location:

»

el ¥

B¢ [

Selected Topic Image:

Image File: Open
Add to Cliparts
Cpen Office Clipart

To add Image to MindMapper Background: Click the MindMapper background then click Open command. You'll
see a familiar Open Dialog window where you can search for your picture.

To add image to MindMapper Topic: Click a topic where you want to place the image, then click Open command.
You'll see a familiar Open Dialog window where you can search for your picture.

3.5. Relations and Ties

3.5.1. Relations
As your mind maps become more complex, you'll find instances where the simple parent-child relationship

supplied by the default mind map is not sufficient. Sometimes you'll see a relation between two child topics, each

with a different parent topic.
You can use Relation Lines to designate a special connection between any two topics.
3.5.1.1. Add Relation Line

To add a Relation Line, Choose Relation button in Illustration group, and choose one of 4 types.
You can also use the Connector section of the Component Pane in the right side of the MindMapper

window.

Minp
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W A i 44 -
L R A= 4 g

Clipart =3 ]-] 3¢~ o{::v AY - S
=3 Relation Rounded |
=] Relation Rectangle |
o» Relation Straight
o3  Relation Bezier
SF Tie Rounded
=F Tie Rectangle
S~ Tie Straight
EF  Tie Bezier

S Tie Brace

Now choose the first topic. As you move your mouse around a topic, you'll see pink/red snap points. Click
one.

Now choose the second topic. Again, you'll see the pink/red snap points. Click one.

You'll see a relation line appear between the two topics.

You can also enter text for this special relation.

Below example shows a relation between Apple and Celery

Apple <.

-
bl

Fruits Orange “
“

Banana i
My Relation
[}

r
’

Lettuce

My Project | Vegetables |- Carrot L

-
-

Celery -=~
Milk

Dairy Cheese
Egg

3.5.1.2. Format Relation Lines
Once the line is in place, you can easily style the line to fit your needs.
Simply click on the line and a new Format menu will appear in the menu bar.

-
|E“ -0 Ed9 & < MindMapper 12 Professional - [Copy_Mapd.twd] | Relation/..
- Home Insert Ideation Schedule Presentation Collaboration Share View Format
(' = = = o o = o o ‘.ELine - == Pattern -

= Thickness =

Rounded|Rectangle Straight EBezier Rounded Rectangle Straight EBezier Brace -—
e Arrows T

Relation Tie Style
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You can change the shape of the Relation line by choosing one of the 4 types: Rounded, Rectangle, Straight,
or Bezier.

Style menu group has commands to change the line type, line thickness, line pattern, and arrows.
Also, you can stretch the Relation Lines by clicking and dragging the Text portion of the relation line.

To delete a Relation line, simply click it and press the DEL button.

3.5.2. Ties
Whereas Relationship lines can only connect to 2 topics at a time, Tie can group many topics together.

3.5.2.1. Add Ties
To add a Tie Line, Choose Tie button in lllustration group, and choose one of 5 types.

— - g e T
w4 A

Clipart
XX~ off - | Ap -

=2 Relation Rounded

™

=] Relation Rectangle
o» Relation Straight
o2 Relation Bezier
5t Tie Rounded

=F Tie Rectangle

S~ Tie Straight

BF Tie Bezier

S Tie Brace

Now choose the first topic. As you move your mouse around a topic, you'll see pink/red snap points.
Choose one.

Now choose the second topic. Again, you'll see the pink/red snap points. Choose one.

You'll see a tie line appear between the two topics.

You can also enter text for this special relation.

Below example shows two tie lines:
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Fruits

My Project | Vegetables

Dairy

3.5.2.2. Format Tie Lines

Apple First Tie
Orange

Banana
Lettuce
Carrot

Celery —

Milk |
I ~— Second Tie
Cheese |

Once the line is in place, you can easily style the line to fit your needs.
Simply click on the line and a new Format menu will appear in the menu bar.

X1 L
Q’/’

Home Insert Ideation

MindMapper 12 Professional - [Copy_Mapd.twd]

Relation/..
Schedule Presentation Collaboration Share View Format |

> R - R

Relation

(|

i S S .

Rounded Rectangle Straight Bezier |Rounded|Rectangle Straight Bezier Brace

Tie

L == Pattern =
=
= Thickness v
* Arrows ~

Style

You can change the shape of the Tie line by choosing one of the5 types: Rounded, Rectangle, Straight,

Bezier or Brace.

In the above example, First Tie is using Bezier shape with thick blue lines and double arrows.
Second Tie is using Brace shape, with red dotted line and no arrows.

Style menu group has commands to change the line type, line thickness, line pattern, an arrows.

Also, you can stretch the Tie Lines by clicking and dragging the Text portion of the relation line.

To delete a Tie line, simply click it and press the DEL button.

3.5.3. Flow Charts

You can create Flow charts by utilizing Floating Text and Straight Relation Lines.
First, create your flow chart shapes by creating a Floating text, then adding Shapes.
Please see Section 2.2.6 for adding Floating Text, and see Section 3.1.7 for adding Shapes.
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Sample

Once the basic shapes are in place, use Straight Flow
Relation Lines to connect the shapes. Use
Rectangular Relation Lines for angled lines.
You can leave the text portion blank on most of
your Relation lines. Chart > No LOOD
Here is a simple example on the right.

Yes

Stop

3.5.4. Concept Maps

Concept Map

Using the same basic principles as isia
Flow Charts, you can easily create
Concept Maps.

Here is an example of a simple
Concept Map

relate -
pairs of (Linking Lines

All the nodes are floating topics.

The lines between them are Straight
Relation Lines

Linking Words

3.6. Auto Numbering
You can use Auto Numbering feature to quickly identify the order and the depth of each topic in your map.

Auto Numbering button is in Style menu of Format group
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1.2.3. T
Mapping Combo Branch
Direction= =  Style~ A B. C. - oo -
Farmat a bt
I I M.
i i, il
Remove(R)

Choose one of the 5 styles for Auto Numbering. To remove Auto Numbering, select Remove.

3.7. Tables

3.7.1. Built-in Table Feature

Home ldeation Schedule Presentation Ca
Br Tk glm® -
8
Past ~ Copy M & Mot Tabl Jj
aste ew - ote able u
- FFomat | fopic- &4 - o el - | E =
Clipboard Topic Map To Table L
_— R =
Table To Map
CC’ ,E] nsert Column
=
E' B Insert Row
—t
%‘ Styles
Q Templates

— WeekKly Schedule °

Time\Date <+ Sun ; Mon - Tue = Wed | Thu - Fri - Sat
gam -9am - : ! ! ! ! !
9am - 10am - ! ! } + R,

11am - 12pm - ! ! } } ! TL
12pm - 1pm - ! ! ) } R,
1pm - 2pm - b ) ; ] ! ]
2pm - 3pm b ) } } R
3pm -4pm : ! ; } 3 )
4pm - 5pm + % Jl % ]L + J]
5pm - 6pm 0 ! ’ % R,

Sample table in MindMapper

3.7.1.1. SetAs Table
If one topic is selected, Set As Table will create a table for all the sub-topics entered henceforth. If a topic
and its subtopics are selected together, Set As Table will convert the existing sub-tree into a table, and all
sub-topics entered henceforth will also be a table.
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Original Map
Apple
Fruit Banana
Orange
Watermelon
Fruits and E;?tii?
Vegetables Vegetables | .
‘ / Spinach
Tomato
Don't Know 7?7 Pumpkin
Zucchini
3.7.1.2. SetAs Map

3.7.1.3.

3.7.1.4.

3.7.1.5.

3.7.1.6.

Select Vegetable and click Set as Table

Fruits and
Vegetables

Apple

Fruit Banana
Orange
Watermelon

Vegetables

Broccoli

Lettuce

Celery

Spinach

Tomato
Pumpkin
Zucchini

Don't Know 777

Select title (Fruits a
and click Set

Fruits and
\egetables

Fruit

Vegetables

Don't Know ??7?

Convert the table back to the traditional mind map format. Selected topic must be the table title.

Insert Column

Insert a new column in the table

Insert Row

Insert a new row in the table

Styles

Choose one of the build-tin table styles

(87 Styles B |
Select a Table Style:
— == — — ] — = — (— - — - — - —
e | N R
e — i e S
Izl EEZ DI lmz oz
S| ZZizz [Zizziz
| e p—— [ —— == ==
[ Ok ][ Cancel
Templates

Choose one of the built-in table templates
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s ~
B " Templates u—J@ LX)
Select a Table Template:
Bl ot My T apran Aopur -
Paiha | Dmcpton o Ut | Moe | Ordeeed O, Sebwered O . [ b
O S S Y
vira
f—
Seney
Bill of Materials Expense Report
[—— e i
— [Sr— e [F———
L aten | Gwwt Gondten | e
-
—
e
......
Inventory List Time Sheet i

4. Chapter 4 - Using MindMaps

4.1. DropBox and MindMapper mobile apps

Mobile apps are available for Anrdoroid and iOS. You can download and install the full version for free at Google Play
and App Store. You can also utilize free DropBox service to share MindMapper files among your devices and with
others. You will need to sign up for this free service. Go to www.dropbox.com and create an account.

Once you have downloaded and installed DropBox on your PC and mobile devices, you can upload MindMapper file
and access it from your PC or from your mobile devices.

Once saved in the DropBox, you can download it to any of MindMapper installed devices, whenever and wherever
you need the file.

PC version is able to store TWDX file in any of the cloud storage services such as Google Drive and Sky Drive. However,

MindMapper mobile, as of now, only supports DropBox. In order to work seamlessly with mobile devices, DropBox is
required for the PC version.

4.2. Ideation Meetings

MindMapper contains Ideation meeting templates. These templates are designed to make your meetings more
efficient and productive.
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Home Ideation Schedule Presentation Collaboration Tool View

W 3€ o T o 337 O oas X

Erainstarming Radiant Attribute Process Cause & Effect Backward SWOT Faorced Clock
Association Listing Planning  (Fishbone] Thinking Analysis Connection <
Start Session | 5ettings|

When you click one of the ideation meetings, the Ideation pane will open in the Task Pane with the corresponding
ideation technique. The Ideation pane will give you instructions and also guide you through your ideation meeting.
You can also click “Sample Map” to see the result of a typical ideation meeting. Sample map in image form is
provided for each of the 8 ideation techniques.

4.2.1. Brainstorming
Brainstorming is a group creativity technique by which a group tries to find a solution for a specific problem by
gathering a list of ideas spontaneously contributed by its members.

Choose the topic
Use Sticky notes to enter each idea. New ideas can use any of the different colored sticky notes.
Categorize the ideas by choosing a sub-topic

P wnNhe

Group ideas together into the corresponding sub topics.

When you click Brainstorm, the following template will open. Brainstorming will also automatically open the
Sticky Notes window, along with the meeting clock.

Double-click each sticky note and type your idea. Click a different color to change sticky note color. Drag and
Drop a color note by clicking a color, then dragging to the background.

== | [

|

Subject

1 .
ey s D P oy oy
Category 1 Lalegory =z Category 5

*Also see section 3.1.1 Sticky Notes.
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4.2.2.

Radiant Association
Radiant Association is a process by which you start with a central topic and then radiate outward with each
related idea, to induce logical and creative thoughts by imagination, association, and combination.

Procedure

1. Choose the main topic - Click the central node in the map and enter your topic.

2. Imagine - Enter all ideas as a sub-topic of your main topic using core, key words

3. Association - Now look at each sub-topic and ideate thoughts related to that topic. Enter those as a sub-sub
topic

4. Combination - Look over all your key words and then use Drag and Drop to move topics around, thereby
grouping similar ideas together.

Double-click the Subject and add your subject. Double-click each of the sub topics or sub-sub topics and keep
adding your ideas.

- sub subjectl ;

— sub subject4

-~

b subject5 [
R sub subject2

4.2.3.

\
:H sub subject6 | —
J sub subject3

Attribute Listing
Attribute Listing is used for problem solving or ideations to systematically improve attributes of product, service,

Oor process.

Procedure

1. Enter the main topic - Click the main node and enter your product, service, or process name

2. Enter attributes - Enter all noun attributes in the noun sub-tree, all adjective attributes in the adjective sub-
tree, and verb attributes in the verb sub-tree

3. Develop idea - Look at each attributes and compare contrast with others to associate and combine into a
useful idea.

Double-click Subject and add your own subject. Then double-click each of the topics and add your own attributes
to the specified subject.
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Nouns

Verbs

4.2.4. Process Planning
Use Process Planning to clearly and visually organize your tasks in scheduled order to maximize success.

Procedure

1. Enter your final goal and completion date in the main topic

2. Enter your phases and milestones to achieve the goal in chronological order
3. For each phase, list tasks and deliverables to successfully complete that phase

Double-click Subject, and add your project title. Then double-click each Phase and enter your project phases
and/or milestones. Finally, add your tasks for each Phase.

4.2.5. Cause & Effect (Fishbone)
Fishbone diagram is used to determine a specific cause or causes that created a certain problem, by diagramming
a cause and effect relationship, thereby allowing easy analysis and solution to the problem.
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Procedure

1. Enter the problem in the main topic

2. Enter all causes related to the problem

3. Enter detailed reasons for each cause in the diagram.

Double-click Subject and add your Subject. This should be the final Effect of the diagram.
Double-click each Cause and add your specific Causes that is causing the Effect. Fill in the Reasons for each Causes.

Reason Reason\ Reason\

Reason (?9‘ Reason\%cf Reason\(&o
Qf‘@ J‘@ )

(]
Reason Reason Reason

Date: 10/11/2011

Author: John Doe

4.2.6. Backward Thinking
Backward Thinking is a process by which a successful project completion is assumed, then listing ideas and tasks
to fulfill the successful completion of the project in reverse time order.

1. Determine the main topic and completion date
List all main dates and milestones necessary for a successful completion. These will be your main stages.
For each stage, list all required dates with items and deliverables, as well as potential pitfalls and caution
items. Utilize the built-in Gantt chart to help your scheduling.

Double-click Project and enter your project title along with the completion date. Double-click Success Image and
enter some images that reflect successful project completion.

For each countdown day (D-1, D-2, etc), enter a task that needs to be performed and complete in order to
successfully complete this project.
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4.2.7. SWOT Analysis
SWOT Analysis is a strategic planning method used to evaluate the internal Strengths and Weaknesses, and

external Opportunities and Threats involved in a project or in a business.

Procedure
1. Enter your subject
2. Enter few items for each of the Strengths, Weaknesses, Opportunities and Threats.
3. Now the next set of sub-topics will be automatically created for you when you click Build Strategies.
SO —strategies that use strengths to maximize opportunities
ST — strategies that use strengths to minimize threats
WO - strategies that minimize weaknesses by maximizing opportunities
WT — strategies that minimize weakness and avoid threats
4. Form your winning strategy based on these ideas.

Double-click Subject and enter your subject. Double-click each fact, and then enter the Strengths, Weaknesses,

Opportunities, and Threats.
Once you're done with your map, click Build Strategies in the Ideation pane to build your SWOT strategy.

Strengths Weaknesses

Opportunities Threats

SWOT Analysis Example:
Let’s say you’re contemplating opening a gourmet burger restaurant, and want a SWOT analysis. It might look

similar to this:
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Choice Beef
Juicy Burgers Strengths
Fast service

growing burger market
new shopping center Opportunities
more foot traffic

—

- Gourmet
. Burgers J
Mt

Weaknesses

Threats

Now click “Build Strategies” to see your SO, ST, WO, and WT strategies.

4.2.8. Forced Connection

Greasy/unhealthy
No brand name
Higher prices

McDonald's
Sack Lunches
Dieters

Forced Connection takes disjoint objects or ideas, and then forcefully connect them to come up with more

creative ideas.

Procedure
1. Enter the main subject
Choose a bridge word

2
3. Enter all thoughts coming from the bridged word.
4

Try to forcefully combine and associate ideas from the bridged word with your main subject

You can choose your own bridge word, or use one the list provided by clicking View Bride Words in the Ideation

pane.

4.2.9. Ideation Options

You can set Ideation Meeting Options by pressing Options in the Settings group
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Home Insert Ideation

Schedule

Presentation

MindMapper 12 Professior

Collaboration Share WView

- -—

B 3FE o= °n

Brainstorming

Start Session

M 3o W R X

Radiant Attribute Process Cause & Effect Backward SWOT Options Clock

Association Listing Planning (Fishbone]  Thinking Analysis -

| Settings |

tepuaien

This will open the following Options box

Options

x Set Ideation options

Attribute Listing

Level 2: 3 topics
Process Planning

Level 2: 5 topics
Cause & Effect

Level 2: 3 topics
Backward Thinking

Level 2: 5 topics
SWOT Analysis

Level 3: 3 topics

-
Options u
Default Style Brainstorming
L d
Eoen Sticky:
Fishbane
Font: Arial, 23 pt
Schedule
e ] Size: 1 inch x 1 inch
Collaboration Group Topic:
\eh Folder Eont: [ Arial, 27 pt ]
Home Map Text color: E] Fill color:
Miscellaneous
Radiant Association
Support
Level 1 12 topics
Histary
Level 2: 3 topics

QK

” Cancel ” Help
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4.2.10. Clock

Brainstorming Sessions can use a Clock to time JJ@ ’Eéﬁ }% z

the meeting. The Clock setting is entered by Backward SWOT | Options | Clock |

pressing Clock button. Thinking Analysis -

Setti 10 Minute |

20 Minute I
30 Minute
40 Minute
50 Minute
al Minute
User Walue
Count up

4.3. Spell Checking with Thesaurus
Spell checker is improved with an updated Spell Checker engine for MindMapper. Also, an integrated Thesaurus is

now an included feature with MindMapper.
4.3.1. Spell Checker

4.3.1.1.  Start Spell Checker
Select the topic you wish to check spelling, then press Spelling button in the Home tab Edit group.

O-ZL-Th- 8- % o Bu
oL G off &

A1,
4 A
Clipart Raoll Raoll
B>+ M- off - "‘5’|" Up~ Down o p:
Draw A Check Spelling F7 !'
2ac Thesaurus

Keyboard Shortcut: F7

If you select the main title (root topic), then the entire map will be checked for spelling. If you wish to just
spell check one sub tree, just select the topic of that sub tree.

F' b
MindMapper 12 ﬁ

If the Spell Checker does not find any /I, Spell checking is complete.
spelling errors, then it will return the =
following dialog box.

4.3.1.2. Check Spelling Dialog Box
Below example shows a misspelled word "SPEL" that should be changed to "SPELL".
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4.3.1.3.

4.3.1.4.

[ Check Spelling | |
Mot in dictionary:
spel Ignore
) .
Suggestions:
. spel ¢
Title o  ———
spiel |E|
.
peel
spells
spigls 5 Suggest
Add words to: [userdic.ﬁx ']
’Qicﬁonary... ]’ QOption... ] ’ Cancel ]
\

Choose "SPELL" from the list of Suggestion, then click Change. Your map is updated immediately with the

correction.

Ignore:

Add: Add this word to your personal dictionary so it won't be flagged as an error .

This word is spelled correctly or intentionally misspelled. So ignore this error.
IgnoreAll: Ignore all other instances of this word

Dictionary: Opens your personal Dictionary where you can add your own words.

Option: Dictionary Options

Dictionary Options

MindMapper ships with 3 different
dictionaries. They can be selected from the
Main Dictionary Language dropdown.

You choices are:

- American English
- British English

- German

Personal Dictionary

[ 7
Options M

[ 1gnore all-caps words (e.q., ASAF)

[ 1gnore words with numbers (e.q., Win35)

[~] 1gnore words with mixed case (e.q., SuperBase)
["] 1gnore domain names (e.a., xyz.com)
[|report doubled words (2.g., the the)

Case sensitive

[~ Phonetic suggestions

Typographical suggestions

[~ Suggest spiit words

Auto correct

Main Dictionary language:
[Amerimn English -

Suggestions
(7) Fast but less accurate
(@) Moderately fast and accurate

() Slow but accurate

OK ] [ Cancel

Clicking Dictionary from the Check Spelling opens the Dictionaries dialog box.

Minp %

Mapper



‘)@) SimTech

[ Dictionaries @lﬁ
Words: Other word:
Add-in
o
Bedigbon m [ Add Word ] [ Import... ]
You can add your own words, or b ~| [(oekeworda | [ Boatn ]
delete words from the list. .
Action:
[Ignore (skip) ']
Y n al h new file for r
.ou can also choose .a ? e foryou i =
list of words from this dialog box. [userdic.tix - __
Language: American English
__ﬁemove File

4.3.2. Thesaurus
MindMapper also includes an integrated Thesaurusfeature. To use the integrated thesaurus, simply select a topic,

and then click the Thesaurus button menu. The Thesaurus window will open.

O-Z-Th- 8 % o @
W =] {4- -[-r @

- - :‘llv Al
F
Clipart Rall Rall
8~ X~ oL I Up- Down- ¥ Pa
Draw || A Check Spelling F7 'z

e
wag Thesaurus
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[ Thesaurus @lﬂw

Term: good -

Categories:

-
benefit (noun) o
good (adj.)

just (adi.)
respectable (adj.)
savory (adj.)
tasty (adj.)
virtue (noun)
wirtuous (adj.)

m

Antonyms: &

Terms:

advantageous
benefical
better
favorable
gainful
good
helpful
improving
profitable
progressive
prosperous
successful
useful

Cancel

Select the correct definition from the Categories list, and then double-click the term you would like to use to
replace your word with any of the candidate terms.

4.4. Hyperlinking

Hyperlink is a wonderful feature. It makes your document come to life with links to exciting web pages, multimedia
content, pictures, spreadsheet and documents. With hyperlinking, your map is not confined to the present data set.

You can hyperlink web pages, other files (Word, Excel, pictures, music to name a few), a folder in your hard disk, and
emails.

This is linked to Word doci
This is linked to Excel)

This is linked to PowerPoint =)
Sample right shows a map with

. Title This is linked to MindMapper «:
many hyperlinks: . ‘

This is linked to PDF&
This is linked to Web Pageé&

All Links &
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4.4.1. Inserting Web Page Hyperlinks

4.4.1.1.

Brower Pane

MindMapper incorporates a built-in browser window so you can browse website quickly from within

MindMapper. Click the Browser tab in the Project pane to open the Browser window.

By default, the hyperlinked web pages that you click within MindMapper will also open in the Browser

window.

Paste

@@ dsdIc -

Home

% Cut

53 Copy

Clipboard

Mew .
FFomat | Topic- £% -

Insert Ideation Schedule

Presentation

Collaboration

MindMapper 12 Professional - [Map0]

Share  View

?‘5 s B ™| ';V arial
E Note Table —

o -
Topic

~16 ~| A A

B F Uge =~ A-3~

Fant

€ Fe ST WOILIE R o

@- oo i

Mapping Comba Branch Clipart Roll  Roll
Style ~

Direction~ *  Style
Format

Tepueey [

oueue3s @ || auing [

‘

This is linked to Word doc)

This is linked to Excel4)

Title

This is linked to MindMapper =

 This is linked to Web Page@ |

First Time Usertwd | Map0

b
£

<[

8- %~ ol - | 4| Up- Down
Draw Edit

@) Local Centering | 8\

[ Al Topics @
Hell

At Pan o

View

EDITION: U.S.

INTERNATIONAL | MEXICO

Set edition preference

us.

Poll: Tax the wealthy, cut
spending

Most Americans want a special congressional
panelto raise taxes on the wealtny and on

businesses, and to make big spending cuts, a
CNN/ORC International Poll says. FULL STORY

AMERICA'S ECOHOMY
+ Dow drops more than 400, fluctuates

- 9 open spots on debt commission

« Reid's picks for debt panel CHiMoney
* S&P boss: Obama knows the problems
« Fed: Low rates for two more years

LATEST NEWS
« Forces kill Taliban that downed conter

Opinion: We must re

Activist Symeon Brown looks on the riots
have no stake or identification with British
FIGHTING BACK | OPEN STORY | HIRES F

FAMINE IN SOMALIA

Kee
ofs
Dr. Sz
neithe
Frist: !
Coop

r

| |[E]=r3iE 0w C——D0—@

If you do not wish to use the Browser window, and instead you’re your own browser to view web pages,

you can change this setting in the Options dialog box.

Click File / MindMapper Options / Miscellaneous, then uncheck “Open hyperlinks webpage using built in

browser”
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il B
Options ﬁ
Default Style B -

Legend Etc.
Fishbone Radial direction: @ Top-down () Clockwise
Schedule Legend position: 0 Left (@ Right
Ideation Default word-wrap width: & inch
Collaboration After creating new topic: |keep focus on parent topic VI
Weh Folder Multiling note tool tip
Home Map Open hyperlinked web page in new browser
) | | Open hyperlinked webpage using built in browser I

Miscellaneous |

[ open home map when startup —
Support

[] open all recent files when startup
Histary

[ Reset last saved window positions when exit MindMapper
Fit to Window on Double Clidk

[ Move topic freely with shift key

Show the last dicked position

Show welcome box upon launch

COpen dialog for new map when startup £

m

1

[ 0K ” Cancel ” Help

4.4.1.2.  Insert Web Hyperlink Using Drag and Drop
Easiest way to insert a hyperlink into MindMap is by drag and drop. To perform this, you need to open
both your MindMapper and your browser, such as Internet Explorer.

1) Open MindMapper, and also open Internet Explorer next to your MindMapper Window

2) Navigate to the website where you want to attach the link in MindMapper. Below example shows
CNNwebsite. We will insert the CNN.com hyperlink to the link that says “This is linked to Web Page”.
Notice the link currently does not show any hyperlinks.

This is linked to Word doc®)

This is linked to Excel4)
Title
This is linked to MindMapper =

This is linked to Web Page
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m CMN.com - Breaking Mews

<« C M O www.cnn.com

EDITION: U.S. | INTERMATIONAL | MEXICO
Set edition preference "rl

-

ARTN

Poll: Tax the wealthy, cut N . e
Opinion: We must reclaim London

spending

Video NewsPulse U.S. World Politics Justice Entertainment Tech Health

Living

Breaking news Dow down more than 400 points in early morning trading

DARREN BULL/GHN

3) Invyour browser, click and drag the icon next to the URL (www.cnhn.com) to the topic where you wish to

add the hyperlink. When you release the mouse button, the MindMapper topic will show a hyperlink

icon. Clicking on the icon will now open the webpage.

This is linked to Word doc®)
This is linked to Excel4)

Title
This is linked to MindMapper =

' This is linked to Web Page@

4) Verify the link by clicking it. You'll see Internet Explorer start with the Google Websites.

5) You can also verify by looking at the Hyperlink Properties. Click Hyperlink button in Home tab, Topic

group to show the Hyperlink Dialog box. For hyperlinks, you need to choose Internet Address

?&EE ﬁ"iv Arial -l1e - A*

New _ Note Table .., B F Ude=- A -~
Topic~ E} - g -

-

Topic Font

Hyperlink

i Create a link to a Web
== Page, a picture, or other
documents

That will open the Hyperlink dialog box:
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-
Hyperlinks

Topic:  This is linked to Web Page

List: Address Description Path

Add: [I=o<3| File... l [ Folder... ] [gollaboraﬁon... ] [E-Mail...] Webpage:

[ close current map action on hyperlink

The dialog box correctly displays link to www.cnn.com.

4.4.1.3.  Insert Web Hyperlink using Hyperlinks Dialog Box.
You can also insert hyperlinks to a topic directly using the Hyperlink dialog box.

1) First select a topic in your Mind Map, and then press Hyperlink in the Insert tab.

T&E’E 'h[;] Arial 116~ A

Local File
Mew . Mote Table
Topic~ ‘ﬂ = =~ Folder
| Topic Internet Address

Email

T Jump to Topic
% Repair broken hyperlink

Default internet browser will open so that you can go the website and copy the address:
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Description

There are no tems to show.

Add: |Lo<3IF|Ie... | | Folder... | | Collaboration. .. | E-mail: |

Wiebpage: | K]

[] Close current map action on hyperlink

2) Enter your URL in the Webpage text area. You can also copy and paste a web address in that box. Click
the return arrow to the right when you are done.

3) You'll see your entered URL in the list.

4.4.2. Inserting File Hyperlinks

4.4.2.1.  Insert File Hyperlink Using Drag and Drop

To link a file to a topic in MindMapper, simply drag the file from Windows Explorer to a topic in
MindMapper, and then drop it. The MindMapper topic will show an icon indicating that a link is present.
You can verify the link by clicking the icon.

Microsoft Office applications are automatically recognized and a special icon representing each application
(Word, Excel, and PowerPoint) are placed as Hyperlink icons. All other files, such as Picture, Music, PDF, etc
are shown with a generic Hyperlink icon, the blue ball.

inp %
apper



‘)@) SimTech

This is linked to Word doc®)
This is linked to Excel2)
This is linked to PowerPoint ]
Title | This is linked to MindMapper «:
.. This is linked to PDF&@
This is linked to Web Page&

All Links &

4.4.2.2.  Insert File Hyperlink Using Hyperlinks Dialog Box
To link a file to a topic in MindMapper using the Hyperlinks dialog box, first select the topic, then click
Hyperlinks button in the menu.

T&IE:_E ﬁ@ Arial -6 = A

Local File
New .~ Mote Table
Topic~ @ - - Folder

Topic Internet Address

Email

Jump to Topic

¥ o

Repair broken hyperlink

& Remove Ctrl=Shift+H

The Hyperlink dialog will start, and be empty initially. Also the Link to File dialog will appear so you can
select the linked file.

g Al
Hyperlinks M
Topict  This is linked to Word doc
List: Address Description Path
There are no items to show. Open
Add: [ Local File... ] [ Folder... ] [ Collaboration... ] [ E-Mail... ] Webpage:
[ Close current map action on hyperlink
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g Link to File
e
\../\../ | .« MindMapper2009 » Templates » v|"|‘ Search Templates
Organize = MNew folder
5. Documents and Settings o Mame ’
Downloads ]
= . Table 6/28/
Fmes [£] & bluepot 5429/
MSOCache — L
] default.dot 10/2¢
nprotect
— || defaulthwt 12/14
| Default.pot 529/
Perflogs
| Default_Ad.dot 11715
Program Files o
] default_colored.dot 10/2¢
Program Files (x86) o
@ Flower.pot 5/29/
. MindMapper2009 .
@ gold.pot 5/29/
. Cliparts R
9] Heading_1111.dot 1150
| InviteList B P ——
| +
File name: - | [AuFiles ) -
l Open |v] ’ Cancel ]

Navigate using Link to File, select a file, then press Open. The file is now hyperlinked to the selected

topic.

4.4.3. Inserting Folder Hyperlinks

4.4.3.1. Insert Folder Hyperlink Using Drag and Drop
The concept of linking folder is identical to linking a file. Only difference is you can drag a folder instead of
a file to a topic in MindMapper. When you click the hyperlink in MindMapper, the folder will open.

4.4.3.2. Insert Folder Hyperlink Using Hyperlinks Dialog Box
You can follow the same guideline as Inserting a File Hyperlink Using Hyperlink Folder to insert a folder
link. Replace clicking Local File with Folder in the dialog box.

4.4.4. Inserting Email Hyperlinks
You can add an email to a topic such that a mouse click can open your client with the assigned email address.

Select the topic where you wish to attach an email address, and then press the Hyperlink button.
In the Address line, enter an email. i.e. bob@xyz.com, then click OK.

Note: You can also insert an email hyperlink by pressing the E-Mail button. This button is activated only if you are
using the Windows Address Book.
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'Hyperll'nks M‘
Topic:  Thisis linked to Word doc
List: Address Description Path
info@mindmapper.com info@mindmapper.com
Add: [Loal File... ] [ Folder... ] [ Collaboration... ] [E—Mail...] Webpage:
[ Close current map action on hyperlink
L.

Your topic will show a blue icon to show that you have a hyperlink.

To verify the link, click on the blue icon. Your email client will start with bob@xyz.com in the TO: field.

Jﬁ_h e 0 )% Unitled - Message (HTMU) (= | ©
Message Insert Options Format Text Dieveloper Adobe PDF @
# 1 AN @] 0 & Y &2 - w
oo 2 |B Z Uiz~ i= - ||EE iE| an 9 ol H oo
aste — T ames ollow pelling
b ! = = = [&*
7 Z-All===E= & | up- -
Clipboard T Basic Text Include Options ™= || Proofing
bob @sxyz.com|

‘ Send ‘

[Account'] [ Brc.. ]

Subject:

4| v &1

4.4.5. Hyperlink Options

4.4.5.1.  Description

You can enter a descriptive title in Description text box. This description will show as Pop-Up text when you

hover your mouse over the hyperlink, or when you click the hyperlink in case where you have multiple
hyperlinks.

4.4.5.2. Path

When you link files or folders, you have an option to set whether the file path is relative to the folder

containing your local map, or absolute. You can change the Relative or Absolute path by clicking the Path
line.
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’Hyperlinks M1
Topic:  Thiz is linked to Word doc
List: Address Description Path
My Project twd my project Relative | w | Open
e
Add: ’Loml File... ] ’ Folder... ] [Ccllaborah’on... ] [E—Mail...] Webpage:
[ Close current map action on hyperlink
[ CK ] [ Cancel
A

4.4.5.3. Close current map action on hyperlink
You have an option on how the current map will behave when you click a hyperlink.
When you Check this option, the current map will close when you click the hyperlink, showing only the
new linked file on the screen.
If you uncheck this, the current map will stay on the screen along with the newly opened file.

4.4.6. Managing Multiple Hyperlinks
You may have multiple hyperlinks attached to a single topic. The topic will only show one hyperlink icon, but will
preserve all the hyperlinks you have assigned to it.

When you click on a topic with multiple hyperlinks, you'll see the list of hyperlinks and you can choose one.
Example below shows the All Links topic having 4 hyperlinks: PDF file, Word doc, and 2 web addresses.

This is linked to Word doc)
This is linked to Excel®)

This is linked to MindMapper <

Title
This is linked to PDF&

This is linked to Web Page&

L A” Llnks @: Invoice.pdf

Email Promotion June 2011.dooc
http:/www.cnn.com/
http:/fwww.google.com/

To see all the hyperlinks and to manage them, simply right-click the topicand choose Hyperlinks to open the
Hyperlink Window
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_ Al Links

Invoice pdf

This is linked to Web Page&

Email Promotion June 2011.dooc
http:/fwnanw, cnn.comy/
http://www. google.com/

Add To Presentation .3
Select Topic »
Format... Alt=Enter
# cut Ctrl=X
53 Copy Ctrl=C
[ Paste Ctrl=V
Paste Special *
Delete Topic Del
Remove Property *
% Hyperlinks... Ctri+H
LJ" Page Break
B schedule Ctrl+D
Resource... »
Topic Mote
'Oo Process Status
F ™
Hyperlinks M
Topic:  All Links
List: Address Description Path
http:/ Awww google com.’ http:/ Awww google com,’ Open
http:/fwww .cnn.com/’ http:/fwww cnn.com/’
) emove
Email Promotion June 2011 .docx Email Promotion June 2011 .docx Relative =
Invoice pdf Invoice pdf Relative
Add: [I;oal File... ] [ Folder... ] [ Collaboration... ] [g—MaiI... ] Webpage: |
[ close current map action on hyperlink
[ oK J [ Cancel
L

You can move a specific link up or down using the Up / Down buttons. You can delete a link using Remove ubtton.

4.4.7. Repair Broken Hyperlinks
You can check the integrity of your hyperlinks by pressing Repair Broken Hyperlinks:

?EIE:E «Ei Arial ~16 -

Lacal File
Mew . Mote Table
Topic"ﬂ - - Falder
Topic Internet Address

Email
T Jump to Topic
h Repair broken hyperlink

@ Remove Ctrl=Shift=H

MindMapper will go through each hyperlink in your map and verify the link is valid.
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If an error occurs, you'll see a dialog box where you can either remove the link or fix the path to restore the link.

Repair Hyperlink -2 [

The hyperlinked file does not exist.

You can either remove or re-establish the hyperlink.

Email Promotion June 2011.docx E]

L

4.4.8. Remove Hyperlinks

Select the Topic containing the hyperlink that you wish to remove. Then open the Hyperlink Dialog box by clicking

Hyperlink button in Insert tab.
Click Remove button to remove the Hyperlink.

4.5. Working with Fields

Fields allow you to show some sample text, and when the user clicks the text, the text disappears and you can enter

real data. You can easily make a template map using fields.

Here is a sample use of fields:

Personal
Information

Click on each blue-shaded box and type the real information

John Doe

jdoe@acme.com
Personal

Information
555-1111

123 Main st
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Field menu is in the Tool tab

Home |deation Schedule Presentation Collaboration Tool View

E) GR Jor ») o8 [ B ) R Q H X

l\ Consolidate

Excel Excel Equation Etc Create Extract Set | Cancel Purge Special  Screen Auto
Sheet Chart Folder Map Topics IZB Page Break Topic | Topic Topic | Characters Capture Sum
Object Structure Field Others
ﬁ Set Topic
(] .
a Set As Template Topic
=
4.5.1. Set Topic
Select a topic or multiple topics, and then click Set Topic to convert them into a field. The text will become light
gray color.
Now when you double-click this topic, the sample text will disappear, allowing you to enter real data.
4.5.2. Cancel Topic
Convert the field topics back into normal text topics.
4.5.3. Purge Topic

Remove all field topics and return all topics back to normal text topics.

4.6. Splitting and Consolidating Mind Maps
As your map becomes richer and more complex, working from a single file might not be the best idea. It might be
more efficient to break up your large map into smaller maps and link them with hyperlinks.

4.6.1. Split

To Split a large map into 2 or more maps, click the topic that you wish to break off, then click Split button in the
Insert tab Structure group.

Home Ideation Schedule Presentation Collaboration Tool View

EACR Ja ») o2 B mamm O H X

[} Consolidate

Excel Excel Egquation Etc Create Extract Set Cancel Purge Special  Screen Auto
Sheet Chart Folder Map Topics t Page Break Topic Topic Topic | Characters Capture Sum
Object Structure Field Others

ﬁ Split

& @ Split a large map into

] @ smaller maps with

o .

= hyperlinks

—
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4.6.2.

Original File:

5.0 to 20085

Upgrade &

Setul 4.xto 20085 €4

Uninstal2»

Information [
Purchase® &}

MindMapper Academic

Reseller Saless?
Floating License / VolumeS
Refund®

Product Comparsons”
What's New in 20085
What's New in 5.08#

MindMapper

Technical Support Marketing

Direct Links&”
PDA Sync

ThinkWise Web Version&

Remote Calleré@

° a °
v Technical Support® ©
Q0

Technical Support subtree is gone, but replaced with
a hyperlink. When you click the hyperlink, the new
files opens.

Consolidate

This example shows a topic called "Technical
Support" that has outgrown its sibling topics.

To split this portion of the map, click “Technical
Support” and click Split in the menu..

You'll see a Save window. Save the new file
containing just the Technical Support sub tree.

Detached File:

Legend lonnsge

R
[ menus Pt B T b am g ol
[ e d

Fa Droken Taxt o~
0, Ml
[

e ua Toosmlfy
p gk arton w omed o
| o cuesrse

Or, Watson @
MndMapper § coomgir
| Naw Dalog Box Banigy

Faim - MM crashes on samup

\__Regstration
Keybeard Shertosts i

| Project Managementee
e

Eaanuree

Technical Supporta

“Frrvakd Argument v encountered §

| ~The Argument value & ot Vald“jir
€0 Autoplyf
MindMapper USB }( Austooley (Drive Letter)fr
Regetry Kyl
Whdows Vera@®

Ok

[ mewme
e [

g
\_ Liense
el

The new file now contains only the Technical
Support sub tree. If you click the hyperlink in
the Main Title, then you go back to the original
document.

Consolidate is the direct opposite of Split. Consolidate will take split files or hyperlinks files and combine them

into a single file.
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@ s 1249 ¢

-

Home Ideation Schedule Presentation Collaboration Tool View
= = .
5 [ CL P A— —
& "_u] L%;E\l ‘\Jﬂ = U{Eg .:.%" : fabe} {Tang] Y/ _'Ij_ Z
@ Consolidate
Excel Excel Equation Etc Create Extract > S5et Cancel Purge Special  Screen  Auto
Sheet Chart Folder Map Topics [ Page Break Topic Topic Topic | Characters Capture Sum
Object Structure Field Others
E Consolidate
& Ii_(.lj Import hyperlinked maps
g @ inte current map
o

4.7. Pack and Delivery

When you have many hyperlinked files in your map and you wish to send your map to someone else for review, then
just sending the map itself will not be enough. Your recipient would be missing all the linked files, such as Excel

spreadsheets and Word documents that might be linked to your mind map.
To make sure all your linked files are included, use the Pack feature in MindMapper.

Pack menu is found in Save as.
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w fAgde -

[
Mew  Ctrl+5Shift+N

B Cpen... Ctrl=0O

@ Prepare L4
L
D Close

Save a copy of the document

Pack...

Pack all hyperlinked documents into a single

MindMapper Map F12
ﬁ Save the active document with a new name
file

| Image
Save the maps as an Image file,

H Image (Selected Area)
.: Save the selected area as an Image File

7 Web Pages
Ii: Save the map as text based web page

Image Map
E Save the map as image based web page

-

[ MindMapper Dptiu-nsH ¢ Exit Mindhl'lapper}

[
Mew  Ctrl+Shift+MN
L N
[/__—_"/- Cpen... Ctrl+Q
H Save | L4
ﬁ Save As | L4
B Import [
B Export [
[ |
ool Print... | 3
El
El send 4
@ Prepare g
*;
D Close

Send a copy of the document to other people

ﬁ As Pack Attachment...

As Map Attachment...

— "| Sendthe active document through electronic

mail

As Image Attachment...

— Send current map as an email image
attachment

_ AsImage Attachment (Selected Area)

' .[: Send the selected area as an email image
"""" attachment

Send current map as an email attachment

As Pdf Attachment...
@ Send current map as an email Pdf document

attachment

[ MindMapper Dptiu-nsH 0 Exit Mindl'.l'lapper]'
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Pack will combine your map with all the hyperlinked files and create an archived file with a file extension of TWDXS.
This is similar to archived files such as *.zip or *.rar file. The archive can be sent to anyone and they will have all the

linked files for their viewing.

You can also send packed file as an email attachment. Send> As Pack Attachment...will send the above feature one

step further by automatically starting your Email client and attaching the Pack file as email attachment.

4.8. Using and inserting Objects

4.8.1. Equation Editor

Equation Editor is in Tool tab, Object group.

Home Ideation Schedule Presentation Collaboration Tool
E) &8 Ja ») o8 [ 2 G {#) T
% Consolidate |
Excel Excel Equation Etc Create Extract Set Cancel Pu
Sheet Chart Folder Map Topics _J Page Break Topic Topic To
Object [ Structure [ Field
Equation

Insert an Equation as a
N [T topic

tepuae] [

Click a topic where the Equation will go, then clicking Equation button will invoke Microsoft Equation Editor.

Enter your equation:

- ™
J& Equation Editor - Equation in MindMapper 12 Worksheet.twd i | B e
File Edit View Format 5Style Size Help
f_:z:|;a_h'-. ¥ ®|—>=ML| v3|Eﬁc|am€|}le|AQ®

= e |0 U | o §l

EIREEE R N EE
2 —

_ —bE\b* —4ac

2a

X

< | Llﬂ

| Style: Math | Size: Full | Zoorm: 200%

You can update MindMapper with your equation by clicking File / Update
When you’re ready to return to MindMapper, choose File / Exit and Return to MindMapper
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ax* +bx+c=0

Quadratic Equation

_ —bi\/bz —4ac

- ) X

| Math Formula 2a

4.8.2. Insert Special Characters

T g || £} | 6

Set  Cancel Purge Special  Screen
Topic Topic Topic characters Capture
Template Others

Special characters

Q Special characters

In the Insert tab, Others group, you can insert symbol and special characters using Special Characters menu.

Clicking it will open Microsoft Character Map program:

[ a# Character Map = — )
Font : (} Arial v
1" [ #]% (%] &] " ( L -0 12(3)4] ~
56?89:;<:>?@ABCDEFGH|_|
[JKILIMN{OIPIQIR|S|TIUVIW/X|Y|Z|[|!
11| _| |alb|c|d|e|f|g|h|i|]j|k|l|m|njo|lp
qgiris|{tjulviw/x yvlz|{{|]||}~ i |¢|E|m|¥
IHECEGEECEEEEENOLENE
o lw|vlva| %l |AIAA|AAAE|CIEE|EIE|TI
T{T[D|N|O[0|O|O|0|=x{@ U|UU|U|Y|P|R|a &
g édlalajee|c|élé|éle|i|i|T|1|0|f|0|6|0|0E
o|-|elujulalu|y|p|y|Ala|Ala|AlalC|¢|Cle| .
Characters to copy : I Select Copy
[] advanced view
| U+D021: Exclamation Mark
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Select your Font, and the desired character, then press Select to add the character to the edit box. You can add
multiple characters.

Once you done, click Copy, then go back to your MindMapper program. Select a topic and press Paste (or Ctrl+v)
to paste the special characters.

4.8.3. Screen Capture
Clicking Screen Capture will hide your MindMapper program and show your screen. Select an area of the screen
using your mouse, and the selected area will automatically paste into your MindMapper program as an image.

4.8.4. Using OLE Objects
Besides hyperlinking, you can also link objects using Microsoft OLE (Object Linking and Embedding) feature.

Object menu is in the Tool tab.

Common Object items, such as Excel sheet, Excel chart, and Equation are on the main.
For other objects, choose Etc. menu.

r—: Haome Ideation Schedule Presentation Collaboration Tool

= = 3 )

[ [ D{B 4 Split

L] @) V@ =] | :
% Consolidate

Excel Excel Equation Efc Create Extract y Set  Cancel Pu

Sheet Chart Folder Map Topics | Page Break Topic Topic Tt

Object | Structure Field

Etc

Insert object as a child
» topic

sepuaen i

Insert Object dialog box will appear

F B
Insert Object ===

To create a new OLE object, select the object type

) e lis from the list box and press OK.
@) Create New Adobe Acrobat Document I

Adobe LiveCycle Designer Document
f= Microsoft Equation 3.0
- Create from e Microsoft Graph Chart
Microgoft Office Excel 57-2003 Wora
Microsoft Office Excel Binary Worksh
Microsoft Office Excel Chart
Microsoft Office Excel Macro-Enablec ™

Result @

Inserts a new Adobe Acrobat Document object Dﬁ«crobat
into your document. It will be displayed as an ccument
icon.
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-
Insert Object [

To link or embed and existing file, press
. "Create from File" button.
(") Create Mew _ . . .
File: Microsoft Office — The click Browse to open the File dialog
(@ Create from File C\Documents\Presentation. pptx and look for your file.
Browse... [ Link
[¥] Display As lcon Link: Check this to make a link to your file.
= If unchecked, the file will be embedded.
Result . — ) . . .
Ingerts the contents of the file as an object into Mlcrqsoft L D|5p|ay as Icon: Check this to d|5p|ay the
P ™ your document so that you may activate it using werPoint Presentat application icon
E the program which created it. it will be displayed :

This is linked to web page&

Title

. Thisis linked to a folder

Your topic will now show the OLE

Object. This has all the linksé&
e = o
\ o OLE Object  mpoem ©
. - ;
4.9. Setting up MindMapper
4.9.1. Hiding / Showing Menus
The Ribbon style menus appear by default.
= Home Ideation Schedule Presentation Collaboration Tool View T '@ -8
% + B2 ] Arial |14 - oli~ o-F- T T > 4 f@ Local Centering >
’j CE] If:' =\ -E Ij | A A B I U e |:_ ttE I -W EE R R = PR {‘ {* 8] AN Topics I@
| g e g A | g et | O gy | B gy
Clipboard | Topic | Font [F] Format u‘-| Draw ‘ Edit | Wiew |
= :
g )
3 Shape *,';\:
=) OCOC0O00 =
OoQooeo .=
%— A Text ¥ Line S il i
— Theme Colors Change Theme ?
o OEDEEENOEEE T
s ORO0oocOoOooon %
3 OEooCcooooo =
= ONEEOOOEO0 =

If you double click any of the menu names (i.e. double-click Home), then the menu will disappear, giving you a
larger working area
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Home Ideation Schedule

Collaboration Tool View

Presentation

Shape

OO0 00O
O000<CO
OQoo0<¢0
O8O Ry
A8 O vr .

A Text ¥ Line

Theme Colors Change Theme

tepuaien fl
>

aulpng [

oueuads (@

PO e

To show the menus again, double-click on the menu name again.
4.9.2. Customizing the Quick Access Toolbar
You can customize the Quick Access Toolbar to remove the icons you do not want, and also to add additional

icons.
To access the menu, right click on the Quick Access Toolbar, or click the down arrow on the right side, then

choose More Commands.

@ g H 9 « B MindMapper 12 Professional -

: Home  Insert  Ideati Customize Quick Access Toolbar |
= Home i
1 & T8 2F
n Mew
23 =
Paste Mew Mote Tat Open
= Topic~ 'ﬂ = 1
Clipboard Topic save
— Undo E
Red
< et
= More Commands...
3
=) Show Below the Ribbon
—w
[+ ]| Minimize the Ribbon

The Quick Access options will open.
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S

Customize
| Toolbars | Commands | Tools | Quick Access |Eeyboard | Qpﬁons|
Choose commands from:
[MindMapper Button v]
[+ MNew I o}  Home | 3
[ Open. 1 Mew
Save 3 5 Open
Save As P 17l [add >> [a save
Impaort [ 2 €} Undo
Remove
Export (3R ™  Redo
Print [ 3
Send [ 3
Prepare [ 2
i rlnca ol Reget
[] show Quick Access Toolbar below the Ribbon
[ Close ] [ Help

)

You can choose any command you like and add them to the Quick Access Toolbar.

4.9.3. Current Map Style

Current map style settings are accessible through Map Style button in Format group of the Home tab.

E T S g W2TL]
‘EE
e - |
Mapping Combo Branch Clipart
Direction Style B ~ ¥~ of
Format I Draw
MapSterE

Change current map's
styles, such as font and

topic colors
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This opens the Style Dialog Box.

All the changes made in the dialog box are for
the current map only.

You can press Reset All to restore all options to
their default settings.

4.9.4. Default Style

Style
Style
Mapping Direction: [Radial ']
Branch Style: r -
Title Background Image:
Title Level 1 Level 2 Level 3
Shape: = - —_ _— —_—
Font
Topic: Arial
Title Lewvel 1 Level 2 Level 3
Size: 20 - B - 149 - 12 -
Note: [ Arial, 9 pt |
Color
Branch: () Random
@) Fixed:
() Custom: - - - - hd b
Background:
[ Read Style... ][ Reset all ] [ OK ][ Cancel ][ Preview

If you wish to change the styles for all your future maps, then you need to either set the Default Style or Change

the Default Template (next section)
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Open the Default
Style options in by
clicking the
MindMapper
Button, then
pressing
MindMapper
Options.

After you make the
desired changes,
press the OK
button.

Now, to start your
new map with this
newly defined
style, you need to
press the New icon
in the Quick Access
Toolbar or press
Ctrl+n

4.9.5.

Selecting the New button in MindMapper menu brings up the New Map

dialog box.

DefaultStde |
Legend
Fishbone
Schedule
Collaboration
Haome Map
Program Start
Miscellaneous
Suppart
History

Style

Mapping Direction:

To Right v

Branch Style:

|,§nComered v|

Title Background Image:

Browse...

Title Level 1 Level 2 Level 3

e ey =+ =

Shape or
Topidine:

Shadaw: [TJeranch [ ]shape

Font

Arial, Bold |

Title
B

Level 1 Level 2 Level 3

|14 v| |12 v| |1n v|

| Arial. 9 ot |

QK || Cancel || Help

-

Changing Default Template

a Ad-rlSd9 o =

Home

r 1 New (Ctrl+N)
= &
) Create a new document
Past F M TIote
aste TonTe
- F Topic~ ﬂ - @I -
Clipboard Topic

S

L,
=2 | MNew Ctrl+ShiftsN
]
s 7 Open.. Ctrl=0
H Save ‘ »
ﬂ Save As ‘ 3
»”
InD =
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-
New Map

Select a Map Style:

Map Style | Map Templates | Map Samples | Recent fies

-
—_ T wm 58 i —
D e e D W e ==
= o = = i S T e
m :::'!
W 02 Rightward Map 03 Process Map
e e |
P AR Tt —
L [ v ] vt - ] [y ]
T [ i i
3y |
R
[ ok ][ concel | [ Heo

4.9.6. Map Properties

Map Style tab shows the default
styles used for generating maps.
Select the style you wish to modify,
and then press the Modify button.

MindMapper will open with the
current style, and you can make
changes, such as font color and size,
color or shape of the topic text, etc.
and save the style back. You'll see
the changes in the New Map
window.

Next time you start new map with
the updated template, your map
will show the applied style changes.

Open the Map Properties dialog box by pressing Prepare the MindMapper menu.

@~ TaeTE——

CN Uy AELUE

Mew  Ctrl+Shift+N

Open... Ctrl= 0O

Save | L
Save As | L4
Import +
Export 3
Print... k
Send L
Prepare 4

Close

o3
(&

Prepare

Properties
View map properties

Encrypt Document
S5et map password

[lﬂ MindMapper Dptinns] [}( Exit MindMapper
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This opens the Properties dialog box.

F I
Properties M
Summary

Title:

Subject:
Author:

Manager:

Company:

Category: |
Keywords:

Description: -

[ Ok ] [ Cancel ]

Some items entered in Properties are used when you print with Index Printing Option to describe your map.

5. Chapter 5 - Advanced Topics

5.1. Managing a Project
5.1.1. Schedules

5.1.1.1. Schedule Window

Topic List Summary Pane Resource Pane Schedule Pane
i h \ )
[ \( \( \( | g Rlele
" Project/ CMPLT Term | Time Cost Bob Joe Mary =
B | Subject % Start } End ‘ Day _Actual ‘.Planned- Actual .;Planned. Actual iPIammi Adual :.P\anned
0 MyProjet 0 020109 022109 | 2p25 5550 s7| st A 16| 18 18] 4 R
1 |EDesign 0| 020009 022103 | 2625 5550 s7| s| = 16| 1| | s n | Scale Down
_2_ Preliminary Specification 0 ‘ 020109 020709 | 71,800 2,000 36 40 1§
37 ntertace Architecture 0020808 04409 | 72500 1625 o 10 0| 15 \ ¢ — &
"4 | Critical Design Review 0| 021009 021709 | 8BO0 60D 8 8| | == P
5 Final Review 0| 0218109 02/20/09 ‘ 3825 325 1 1 | 1 1 2 2 ‘ 13 Pl |
6 | SignOFf 0/022109 022109 1500 BOO | 8 s | =
(_I T — N A () K P it K [

Schedule Windows appears when you add a schedule to a topic, or it can be manually toggled using the F4
key.

Topic List: displays the list of topics in your map that has an assigned schedule
Summary Pane: displays the schedule and the cost for the task
Resource Pane: lists the resources assigned to each task
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Schedule Pane: shows the schedule in Gantt chart form. The color of the bars will match the color of the
topic branch in your Mind Map. As you change the topic branch color, your schedule color will change

correspondingly.

Scale Up & Down: Scales the schedule pane so you can view hours, days, weeks, or month intervals.

5.1.1.2. Schedule Options

Schedule Options are found in MindMapper Button / MindMapper Options.

Options

Default Style Format
Legend Week numbering by (@) Month () Year
Fishbane Date Template: MM/DD/YY ]
Schedule
Collaboration Working Hours
Home Map StartTime: |9 = End Time: | 18
Program Start

Dependency
Miscellaneous

[ Auto Adjust Dependency
Support
Histary Calcaniar

First day of week: 1 - Sunday

W

-

Cancel

Help

5.1.1.3. Adding Schedule to a Topic

You can add a Schedule to a topic by selecting the topic and then by performing one of the following

options:
e Right Mouse Click then choose Schedule

e Click Assign in Schedule group of the Schedule tab menu.

e  Press Ctrl+d with the keyboard
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o Testing o
O A Select Topic 8
Format... Al+Enter
& | Ccut Ctrl+X
53 | Copy Ctrl=C
[ Paste Ctri+V
Home Ideation Schedule Presentatior
Paste Special b _
) == n:l j Achievement
Delete Topic Drel = R N
Remove Property G Open  Assign Insert Start  End =
% Hyperlinks.., Ctrl+H Window Dependency | Date Date
Schedule
== | Page Break
Schedule  Cirl+D iz Assign schedule
Resource... 9 & =1} Insert schedule for selected
3 topic
Topic Mote ==

When you Add a schedule, two things will happen

e You'll notice a small, blue clock appear next to your topic text, indicating this topic has an associated
schedule

e  You'll notice the Schedule Window appear under the menus. The Schedule window will show the
selected task and automatically assign today's date as the schedule for this task. The schedule
window can be toggled on and off using the F4 key.

5.1.1.4. Changing Schedule Dates
By default, the Scheduler will assign today's date as the schedule for the assigned task.To change the date,
you can use the Schedule Window or the Details Window

5.1.1.4.1. Change Schedule Using the Schedule window

Project/ CMPLT Term 1 |2 .
. Subject o Start End 3031[1 |2 (3[4 [5]6 |7 [8 ]9 hoju1pzhahahsheprliensfpopifazpaa|
0 My Project 0| 02/01/09  02/21/09 1 n -
1 = Design 0| 02/01/09  02/21/09 1] n ||
2 Preliminary Specification 0| 02/01/09 | 02/07/09 1| i
3 Interface Architecture 0| 02/08/09 | 02/14/09 g 14 =
4 Critical Design Review 0 | 02A0/09 | 02A7/09 10 1 15 17 J
5 Final Review 0| 0248/09 | 02/20/09 12 b
[ Sign OFf 0| 02/21/08 | 02/21/09 al == bl -
1 T R 1 T
To Change the Start Date: click on the left edge of the schedule bar and drag it to the desired date.
To Change the End Date: click on the right edge of the schedule bar and drag it to the desired date.
To Move the Schedule: click in the middle of the schedule bar and drag it to the desired date.
5.1.1.4.2. Change Schedule Using the Details Window
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Details

LD [

Schedule Details Windows can be opened using

. one of the following methods:

] 1) In your Mind Map, double-click the clock icon
next to the topic text

Start Date: [ Thursday, February 12, 2009

End Date: [ Sunday, February 15, 2009 ]

2) In the Schedule Window, Schedule Pane,
double click the time you wish to edit

Achievement

Achievement(®) : 0 =

3) In the Schedule Window, Summary Pane,
] double click either the Start or End Date.

[ Ok ] [ Cancel

5.1.1.5.

Schedule Dependency
You can define scheduling dependency such that if taskl is delayed, all other dependent task schedules are
pushed back automatically.

|deation Schedule Presentation Cal

== B | Achievement H
—é :J _ .| B
Insert Start End = 5end
Window Dependency|| Date Date To~
Schedule [
%I -3 Insert Dependency
r“nl o
@ |

To insert a dependency between two tasks, first make sure the tasks have schedules assigned to them.
Then select the first task and press the Insert Dependency Button.

Move your mouse near the first task and you'll notice pink and red snap points appear. Just click any one of
them.

Now move your mouse near the second task hich will be dependent on the first task. Again you'll see the
pink and red snap points. Pick one and you'll notice a red line with arrow showing the dependency.

The dependency only shows on your Schedule pane.

Requirement Definition®©@ -~
Feature Chart{D) § =i
Process Definitiont!) v/

Interface Definition(™ P

Analysis

Analysis Meeting

Red line above shows task dependency.

Mimnp %

Mapper



‘)@) SimTech

2 3
e e e e e Y Y BN E R E e e e e e e e e e e e e e N N B B A R B T

2l i

H |
2] . Ja

22 " I1
lli'- 25

13 - ]
256 I 13

In the Schedule pane, dependency is shown by a dark blue line.

5.1.2. Calendar Window

Calendar o
o
S| 4 August, 2011 »
= Su Mo TuWe Th Fr Sa
311 2 3 4 5 6
E] 7 8 9 10 11 12 13
A 14 15[16]17 18 19 20
= 71 22 73 24 25 26 27
28 20 30 31
If a selected topic has associatedschedule information,
then those dates will be highlighted on the Calendar. September, 2011
Su Mo TuWe Th Fr 5a
You can change the schedule directly on the Calendar 1 2 3
pafne by clicking on the dates. Clicking on a selected date 4 56 7 8 9 10
will de-select that date. 11 12 12 14 15 16 17

18 19 20 21 22 23 24

If a selected topic does not have any schedule
25 26 27T 28 29 30

information, then clicking the dates on the Calendar will

add schedule information.
October, 2011

S5u Mo TuWe Th Fr 5a

You can also set start and end times for your schedule, as
well as the Achievement rate 1
2 3 4 5 6 T 8

9 10 11 12 13 14 15
16 17 18 19 20 1
23 24 25 26 2T 28
3031 1 2 3 4 5

Start Time: 0%:00 =

End Time: 1§00 =

-

achievement(:: [0

5.1.3. Resources
Resources are anything that is required to complete a task, and they also cost money. Resources can be people,

machinery, transportation, etc. You can define and assign resources for each task item.

5.1.3.1. Define Resources
You must schedule a topic before you can work with Resources. Once a topic has a schedule, you can define

and assign resources.
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To define a resource, go to Schedule Tab, Resource Group, Define Resources.

Schedule Presentation Collaboration Tool View
B [ Achievement | m + 2 3 G

= JEEEE il | 5 5
Start End M S5end Define. | Assign Export 5Send
Date  Date To~= Resource Resource Summary To -
thedule ‘ Resource |

Define Resource

+ Define Resources used in
the project

You can also simply Right-click the topic with a schedule, choose Resource / Define.

Select Topic L4

Format... Alt=Enter

& Cut Ctrl+X
Exy Copy Ctrl =
[ Paste Ctrl+V

Paste Special L4

Delete Topic Del
Remove Property L4
Hyperlinks... Ctrl+=H
Page Break

i, B

Schedule Ctrl=D

Eesource,., g

b | ko

Topic Mote

Process Status |

+ efine

=

That will Open the Define Resource dialog box.
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[ b
Define Resource
Resources defined in the current map: Currency:
Mame Costl Unit | 0
Bob 50.00|Hr
Joe 75.00(Hr
Mary 100.00|Hr
Jack Hammer 250.00 Day
Bulldozer 500.00| Day
Beam Projector 100.00 Day
Software Contractor 75.00|Hr
Design Cortractor 50000 Hr
P 3
) o) @ o) Coae

Click the "+" button to add a Resource. In this instance, we've defined 3 people (Bob, Joe, Mary), 3
Machines (Jack Hammer, Bulldozer, Beam Projector), and 2 Contractors. You can also input their rate as
cost per unit. Notice some have units of Hrs and some have units of Days.

5.1.3.2. Assign Resources

Once Resources are defined, they can be assigned to each task with a schedule.

Select a topic (with a schedule) that needs to have Resources assigned.
Start the Assign Resources dialog box by clicking the Assign Resource button in the menu.
You can also use the right-mouse button, and choose Resource / Assign menu.

Ideation Schedule Presentation Collaboration Share View
= | | Achievement % + 2 la—|
J 0% - I—p" & & ! D , l—"x
3 -
Start End Send Define = Assign Export Send Schedule Re
Date Date To~ Resource Resource Summary To
Schedule Resource R
Assign Resource

2 Assign defined resources to
& a task

Assign Resource Dialog box will appear:
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Assign Resource

Topic: tes Total(g): 1,250.00 0.00
Mame ‘ Cost ‘ Unit ‘ Planned{unit) ‘ Actual{unit) ‘ Flanned(s) | Actual(s) r

| Bob 50.00 Hr 5.00 0.00 250 0 |i
Joe 75.00 Hr 0.00 0.00 0 0
Mary 100.00/ Hr 0.00 0.00 0 0
Jack Hammer 250.00 Day 0.00 0.00 0 ]
Bulldozer 500.00 Day 2.00 0.00 1.000 0
Beam Projector 100.00 Day 0.00 0.00 i 0
Software Contractor 75.00 Hr 0.00 0.00 0 0
Design Contractor 50.00(Hr 0.00 0.00 i 0
q b

[ Define Resource... ] [ Reset l [ 0K l [ Cancel l

In this example, for this particular task, we've assigned Bob for 5 Hours and a Bulldozer for 2 Days. The

Planned cost is calculated automatically.

As the project progresses, the Actual times can be filled in by you. The Actual Cost will also be calculated

automatically.

The assigned resources and the summary of the cost for each task also appear in the Schedule Window

5.1.4. Achievement Rate

f b |
Details D
Date
Start Date: [ Sunday, February 08, 2009 ]
End Date: [ Saturday, February 14, 2009 ]
Achievement
Achievement({%) : 60 = |:|
QK ] [ Cancel l
.

As the project progresses, you can update the
Achievement rate for each task. This rate
show up in the Schedule bars in the Schedule
pane.

To set the Achievement rate, enter the
Details Window by double-clicking either the
schedule bar, or the dates in the Summary
Pan.

The Achievement rate is set to 60% in this
case. This is now reflected in the Schedule
Pane with a hatch design.
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5, Showing Achievement
e / Rate

1 15 17

B
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5.1.5. Exporting your Map to Microsoft Project
Please keep in mind that MindMapper is a mind mapping tool with some Project Management features. We do
not compete with other professional Project Management software in the market. Therefore, if you feel some
Project Management features you require are lacking in MindMapper, we recommend that you export your Mind
Map to Microsoft Project. Then you can continue to manage your project using a professional Project
Management package. Please see Section 5.3.3 for more details on exporting to MS Project.

5.2. Presenting Your Work

MindMapper provides built-in Presentation capabilities. You could choose to export your map over to Microsoft

PowerPoint and present with PowerPoint as well, but this is another option for you should you wish to maintain and
present the graphical nature of your maps.

5.2.1. Brief with Outline

@) AOEde s

Home Ideation Schedule Presentation

O Tas | Display Depth: +1 lew
E = w s

Display Font Size: Origin
Erief w/| Brief w/ Flay End
Cutline Scenario Slide = Presentation

Action

Brief w/ Outline

a Brief w/ Outline

—

Brief with Outline presentation will open an Outline window on the left side. The topic you click in the Outline
window will be highlighted in the main window, and all other topics will dim. If you click a topic that contains
other sub-topics in the Outline window, then the whole sub tree will become highlighted.

You can click from topic to topic and talk or present about the topic. All attention will be focused on that one
highlighted topic.
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r
I@ -0 Hd9 = = MindMapper 12 Professional - [Project Management
Home Insert Ideation Schedule Presentation Collaboration Share View
—_— —_— —_— ; . ire - i i — — —
E\ 5 | ) E Display Depth: All sub topics W Animation w == T _]_. ‘E
s == = Display Font Size: Original - & Auto Rollup _L ﬁ ﬂ y
Brief w/ Brief w/ Play End Open/Close| Default Capture P
Outline Scenario Slide - Presentation Y Grayout Color Scenario Scenario  Slide
Action [ Create Scenario [
Qutline o

= Project Management
2~ Scope Definition

. Data Migration Meeting

= Analysis and Planning

- Preliminary Specifications
- Hardware Requirements Do
- Data Migration Plan

- Preliminary Budget

- Review Software Specificatio
- Incorporate feedback

- Develope delivery timeline

- Obtain approvals to proceed

- Secure required resources
[=- Excution

- Phase - Initial Rollout
- Phase Il - Customization

:Data Migration Meeting ..:

5.2.2. Brief with Scenario

Brief with Scenario is similar to Brief with Outline. The difference is much more area of the map is highlighted in
this mode.

) M-S 9 o =

Home Ideation Schedule Presentation

T = * Display Depth: =1 lev
| i o g d.'i

Display Font Size: Qrigin

Erief w/ Brief w/ Flay End
Qutline S5cenario| Slide = Presentation

Action

Brief w/ Scenario

ﬁ Brief w/ Scenario
|

aung [«

The Outline Window on the left is now replaced with a Scenario Window. A scenario is defined as one logical unit
of the mind map. Typically it will encompass one sub-topic of your map.
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I"/_ Aa-DEEd9 o = MindMapper 12 Professional - [Project Management.twd] = | B
- Home Insert Ideation Schedule Presentation Collaboration Share View T @
_E_\ _E_\ _T Display Depth: | All sub topics = | ¥ Animation .-'= Tl % ?» '_g.?nll
= = = - Display Font Size: Original - | ¥ Auto Rollup _L :ﬂ i‘ - =
Brief w/ Briefw/ Play End Open/Close| Default Capture Print  Microsoft Image
Cutline Scenario Slide - Presentation ™\ Grayout Color Scenario | Scenario  Slide PowerPoint
Action Create Scenario Send To
Scenario e
1 Project Management
2 sScope Definition
—_— r a
[ inif
= [ Scope Definition(); ]
== L 4
il § 5
e
= General Meetingge

o SR

Project Goals \/
Administration \/

3 Analysis and Planning
- General Ledger
E-_:f_:@:m Sales & AR/
H'% Purchasing & A/P ?
Production
_ Fixed Assets
# Bxaution — Interfaces H{
E%T‘ Data Migration Meeting g

| SCRL ([T] =[5 [i] 121% (=)

5.2.3. Play Slides
Play slides will present your mind map in full screen mode using scenarios (scenario is one logical unit of mind
map). Each slide, or scenario will show one sub tree of your mind map, beginning with the title of your map. You

can go forward to next slide using right arrow, and go back to previous slide using left arrow. You can also use the
mouse left button to proceed to next slide. Click ESC to end the presentation.

5.2.3.1. Play Slides Options

ﬂ -5 d=9 o =

Home |deation Schedule Presentation
E [ 5 [ Display Depth: +1 lev
e e — Display Font Size: | Origin
Brief w/ Brief w/ | Play End
Outline Scenario | 5lide = | Presentation
Range... Action
Delay...
= Fepeat
=3
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5.2.3.1.1. Range
Select the range of slides to play in the presentation. Default is All

F ™
Range M

L

5.2.3.1.2. Delay
“Manually” requires that you move the slides by using the arrow keys or mouse click.
“Automatically after”setting allowautomatic slide presentation.

F B
Transiticn Delay M

Advance slide

) Automatically after

0:00 = min:sec

Apply to all slides

[ oK J [ Cancel

L

5.2.3.1.3. Repeat
Checking Repeat will cycle the presentation so it will run continuously.

5.2.4. Exporting your Map to Microsoft PowerPoint
Please keep in mind that MindMapper is a mind mapping program with limited presentation features. If you
require more presentation features, we recommend that you export your Mind Map to Microsoft PowerPoint for
professional presentation capabilities. Please see Section 5.3.2 for more details.

5.3. Integration with Microsoft Office
5.3.1. Microsoft Word

5.3.1.1. Exportyour map to Word document
You can start the Export process by clicking on the MM icon and selecting Export menu
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@ -l Sd9 o <
j Mew  Ctrl=Shift=N Export the map to another application
=a Microsoft Word
’5;, Open... Ctrl+0 QJ Export to Microsoft Word

| I T | , | Microsoft PowerPoint
[g_":,‘] Export to Microsoft PowerPaoint

& S | g | Microsoft Excel
’; El Export to Microsoft Excel

ﬁ Import [ 3 __'
== Microsoft Project

3 Export * [:. Export to Microsoft Project

. Microsoft Outlook
Print... 4 !
\"Il Export to Microsoft Outlook Tasks
="| send C
Microsoft OneMote

Ef? Export to Microsoft OneMote

b7 Prepare k

*,
Close

_°| MindMapper Options| |)( Exit MindMapper

This will start the Export to Microsoft Word dialog box

- h
Export to Microsoft Word ﬁ

MindMapper wil export the current map to the following file.

Template File:  C:\Program Files (x88)MindMapper 12{Templates'Headir

Destination File:  C:'\DocumentsMyMap. doc

Launch Microsoft Word upon completion
["] Export E-mail

Items to export: [¥] Note { [ Without topic )
Hyperlink
Relation
Image & Object (Excel, Visio, etc.) Scale (10-200) 100 2 %
Gantt chart at the end

Resource table at the end

oK ] [ Cancel ]’ Help ]

Click OK to use the default settings to convert to Microsoft Word document. Clicking Options will provide

more options to fine tune your export process.
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5.3.1.1.1. Template File
Select the Word template file (*.dot) if you wish to use your own. Otherwise, you can use our pre-
installed Word template.

5.3.1.1.2. Destination File
Choose the folder and filename of your output Word file.

5.3.1.1.3. Launch Microsoft Word upon completion
Start Microsoft Word after conversion is complete

5.3.1.1.4. Export E-Mail
Convert to Word, and then start your e-mail program, automatically attaching the converted Word
document in the email.

5.3.1.1.5. Items to Export
Choose items from your mind map that you wish to include or exclude from the Word document.

5.3.1.2. Import Word document into Mind Map
Press Microsoft Word button in the Import group to start the import process.

The Word document you are converting must be using Word Styles. Best Word documents to import are
documents in Outline form using styles such as Heading1, Heading2, Heading3, etc.

To see a perfect example of a formatted Word document, simply export one of your complex mind maps
and look at the converted Word document carefully.
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LN (dy®EZC o8

- 1549 ™

Mew  Ctrl+5hift+N

Open... Ctrl+= 0O
Save | L4
Save As | 4
Import 3
Export 3
Print... | L4
Send k
Prepare 4
Close

Import from another application

1
|
=

¢l

—!

=

o1

Import From Microsoft Word

Create a new map based on a Microsoft Word
document.

Import From Microsoft PowerPoint

Create a new map based on a Microsoft
PowerPoint slides.

Import From Microsoft Project

Create a new map based on a Microsoft Project
document.

Import From Microsoft Outlook

Create a new map based on a Microsoft
Cutlook Tasks.

j MindMapper C}ptions| |X Exit MindMapper

First dialog to appear is the familiar Open Dialog box. Navigate to where the desired Word document
resides, and then click Open.

-
@ Import from Microsoft Word

S

.. Bluetooth Exchange Folder

> |, Camntasia Studio

> 1) Comics

» . Computer and Technology

.. CoolMessenger Files

Micnew Tnterartive Stodine

File name:

@f\‘.}v| | » Libraries » Docurnents » My Documents » v|(v,|| Search My Documents Pl
Organize v New folder =~ 0 @
Documents libra \
4 Ml Desktop | e LIS W Arrange by:  Folder ~
4| Libraries =
4[] Documents Name Date modified &
4 | My Documents . Alcohel 120% 10/5/2008 736 PM
. Alcohol 120% | Alex & Justin 7/1/2011 10:14 AM
> 10 Alex & Justin | Automobiles 7/16/2011 11:41 AM
> 1. Automobiles || Bluetooth Exchange Folder 2/26/2007 1:49 PM

., Camtasia Studio 6,/23/2009 9:42 PM
10/12/2006 11:45 ...

8/1/2011 1:55 PM

. Comics

- Computer and Technology

- CoolMessenger Files

. Disnev Interactive Studios

4/27/2010 9:19 PM
12/14/20105:59 PM 7
¢

- [Microsoft Word Files(*.docx) VI

(o 1 |

Cancel ]

Next dialog is the Import Microsoft Word dialog box. This is the critical step of the Import Process. You
must match the styles used in your Word document to each level of your mind map.
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r -
Import Microsoft Word T |-
MindMapper will import Word document to a map.
Source File: | E:'VPatrick\Desktop\Download follow-up Emails. doox View
Select styles to identify topics for each levels, Styles defined in document
Main Title: Title 1/11f1.1.1 o
1fafi
Heading 1 Topic: Heading 1 article [ section
balloon text
Heading 2 Topic: Heading 2 bibliography
: g block text
Heading 3 Topic: Heading 3 body text
: " body text 2
Heading 4 Topic: Heading 4 body text 3
: g : body text first indent
Heading 5 Topic: Heading 5 body text first indent 2
: g body textindent
Heading & Topic: Heading & body text indent 2
: g body textindent 3
Heading 7 Topic: Heading 7 hanktﬂe
caption
Heading & Topic: Heading & ,dﬂf'f';g.. . Al
oK ] [ Cancel
L

The right column shows all the styles used in your Word document. Click the text box next to Main Title,
and then choose the style used for the title in your Word document in the right column. When you find the
corresponding style, double-click it, or just press the Arrow button in the middle of the dialog box.

Now click the text box next to Heading 1 Topic, and then locate the styles in use for Heading 1 topic in the
right column. Most likely it will be Heading 1 or Level 1. Double click it or press the Arrow in the middle of
the dialog.

You must repeat the above steps for all the styles you wish to import into MindMapper. If you're sure your
Word document only goes 3 Headings deep (i.e. Heading 3), then you can stop after assigning Heading 3 to
Heading 3 Topic box.

Once you've assigned all the styles, press the OK button to see your Word document morph into a mind
map.

5.3.2. Microsoft PowerPoint

5.3.2.1.

Export Mind Maps to PowerPoint Slides

Starting the PowerPoint Export feature will bring up this dialog box
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Export to Microsoft PowerPoint @

MindMapper will export the current map to the following file.

Destination File:  C:'\Documents{TestMap. pptx

Launch Microsoft PowerPoint upon completion

You can select a design template to format the converted slides,
Do you want to use a design template?

@ Yes  C:\Program Files {(x38)\MindMapper 12{Templates\Defaul

© No ( About Template |

Options. .. oK ] [ Cancel H Help ]

Click OK to export to PowerPoint using the default options. Click Options to set more PowerPoint exporting

options.

5.3.2.1.1. Destination File

Choose the folder and the filename of the output PowerPoint file.

5.3.2.1.2. Launch Microsoft PowerPoint upon completion

Start Microsoft PowerPoint after conversion is complete

5.3.2.1.3. Export E-Mail
Convert to PowerPoint, and then start your e-mail program, automatically attaching the converted PPT

document in the email.

5.3.2.1.4. Template
Select the PPT template file (*.pot) if you wish to use your own. Otherwise, you can use our pre-

installed PPT template.
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5.3.2.1.5. Options

Cptions

Select an export method:

(@ Zenerate PPT slides with topics!

Items to export: Mote

[] Auto Mumber
Image & Object (Excel, Visio, etc.)
Hyperlink

Generate PPT slides with presentation images

Topic

Ok

] [ Cancel

J

Help

In Options, you can choose to include or exclude certain items during the conversion.

5.3.2.2. Import PowerPoint Slides to Mind Maps

Click PowerPoint button in the Import group to start the PowerPoint import process. As with importing a
Word document, you'll see a familiar Open dialog box, where you can locate the PowerPoint document

you're attempting to import.
Your PowerPoint slides must be using the design styles feature in PowerPoint.
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-
@ Import from Microsoft PowerPoint

S

I Q@ Homegroup
> & patrickkeh
&> 1M Computer
3 “j Metwork
4 B8 Control Panel
i [38 All Control Panel tems

I By, Appearance and Personalization

m

[ 9 Clock, Language, and Region

> @ Ease of Access

3 @ Hardware and Sound

3 ‘E" Metwork and Internet

I Programs

[ % System and Security

> ﬂa User Accounts and Family Safety

-

@U'Lﬁ » Libraries » T |"| | ST WIS L |
Organize = C @
| 4 Libraries | = Libraries
[ @ Documents Open a library to see your files and arrange them by folder, date, and other pro...
[ éﬁ Music
I» [E5] Pictures — &| Documents
& B Videos ‘\y Library

File name: MindMapper 12 Report.pptx

& Music
S Library
&

Pictures
#s Library

ﬂ Videos
S Library

v ’Microsoft PowerPoint Files(*.pg Y]

| Open | ’ Cancel ]

-
Import Microsoft PowerPoint

A=)

File to import:

:\Patrick\DesktopMindMapper 12 Report.pptx View

| o

] [ Cancel ]

Before you complete the import process, you can choose to View the PowerPoint file by pressing the View

button.
5.3.3. Microsoft Project

5.3.3.1. Exporting Mind Maps to Project

This is a sample mind map with scheduling information
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3 B-0D5d92® =

MindMapper 12 Professional - [Project Management.twd]

m@g

<

Project Management

\

/

Home Insert Ideation Schedule Presentation Collaboration Share View T ‘@
ﬁ &b lfg -E' L W Arial |12 ~ B t f ofi~ -‘E == _Z (o] - {‘1 {*1 /@) Local Centering (
- p "
O | A2 B F U ghe TR = R T * * [&E A Topics
Paste New a Mote Table . Mapping Combo Branch Clipart Roll Roll Help
- j Topic~ 'E - @ TIET é 3\ - Direction Style = ®- “G T AR Up Down 'Q) Pan <
Clipboard Topic | Font F] Format F] Draw | Edit | View |
m Project/ ot 8 |Z|
= Subject 1 s [z B B [6]2 [2 B [+ B =
g ]
o 0 Project Management 1a[ ]2% -
a
= 1 [=/Scope Definition 1 2
!
—1 2 General Meeting b1 m—r1] (T
3 Data Migration Meeting pL]
E 4 [ZJAnalysis and Planning [ Ic
? 5 Preliminary Specifications i me—
=" 6 Hardware Requirements D... 25l 25
N am)
o 7 Data Migration Plan 25 ] 26 n
2los Preliminary Budget 75 ol 25 5
o a
& 9 Review Software Specificati.., Fr] =} 2
o | 10 Incorporate feedback 1 e 2 =
| &
11 Develope delivery timeline 1 f— 2
17 Mhiain annravals tn nraresd A= S 9
< < [ 3 =
o
2
o
S

Jaswolg E

[ Scope Definition; ]

|
[ Analysis and Planning(® ]

General Meeting e
—Project Goals y/
—Administration w/

- General Ledger
—Sales & AR/
—Purchasing & A/P P
—Production {

—Fixed Assets
Interfaces )

—Data Migration Meetingyu

—Preliminary Specifications @ @
—Hardware Requirements Documents ‘@
—Data Migration Plan ) (13

—Preliminary Budget @ (1

—Review Software Specifications .J@
—Incorporate feedback @ (%)

—Develope delivery timeline @ ()

—Obtain approvals to proceed ‘@

[ [ I

Map0  MindMapper Technical Supportiwd ~ SimTech USA Business Processitwd  Project Management.twd

Excution

—Phase | - Initial Rollout(™

—Secure required resources P (F) e

> Software Installation gy
—Configuration Seﬂings-‘

—Report Modifications{ 1)

[—User Training g

|—Pick up Customer Data for Migration
—Delvery Migration Data g

L_Data Migration Signoﬁ@ FE—
Phase Il - Customization (T}
—Review preliminary software specs{_
—Develop functional specs(T)

—Develop prototype based on function -
3

a4k

| E=EE e O U @

To convert to a Microsoft Project file, click Microsoft Project in the Export group:
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@@ od

Mew  Ctrl=Shift+N Export the map to another application

Microsoft Word
Export to Microsoft Word

-
Wzl
=

Open... Ctrl+Q =

Save ‘ » | Microsoft PowerPoint
@ Export to Microsoft PowerPoint

Save As ‘ b | Microsoft Excel

LIEI Export to Microsoft Excel
Import -

Microsoft Project

Export » l-:, Export to Microsoft Project

e ‘ 5 | Microsoft OQutlook

| [5T] Export to Microsoft Outlook Tasks
Send i’ Microsoft OneNote
E'f Export to Microsoft OneMote
Prepare 4

ON Wiy ®WETLLE

Close

ﬁ MindMapper Dptions| |X Exit MindMapper

That will show the Microsoft Project Export Window.

In step 1), choose your destination folder and filename for the output Project file

-
Export Wizard - Microsoft Project (1/3)

=

MindMapper wil export to the following file.

To use this name, dick Mext. To use a different name, didk Change and
enter another name.

Destination File

Change

< Back [ Mext = ] [ Cancel ] [

Help ]

In Step 2) choose which items to include or exclude from your Project file.
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g B
Export Wizard - Microsoft Project (2/2) [

Choose items which should be induded in the result.

[C] Note
[~ Hyperlink
[ Auto Mumber

Legend as Priority | Priority Setting...

[] all Topics

[ < Back ][ Next = ][ Cancel ] [ Help ]

In Step 3) Choose to launch Project after conversion. By checking “Export E-mail”, you can start your e-mail
program and attach the converted Project file automatically.

F Bl
Export Wizard - Microsoft Project (3/3) 5
Click Finish to start exporting. Select the option below to view the exported
result.
[¥]Launch Microsoft Project upon completioni
[~ Expart E-mail
[ < Back ][ Finish l [ Cancel ] [ Help

This is the sample output in Microsoft Project
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Resource Project View Add-Ins

3 Ganl

= @ 4
_j N Calibri u - DRSS

Format

ff Mark on Track ~

%2 Respect Links

“.- a1 5| Project Management.mpp - Microsoft Project

P Inspect ~
M

lo| Notes

Details

:Eg

o @@ =

o

CGhaar:tttv Faste f L & é T e élé = ‘%‘g’ Inactivate Mode ~ Tajk o Timeline ti‘{:l'k E -
View Clipboard Font [F] Schedule Tasks Properties Editing
@ [TeskName . |puration_ | Start | Finish _ |Prede [1ul 24,°11 1131, '11 [Aug7, 11 [Aug o
T[F[s[s[m[Tw[T[F[s[s[M[TIw[T[F[s[s[m[Tw[T[F[s[s[[5]
1 = Project Management 0.08 days Mon 7/18/11 Mon 7/18/11
2 - Scope Definition 0.01days Mon 7/18/11 Mon 7/18/11
3 General Meeting Odays Mon 7/18/11 Mon 7/18/11
a Data Migration Meeting 0days Wed 7/20/11 Wed 7/20/11 20
5 =/ Analysis and Planning 0.03days  Fri7/22/11  Fri7/22/11 =
6 Preliminary Specifications 3.87days  Fri7/22/11 Mon 7/25/11
7 Hardware Reguirements Documents 3.87days Mon7/25/11 Tue7/26/11
2 Data Migration Plan 3.87days Mon7/25/11 Tue7/26/11
] Preliminary Budget 3.87 days Mon7/25/11 Tue 7/26/11
10 Review Software Specifications 3.87days Thu7/28/11  Fri7/29/11
11 Incorporate feedback 3.87days Mon8/1/11 Tue8/2/11
12 Develope delivery timeline 3.87days Mon8/1/11 Tue8/2/11
13 Obtain approvals to proceed 3.87days Wed8/3/11 Thusg/a/11
14 Secure required resources 2.87 days Fri 8/5/11 Frig/s/11
15 = Excution 0.04days Mon 8/8/11 Mon 8/8/11
16 = Phase I - Initial Rollout 0.02days Mon 8/8/11 Mon 8/8/11
17 Software Installation Odays Mon8/s/11 Mon 8/8/11 14 % 8/8
18 Configuration Settings Odays Mon8/8/11 Mon 8/8/11
19 Report Modifications 3.87days  Tue 8/9/11 Wed 8/10/11
20 User Training Odays Thu8/11/11 Thug/11/11 < 811
21 Pick up Customer Data for Migration =~ 2.87days Thu8/11/11 Thu8/11/11 (=]
22 Delivery Migration Data Odays Thu8/11/11 Thu8/11/11 & 811
23 Data Migration Signoff 2.87 days Wed 8/17/11 Wed 8/17/11
24 = Phase Il - Customization 0.01days  Fri8/19/11  Fri8/19/11
25 Review preliminary software specs  2.87days Thu8/18/11  Fri8/19/11 23
26 Develop functional specs 3.87days Sat8/20/11 Mon 8/22/11
- Develop prototype based on 3.87days Mon8/22/11 Tue8/23/11
functional specs
28 Review functional specs 2.87days Tue8/23/11 Tue8/23/11
29 Incorporate feedback 2.87 days Wed 8/24/11 Wed 8/24/11
30 Obtain approvals 2.87days Thu8/25/11 Thu 8/25/11 L
4[] ¥« [u] b L
Ready | # New Tasks : Manually Scheduled | |EEE@—‘—U—@ r

5.3.3.2. Importing Project into Mind Map

Microsoft Project ships with a sample template called Commercial Construction. In this example, we'll

import that project file into MindMapper. This is a screenshot of the Commercial Construction template:
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iG] Fle Edt View Insert Format  Tools Project Colaborate Window  Help Type a question For help |+ @ %

P S ER ST 4GB 8= 5 da] L] B g | NoGrowp @ 7iE el

Pd 3 4 = T show- | Arid Bl B I U [E]= =] Mraks vy=|-,_ﬁ\!
~ | Resources - | Track - | Report - !
o Task Mame Duration Jan 4, '04 Jan 11, 04 Jan 15, '04 Jan 25, '04 Feb1,'04 Feb &, H
TIF 55 [M[T [T [F 5 5 [M[T [T [F 55 [T W[T[F[S|5[M[TW[T[F 5|5 [M|T W[T[F[55M]
DEI Three-story Office Building (T¢ 344 days
[=] General Conditions 17T days y
Receive notice to proceed 3days G.C. general management
Submit bond and insuranc 2 days ject G.C. general 25%]
Prepate and submit projec 2 days ot 25%].G.C.
Prepsre and submit sched 2 days G.C. genetal management[10%],G.C. project management
Ohtain building permits 4 days 1.G.C. pr. 1
Subimit prefiminary shog ot 2wvks project 1.G.C. pri
@ Submit morthly requests f 1 day ‘:—I
=l Long Lead Procurement 70 days
Submit shop drasings and 2wks ol contractor management
Submit shop dravings ant 2wks
Submit shop drawings and 2wiks
Submit shop drasings and 2wks
Submit shop dravings and 2wks
Submit shop drasings and 2wks
Detail, fabricate, and deliv 12 wks
[=] Mobilize on Site 10 days w
Inzstall temporary poswer 2 days Electric contractor
Install temporary water se 2 days Plumbing contractor
Set up site office 3 days .G.C. labor erew[10%]
Set line and grade benchn 3days
Prepare site - lay down y: 2days ading contractor,G.C. labor crew[10%]
[=] Site Grading and 35 days
Clear and grub site 3days Site grading contractor
Stone site access and ten 2 days Site gra ontractor
Rough grade site (cut and 1wk Site gradi
[T U E—. - ".ﬂ ﬂ N

Click Microsoft Project in Import group to get started.

B-0S5H o s

Mew  Ctrl+Shift+MN Import from another application
== Import From Microsoft Word
Open... Ctrl=0 .'_'é Create a new map based on a Microsoft Word
— ' document,
Save ‘ » | Import From Microsoft PowerPoint |

tﬂ Create a new map based on a Microsoft
— PowerPoint slides,

SERGE ‘ ' ——= Import From Microsoft Project
’-..T_ Create a new map based on a Microsoft Project
Import » document.

| Import From Microsoft Outlook

Export b \:-;n' Create a new map based on a Microsoft
’ " Qutlook Tasks.

Print... ‘ 4
5end L4
Prepare b
Claose

L} AN "3 @ L@/ |£v ﬁ I |-H..g LV

] MindMapper Opticuns| |x Exit MindMapper

Locate the Project file you'd like to import:
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r
a Import from Microsoft Project

S

[ 'l% Homegroup

A patrickkoh

4 M| Computer
b &, HP(Cy)
I =g FACTORY_IMAGE (D:)
I g Data (E:)

File name:

@UV|5 » Libraries » - |‘¢ | | Search Libraries )
Organize * 3=+ [l @
- . -
457 Favorites — Libraries
B Deskiop Open a library to see your files and arrange them by folder, date, and other pro...
=l Recent Places E —
|| SimTech &  Documents
'— " Library
. Download g forary
Downloads D
* Music
Library
4« Bl Desktop ~
| 45 Libraries E-J Pictures
> @ Documents <7 Library
I J? Music
I =] Pictures H Videos
Library
» B Videos < "

- [Microsoft Project(*.mpp) V]

[ open | [ cancel

)

Click OK to confirm importing

-
Import Microscft Project

File to import:

Here is the resulting Project file imported into MindMapper, including all the tasks in Map form plus the
Scheduling information in Gantt chart:
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MindMapper 12 Professional - [Map2] - [e/\patrick\documents\simtech\product development\rid\mm 12\localization\]

10 Submit shop drawings and...
11 Submit shop drawings and....

12 Submit shop drawinas and...
»

4 [,

- Home Insert Ideation Schedule Presentation Callaboration Share View T @
=) M cut lfa " 1 arial P R = r Q- -5 8- . 3 @ Loaal Centering |@
E3 copy E lj = o [+ o W G - P - 1= - { { [ anTopics
Paste .~ Note Table _ = - 4~ | Mapping Combo Branc h Clipart Roll  Roll Hel
F Format TDM. :ﬂ - W T E IS L A style PRy w82 - Up~ Down - ¥ Pan =
Clipboard | Topic | Font 5 | Format 5 | Draw | Edit | View
g] ™ Project/ ™ 1] 200711 2 B
o Subject 511 ]2]3]4 [s]6[7 [a]o hohahzhshishehfisrspoferfeapapafoshezleapofsabul1 [ 3[4 s [6]7 [a s hopuhepafishshehrhssfopipaleshaloslzehrpes]s [
% || 0 Three-story Office Building (76,.., - : « | Flags
2 || 1 ©General Conditions 1 IRASASAA LA
= 2 Receive notice to proceed ... f 3
3 Submit bond and insuranc... 4 i People
2l 2 Prepare and submit project.. 1
% 5 Prepare and submit schedu...| mJ }E] ‘ & 8 ‘ 3 8 ‘
| 6 Obtain building permits 4 1 Status
@ 7 Submit preliminary shop dr... m;L 11 '
E 8 Submit monthly requests f.. 4 ‘ . ? V ’ .
2 || 9 Elonglead Procurement B NEg [ ]
3

L
=
c
3
o
@
@

' Three-story
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(76,000 square
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<
MindMapper 12 Project Release.twd

General Conditions (T)

- Obtain bu

ilding permits
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0000e
0000

i i
-
8
T
W

Long Lead Procurement (T}~

= Submit preliminary shop drawings 4
= Submit monthly requests for payment @r@

Submit i d-ord d

Submit-shop-dr gs-and-order-long-lead

Submit-shop drawings-and order-long- eadltems -
Submit shop drawings and order long lead items - e
Submit shop drawings and order long lead items =~
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Map0d | Map2 |

I

Detail, fabricate, and deliver steel

N
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-
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[ e ]
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7| Location: » >

b
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Legend Edit Window

[EE T s —

5.3.4. Microsoft Excel

5.3.4.1. Export Mind Map into Microsoft Excel Spreadsheet
MindMapper allows 3 different types of exporting styles into an Excel spreadsheet. For this example, we'll

take this simple map.

My Project

Fruits

Vegetables

Dairy

Apple
Orange

Banana

Carrot
Cucumber

Celery

Milk
Cheese

Eag

To start the Excel Export process, press Excel in Export group of the menu bar.

»
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_@G}'UEH-@@ s

H
/ ‘_7 Open...
H Save
E Sawve As

@ Prepare

l:\h Close

[
Mew  Ctrl+Shift+M

Cirl+O

Export the map to another application

s Microsoft Word
h%' Export to Microsoft Word

1 Microsoft PowerPoint
@Jl Export to Microsoft PowerPoint

Microsoft Project

' -T.,,' Export to Microsoft Project

| Microsoft Qutlook
T f] Export to Microsoft Outlook Tasks

—  Microsoft OneMote
Eﬁ' Export to Microsoft OneMote

[ MindMapper Dptions] [X Exit MindMapper
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That will start the Excel Export Wizard

r - ~
Export Wizard - Microsoft Excel (173} S| Export Wizard - Microsoft Excel (2/3) =%
MindMapper will export to the following file.
To use this name, dick Next. To use a different name, dick Change and Choose export type.
enter another name.
(@) Horizontal Topic Arrangement
() Vertical Topic Arrangement
() Text Tree
Choose item to be induded in the result.
[Clg
[ schedule
Destination File
entWREDWMM 2009 WManualfExcel Sample. xls: JEMRG e
< Back [ Mext = ] ’ Cancel ] [ Help ] < Back ][ Mext = J [ Cancel ] ’ Help
| Export Wizard - Microsoft Excel (3/3) =50
Click Finish to start exporting. Select the option below to view the exported
result,
Launch Micrasoft Excel upan completion:
< Back ][ Finish ] [ Cancel ] [ Help
Horizontal Topic Arrangement:
A B C
1 My Project |Fruits Apple
2 Orange
3 Banana
4 Vegetables [Carrot
5 Cucumber
] Celery
7 Dairy Milk
8 Cheese
3 Egg
10
Vertical Topic Arrangement:
»
Minp =

Mapper



(& simTech

. B C D E F G H |
1 My Project
2 |Fruits Vegetables Dairy
3 Apple |Grange|Eanana Carrot |Cucumber |Celery Millehee&e |Egg
A
Text Tree
A B C
1 |My Project
2 Fruits
3 Apple
4 Orange
3 Banana
6 Vegetables
7 Carrot
8 Cucumber
9 Celery
10 Dairy
11 Milk
12 Cheese
12 Egg
14

Notes and Schedules: If you choose to include Notes and Schedules, this information will be exported as
Comments in each Excel cell.

Current version of MindMapper can only export to MS Excel. MindMapper currently does not import MS
Excel worksheet.

5.3.5. Microsoft Outlook

5.3.5.1.

5.3.5.2.

Export Mind Map tasks to Microsoft Outlook Tasks

You can export your MindMapper topics with schedule information to Microsoft Outlook. The exported
topics will be entered into Microsoft Outlook tasks. The due date for the Outlook tasks will be the end date
of the schedule in MindMapper.

Import Microsoft Outlook Tasks into MindMapper

Tasks you already have in Microsoft Outlook can be imported as a MindMapper file via the Import process.
Tasks will import as a mind map tree structure, and any corresponding scheduleinformation will be added
as the end date of the schedule.

5.3.6. Microsoft OneNote

5.3.6.1.

Export Mind Map to Microsoft OneNote
You can export your graphical mind map into free-drawing canvas of Microsoft OneNote.
To start the command, press the OneNote button in Export group:
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-raogde o -

L@@@@@%IQEQ

Mew  Ctrl=Shift=MN Export the map to another application
= Microsoft Word
Open... Ctrl+0 _‘L’__.—;JI Export to Microsoft Word
y | Microsoft PowerPoint
Save 4 1 ) .
@J Export to Microsoft PowerPoint
ZIREE | i’ o | Microsoft Excel
Ez.ﬂ Export to Microsoft Excel
=
Import 4
Microsoft Project
Export » ' "%, Export to Microsoft Project
. | Microsoft Qutlook
Print... 3 — )
L \,ﬂ Export to Microsoft Qutlook Tasks
send ’ Microsoft OneMNote
E’? Export to Microsoft OneMote
Prepare 3
Close

[,ﬂ MindMapper Dptions] [X Exit MindMapperl

Here is a sample mind map converted to Microsoft OneNote document:

MindMapper

'-W T B

MindMapper 12 Professional - [Project Plan (Bi-Direction).twd] - [e\patrick\decuments\simtech\product development\ré&dimm 12\sample maps\business\]

-:-Ehg

Home Insert Ideation Schedule Presentation Collaboration Share View i @
Cut N oz - - Local Cent o)
& cu lf:l -'El ‘ﬁ arial . P B ?%E D)’G 4 -W oO-2Z-Th- 84 D{‘ D{ 8) Local Centering @
23 Copy = R FIse * [ anTopics
Paste MNew Mote Table B 7 Uae =- A + | Mapping Combo Branch Clipart _ Roll Roll Help
- FFormat | fopic- ‘ﬂ - g - A-4 Direction Style - X~ 5| A% | Up- Down & pan -
Clipboard Topic Font ] Format ] Draw Edit View

opmvass @ || sumno || e i

Project Plan ‘

-~

Brainstorming :I—S
Quick Enumeration WOT Ana\ysws)

Meeting Minutes
Development Meetings °’!‘°UT Mee.nng
Release Weelings Testing Meetings

_/

- Tainng

Elementary School
High Schoal iddle School
Professionals ollege

Relgase Planning
Conference Planning
Business Trips

2P Lab Home Page
evenue Forecast
roject Process Planning

Daily Report
Market Trend eekly Report
Success/Failure Studies ase Studies

Test

Certiication Book Summary

d [

[0

First Time Usertwd | Map0 | Project Planning.twd | Project Plan (Bi-Direction).twd

m

»
4k

Shape

00000
OO0 o
(mf=le Y R-¥e!
Q>80 0k
WA 000
2o B0

®
[
2
S
g
5

Connector
ATt | Fune | SFI
Theme Color Change Theme

Standard Colors Custom Colors...

EE000NEEEN

Recently used colors

Transparent Gradation
Shadow: Set Remove
>
Thickness:| | — e e |
patterm:  [—|= === ]=-=[= -
Style: =

Arrow:

[[E]=

Bl o U+ () .
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OneNote

@“ I,(:-) v [HE= Untitled page - Microsoft OneNote E@u
Mme Insert Share Draw Review View & e

ER =] B BEHX ORI oo e

MNormal |Full Page Dock to Page Rule Hide Paper Zoom Zoom Mew  MNew Docked Mew 5Side Keep
View View Desktop | |Authors|| Color~ Lines = Page Title Size Out In _'4175% Window Window MNote onTop
Views Authors Page Setup Zoom Window
| OneMote Guide | MNew Section1 3¢ Search All Notebooks (Ctr+E) @ = |
ST i L’N..v <
- ) Untitled
Untitled

Project Plan
' Goncept

Brainstormn,
WOT Analysis

Quick Enumeratio e T
Conference Flznnin P Lab Home Page
Business Tri evenus Forecast
= . roject Process Plannin:

-
Vs s -  Repor
Development Mestings—]— Yorkout Mesting
Felease Mestings——1esting Mestings
Daily Report—
Markst Trend—{—YVeekly Repan

SuccessFailure Studies—©25¢ Studies

@ Work Motebook @ Fersonal Motebook m OneMote 2007 Guide v

o
=
3 o Misc.
L]
=
= [ Test |
=
o Cerification
= Elementary Schoot—] 5
= High School—{ —Middie Schoal
= Pr i ollege
s}
w - e [t | smiesprc: | oo | i
e | eremarar @i |Gy s
— Thursday, Augest 18, 2011 CUsMUGSIRRRI AppDety Local'SimTechidindMasoer 2005200 Y2 amples Susiness'Project Pian (SHDinecion) . wd

5.4. More Ways to Share your Mind Maps with Others
Besides converting your Mind Maps to an Office document for sharing with others, MindMapper also provides more
ways to share with your colleagues.
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Mew  Ctrl=Shift=h Send a copy of the document to other people
lﬂ As Map Attachment...

r?;f Open... Ctrl= 0 =" Serjld the active document through electronic :
A mai 1
H I Save | 5 8 As Image Attachment... :
—+ Send current map as an email image |
— attachment
= Save As 4
= As Image Attachment (Selected Area)
._ Send the selected area as an email image
‘ Import U attachment
As Pack Attachment...
j Export . i Send current map as an email attachment
Print | . . As Pdf Attachment...
_’I_, Send current map as an email Pdf document
—= attachment

Send

5% Prepare 4
")

Close

ﬁ MindMapper Gptinns| | »{ Exit MindMapper

5.4.1. Send As Map Attachment
Start your default Email program and automatically attaches your current working MindMapper file for sending.
Your colleague would require either the MindMapper program or a MindMapper Viewer to see the file.

5.4.2. Send As Image Attachment
Start your default Email program and automatically attaches your current working MindMapper file as an Image
attachment. Your colleagues just need any picture viewer to see your mind map file.

5.4.3. Send As Image Attachment (Selected Area)
Start your default Email program and automatically attaches your selected image of the map as an image
attachment.

5.4.4. Send As Pack Attachment
Start your default Email program and automatically archives your current map with all the hyperlinked files into a
single Pack file. The Pack file is attached to your email. Please see section 4.8 for Pack and Delivery feature.

5.4.5. Send As PDF Attachment
Start you’re your default Email program and automatically sends mabp file as PDF attachment.

5.5. Personal Knowledge Management System (PKMS)
The PKMS features were designed to organize and manage your collection of mind maps. Once you start creating many
mind maps, you'll find a need to search through your old maps looking for some particular information. These functions
will help you do that and more to truly make your collection of maps your own personal knowledge management
system.

Minp %

Mapper



‘)% SimTech

5.5.1. Extract Topics

f@ -5 -d

1]

Home Ideation Schedule Presentation Collaboration Tool View
Lf |_f f— Split i i F " -
’ Consolidate |_| — Iabil _ _
Excel Excel Equation Create Extract Set  Cancel Purge Special Screen  Auto
Sheet Chart Folder Map Topics _J Page Break Topic Topic Topic | Characters Capture Sum
Object Structure Field Others
ﬁ Extract Topics
&' o Extract certain topics given
g;_ = a set of conditions for your
m existing maps
F ™
Extract Topics @lﬂ
Extract Topics allows you to search Condition:
through your collection of mind maps [¥] Text Title -
and Extract topics with certain (=] Detai Condition:
keywords. All the found topics will be [ Foreground Color | IS v |
collected and combined into a new map. [F]Background Color
] Legend E]
Clicking Extract Topics will open this [Flschedue ((8/15/2011 | and [ 8/15/2011 |
dialog box. [7] achievement 0 (%) and 0 (%)
. ["|Resource [ v]
Text: enter the text you wish to search
Apply to:
for here.
= twd
Detail Conditions: you can check any
other detailed search criteria
Apply To: enter files and/or folders
where you wish to search for your mind [Lookin potes e [ Delte
map files by clicking Add. (=Joptn:
[ Match case [~ Match whole word
Options: more search options to narrow [ inchude root node (@] nclude sub folder
your requirements [ 1ndude map style Create node of condition
Hyperlink orginal map
[ oK ] [ Cancel
b

5.5.1.1. Extract Topic Sample

This diagram shows a sample document. Below diagrams show the results of certain extraction operations.

This example shows Extraction feature being applied to the current map. However, Extraction can also be

applied to all your saved maps on your computer.

[ Original Map ]
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Froposal and Team Formation (& H‘cp;&da'dTeamdsamr-beW'guﬂ [ Cheres
" Modification (1) Mestrgs for ModFeation il B

Relegse (1) Orine Marusgy P& £ am

[ Extracted by Resource ]
All Topics with a Resource are extracted

Proposd s Team decusson Meetrng o P
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ey ML Ok chubs
(Eﬁ'-ﬂ_'tﬂlﬁ!_w.ﬂuw
i, Cooe Devskopment v 1D~
Teskil Mnl-nzmdrnt,&

Tank rl’.\’ﬁl‘l’\f Paﬂ- _ﬂ ey

Lkm'M.ﬂ.ul"

Sty and anaysis on current state (5 Mesting for Stucy and st e I
P'o-.wsala'r:lTeamFormamn _Proposd and Toam derussion soctng el b Chisk:

Map Extract Rekase Dy or Prooct
by Resourcs
| l.:l'utht*:‘d'-eﬂ.k' -
cedl and Team Formation (01 1 Sat Frarces yu S35
Tmm’rrulmnan:l paration gadd _ Fek
) Progal e Team (hesson Meetng e f) Tk
Server POE pagon 1) __msating plen e Desnpe@_ Rk
[ D(N t."]. [f= fl:l'
sating Room " | Testt,  Fun intemal Test yul
= l‘-l'l:-:ifp:,a'lj:n-i- Tash Compistion Report we€l  an
Bgdepsn (1 Irpeetion for Prajeck Complition uo €
[ Extracted by Text ]

All topics containing text "Park", "Jim" and "Charles" are extracted

Study and englysis on curvent status (0 Regeement Spechication g 3T Farkdl

i 3
(PrmalmeFummﬂm WMWMQW& _—

| Tﬁtﬁ,.a_ Rescruit Bata Te;'.ler:”::]-! P.-kgg
Modification: T Modfication Schedes g Park @

Shudy and aralysis oo current stabus (0 Interface Defrin (D7) am i)
fﬁuﬂmalm Team Formation(® L.'x‘rtrlrt Cr-.:fu«...o_g_

Ma pl Extract
by Man

Fun Exiemal test (U 3 ﬂ
I r-'h:.-:lH"It'.h'r.h:u'-L Tzak, Cornpiation Pl

Release ¥ Crine Mauelua ) | -\ME )

Smdy ard analysis on current etabue (0
Prcpmlﬂ'dTmmebﬂnl"

Procegs Diefrition (T} Charles 3

Proposal and Team deoussion Mesting gy b, Chares @

Error code Defnmr ‘-fmet 'J ksl
Swstarm Migration Plan (T . cmrhsﬁ

(T} Charkes
\ Release (T} Project Complstion Report (0] Chories @3

[ Extracted by Text Color & Background Color]
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All Topics with Text Color Red and Background Color Yellow are extracted

Study and analysis on current status (1 Reourement Specinstion gy P &3 JKT_ Pak
o Corstruct Schedu il
I{P’m-pmalarﬂTea’nFﬂfmatmh_. et —Y e
Charks

Extract®

b Development: "

Char ks

et plan for M;lﬂ_acﬂ
Bug Pepsrt B0 @

Test{Ty  Test Fxenution Sheet (1@

Modification (1

Tssk Completion Feport gkl

Map Extract
by Color

'.Rglcaseh I"hc-:tln'c\l-*wﬂcpft‘_"ﬂ Charken

Etud'f and analysis on current status ) Frocess Defrmon D7) @ Crarkes

,PmpasddemFumaﬁun'

Cat Fnances o B R

} Development (1 mwﬂwm_@j{m
b, Tesk ™ RmmﬂTatH_g_
nh'bdlilcatm B Peport (D@ (1) Charkes

Charles

Release S'rsixmmmnkmt’ A P

Trairing (Taheover ) Manud T8

5.5.2. Search Maps

Wgzﬁ -:|-|_1 [ ‘'m=local

Cllpart
B - %~ 8- Iy search Map

| Draw || &€y Internet search

F9

#4 Find & Replace Ctrl=F  [¢

=

Search Map feature will dig through all your saved mind maps and look for conditions that you specific for your

search criteria. All matched results will

This sample will search for the keyword
"project plan" in mind map files contained in
"E:\Patrick Documents"

| add.. »| | Delete
You can add other file or folders to search by Option:
cIicking the Add button. [ Match case [T Match whole word
Include sub folder ["| create topic of condition

F ™
Search Map lilg
Search Keyword: -
Target folder ffiles:

E:'\Patrick\Documents

[ Look in notes
[7] Add search result to the current map

[ CK ] [ Cancel

Mimnp L’i

Mapper



‘)@) SimTetr:h

5.5.3.

Search Map... (33/53)

File: E:VPatrick\DocumentsSim. .. \Wedding Chedkist. twd

R | s
Result:
File Topic Mote  Path Jr
sample maps Project Manage... E:\Patridd,Dc:u:ument:lil
elements of a busin... Pro-forma inco... E:'\Patricdk\Document:
one page proposal At least 2 proje... E:\Patrid:\Documenty
one page proposal Project progress E:'\Patrick\Document:
project budget Project Mame E:'\Patrick\Document:
project management  Project Goals E:'\Patrick\Document: =
1| 1 [ F
Errar files:
File

Cancel

The search results are listed in a new "Search Map". Double-clicking each item will open that map.

If you choose the option "Add Search Results to the Current Map", in the previous dialog box, each search list will
be added as a topic to your current map, and will be automatically hyperlinked so you can easily click the topic to

open the file.

Search Internet

MindMapper allows you to select a topic and search the internet to learn more about the topic.

This sample shows the topic "Funding" is selected.

Development

Market Analysis

Business Plan

Human Resources

~ Production

Clicking Internet will open your web browser and search the selected topic. Default search engine is Google, but

you can change this in the Options page. See Section 5.5.3.1 "Changing your Search Provider".
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: 4 Find & Replace Ctrl=F [

Clip art
= ++
3> - K- .,;i Search Map
Draw ) Internet search P
Below example shows the sample search results.
@ Funding - Google Search - Windows Internet Explorer E@Q
Q Q | http://www.google.com/search?source=ig&thl=endiq= %46 %75 %6 E 3664 769 36E %61 + | +3 | X | Wikipedia P v‘
File Edit Miew Favorites Tools Help
—— —— . . »
W [BBH& Title - Googl.. ]Yp title - Yahoo!... | £7 Live Search: .. [ Funding .. [ I oo~ v = v [ Page v {(J Tools v
Web Images Video Mews Maps Gmaill more v My Account | Sign out  *
Google ww Seneh | s
MNew! Wiew and manage your web history
Web Results 1 - 10 of about 195,000,000 for Funding [definition]. (0.21 seconds)
US NSF - Funding Sponsored Links I
Guide to Programs/Browse Funding Opportunities ... Find Funding. The National Science
Foundation promotes and advances scientific progress in the United ... Help make a difference.
www.nsf.govifunding/ - 39k - Jul 26, 2007 - Cached - Similar pages - MNote this Cast your vote for 1 big project.
American Express funds the winner.
Funding - Wikipedia, the free encyclopedia www. membersproject.com
Funding or financing is to provide capital (funds). which means money for a project. a person, ) B
a business or any other private or public institutions. ... Need Funding?
en.wikipedia org/wiki/Funding - 23k - Cached - Similar pages - MNote this 2000+ Investars.
Get Funded!
Funding Net goBIGnetwork.com/Funding
Commercial Real Estate Funding; Commercial Funding: Invoice Funding: Venture Capital .
Funding; Funding Corporation ... Need Angel Funding?
www.funding.net/ - 22k - Cached - Similar pages - Mote this Prepare to pitch an Angel Investar
Learn the Angel Investor process
ScienceCareers.org | Funding Angel-Investor-Guide.com/Funding
The new Funding Mews and GrantsNet 2.0 feature comprehensive coverage of new science
opportunties from private and public-sector organizations, ... Allied Mortgage (AMFEC)
sciencecareers.sciencemag.org/funding - Similar pages - Note this Hard Money $100,000 - 55,000,000
Interest Rates from 11.99%
Funding Opporturfities at the UCLA International Institute www alliedmortgage. net
Please refer all questions to eriginating funding agency. 11/9/2007 ... Graduate School of
Education & Information Studies Funding Opportunity ... Apply Fora Gr_ant Now
www.international.ucla.edu/funding/ - 24k - Cached - Similar pages - Note this Help Make Our Air Clean Today!
Home, School, Business, etc. Grants
Funding Sources www_GreenTagsUSA org
Indexes of funding sources for nonprofit and government agencies. . - . . - e
http:/fmaps.google.com/mapsiseurce=ig&thl=en&q=Funding&u 0 Internet | Protected Mode: On #100% ~

5.5.3.1. Changing your Search Provider

The default search provider is Google. If you wish to change the search provider, goto Options window in the
MindMapper menu.
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Cptions

===

Default Style
Legend
Fishbone
Schedule
Ideation
Collaboration
Web Folder

Home Map

Miscellaneous
Support

History

Location

Working Directory:  C:\Documents

Clipart Directory: | C:'\Users\Pictures

Search Proyider:  http:/fwww.google. com/search?hl=en&gq=TEST

Etc.

Radial direction: @ Top-down (0 Dockwise
Legend position: ) Left @ Right
Default word-wrap width: & inch

After creating new topic: | keep focus on parent topic =

Multiling note tool tip
Open hyperlinked web page in new browser
COpen hyperlinked webpaage using built in browser
[ open home map when startup
[ open all recent files when startup
[T Reset last saved window positions when exit MindMapper

Fit to Window on Double Click

L T SR PR S FPRPPCY | Nl ST = 1] PRSIRN

(]
-]

m

CK ][ Cancel H Help

Setting your own Search Provider

1)

2)

5.5.4. Create Folder Map

Launch your favorite browser (Internet Explorer, Chrome, Firefox, etc.) and go to your favorite search site (i.e.
google.com, yahoo.com, msn.com, etc.)
Now do a search on the text “TEST”. It must be all capital letters.

Copy the contents of the address bar and paste it into the "Search Provider" box shown above.

This feature allows you to capture a graphical representation of your folder structure in your hard drive and

display as a mind map. Each file in the map is automatically hyperlinked to the actual file.

You can elect to increase the text font size if the folder size gets larger, or if the number of files in the folder is

large.

If the selected folder structure is too complex and it takes too long to create the map, you can press ESC to cancel

the operation.
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Home Ideation Schedule Presentation Collaboration Tool View

DY@ BB, TEE Q 8

% Consolidate

Excel Excel Equation Create Extract Set  Cancel Purge Special Screen  Auto
Sheet Chart Folder Map Topics _J Page Break Topic Topic Topic | Characters Capture Sum
Object Structure Field | Others

Create Folder Map

Create a map of your
computer's folder structure

sepuaje) i

F ™
Create Folder Structure m

Select a folder to visualize:

C:\Documents My Musich, B
Display file count/size
@) Below Topic (71 Mext to Topic 71 Mote
Fant size:

(@) Increase font size by file count in the folder - 10 files
() Increase font size by file size in the folder - 10 MB

) Mone of above

Qption:
Outline folder topic

[ add file as topic

Add topics using folder names

5.5.4.1. Create Folder Map Sample

This diagram shows a sample folder structure in "E:\Temp" with 4 folders: Data, MM, MyMusic, and
MyPictures.
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—.
@l\_/}'l . % temp b

V|‘f||529r':h

File Edit View Tools

Folders

lA . temp

. Data

L MM

L MyMusic
. MyPictures

L

Help

.. System Yolume Inform =

‘ Organize ~ :z Views ~ LB Explore
Favorite Links Name
[El Documents b Data
o MM
. Pictures ) MyMusic
; Music || MyPictures
More »
v

B 5lide Show & E-mail

=

Date taken

1 item selected

M Computer

This is the resulting operation in MindMapper:

o S o

[m]
O

Data
3 Files o

MyMusic 4
3 Files) .

SSCES532.dll
TwidFilt.dll

TwdPreviewExe.tut

MM .
1 Files 8

MMS0.6063 eng.exe

103 - Sgt. Pepper's Lonely Hearts Club Band.|

105 - Lucy In The Sky With Diamonds.mp3

107 - All You Need Is Love.mp3

MyPictures 4
(10 Files) a

S5canl0006.PNG
Scanl0007.PNG
S5canl0008.PNG
Scanl0009.PNG
S5canl0010.PNG
Scanl0011.PNG

Scanli0l12.PNG
S5canli0l3.PNG
Scanliol4.PNG
Scanliofls.PNG
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5.5.5. Sort Topics

WC‘*“E

5.5.5.1.

%v

I:I-[1 _[1 %an

- -{B’ - 10 i,"l - @I Al
C“part . — [ T [
2k X~ & T By Topic Text
Draw By Legend |
By Topic Text Color
By Topic Fill Color
By Schedule
By Achievement
&) Customize...
[ Sort Topics M1
: ) All lower levels
Sort Conditions:
1st: [Text v] @ Ascending  (7) Descending
2nd: ’(None) v] (@) Ascending Descending
3rd: [[None) v] (@ Ascending Descending
[ OK ] [ Cancel
| %
Sort Example

Sorting adds must more power and
functionality in MindMapper. You can
easily sort topics based on a number of
conditions.

The parent topic of the items you want
sorted must be selected first. If the root
(main topic) is selected, then the entire
map is sorted.

You can sort by the pre-defined set of
Text, Legend, Text Color, Fill Color,
Schedule or Achievement. If you prefer
customized Sorting, click Customize:

Using the Customize option, you can make

even more powerful sorting conditions.

Let’s assume we have the following document. We’ll show various sorting conditions and the resulting

document.

[ Original Document ]

Sub Topic . Topic 554

Sub Topic ;

| Frasscld LT Tem Tree Tot = - " 2|3
L s £ [ St | Erd | iDesl | Aol [Fomed] Howe | [HHEHHHHHAHHHEHHHHE A HHHH{EEHE = '
o[ T NG = all
1| Topicd 0| B | DeEAr | o - 5
e Toped 0| tBETAT | CeIATT 5 - : o
F Tegex | 0] (80T | [BEAT 4 T =
4| Toped 0| ey | pemza? [ w 7
5| Topkd 0 temsa | pesa 1 .

" @

L] LIk R & & . b

L=

Sub Topic :E

Topic 1 Sub Topic 9

Sub Topic " Sub Taple P

Sub Tapic - Topic 40 .E.

Sub Topic SubTa;plc &

L TOpic 200 "Sub Topic 2

Sub Topic . Sub Topic i

L

-

a

(&

[EE

i

= &
\Toplc: 30 E’ ‘Sub Topic

Sub Topic

Sub Topic
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[ Sorted by Topic Text]
Child topics are sorted alphabetically.

Sub Topic
Topic 107 Sub Topic
Sub Topic Sub Topic
Sub Topic ", Topic 4 D@
SubTopic /e a0 Sub Topic
Tﬂplt‘. 200 F}{r_ Sub Topic
Sub Topic. Sukb Topic
Sub Top_ Topic 550 4 c o
Sub Topic \ Sub Topic
Topic 300 i/ Sub Topic
Suh Topic

[ Sorted by Legend ]
Child topics are sorted by the order of the Legend icons. The order of the Legend icons is determined by
their placement in the Legend Toolbar.

Sub Taopic
Topic 20 QKSuhTu
Sub Topic Sub Topi
Sub Topic " Topic 4 g
SubTepic .~ TNmama e 9 Sub Topic
Topic 5% Sub Topic
Sub Topic . Sub Topic
Sub Topic . Topic 15 4 - &
Sub Tapic Sub Topic
\Topic 30k Sub Topic
. 5ub Topic

[ Sorted by Text Color ]
Child topics are sorted by the color of the text. White comes first, and Black is last in this order.

Sub Topic
Topic 20 %Suh Sub Topic
Sub Topic Sub Topi
Sub Tapic ‘_\rjropic 40
SubTopic .~ ammadaf ' Sub Topic
Topic 505 Sub Topic
Sub Topic . Sub Topic
Sub Topic . Topic 15 4 o o
Sub Topic Sub Topic
\‘I‘opic 30k Sub Topic
. 5ub Topic

[ Sorted by Fill Color ]
Child topics are sorted by the background color. In this case, Black comes first, and White comes last.

Minp %

Mapper



‘)@) SimTech

Sub Topic
Topic 2703 Sub Topic
Sub Topic . Sub Topic
Sub Topic -, Topic 5T
Sub TﬂPiﬂ} ..... fre? Sub Tepic
_ Title __Topic 3¢ F / Sub Tag:u:
Sub Tapic Sub Topic
Sub Topic ., Topic 17 4 - &
Sub Topic - Sub Topic
\Topic 41 Sub Topic
~.5ub Topic

[ Sorted by Schedule ]
Child topics are sorted by the start date of their schedule.

Sub Topic
Topic 30 F ' Sub Topic

Sub Topic ~sub Topi
Sub Topic . Topic 27
SubTopie -~ Wil Sub Topk

TCIEIC SSQ_&*’ Sub Topic

Sub Topic Sub Topic
Sub Tapic >Toplc 40
Sub Topic \ Sub Topic
Topic 1 / " Sub Topic
*. Sub Topic

[ Sorted by Achievement Rate ]
Child topics are sorted by the Achievement rate of the tasks.

Sub Topic

Topic 10 Sub Topic
Sub Topic . Sub Topic
Sub Topic ™. Topic 35 F
Sub Topic _\Y—ﬁ-—"mw?“" . Sub Topic

| _ Topic 4(18 /" Sub Topic

Sub Topic :i Title ~. Sub Topie
Sub Topic . Topic 5®&¢ 4 = .
Sub Topic \ Sub Topic

Topic 258 Sub Topic
. Sub Topic
5.5.5.2. Sort Example

6. Chapter 6 - MindMapper Collaboration Service

6.1. Introduction
Online collaboration allows multiple people in remote locations to share and contribute to the same file, reducing
time, space, and expenses compared with traditional meeting held in a physical conference room.
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6.1.1. MindMapper Collaboration Service
MindMapper user can hold remote online meetings with other MindMapper users. Each participant can

access the meeting through the internet.

6.1.1.1. Easily create meetings anyplace
Do you still meet in a conference room? With MindMapper collaboration, you can join a meeting as

long as you have an internet connection

6.1.1.2. Reduce meeting time with simultaneous, real-time inputs
Each participant can input his/her ideas simultaneously in real-time.

6.1.1.3. Instantly create a meeting report when the meeting ends
MindMapper Collaboration will create a one page report of meeting automaticallyas the meeting

concludes.

6.1.2. MindMapper Collaboration Benefits

Benefits of MindMapper’s visual representation added to the benefit of remote multi-users adding real-time
input allows more efficient meetings and project management without time and space constraints.

Multiple users can input ideas simultaneously

Meeting participants can join the meeting remotely

Share multiple files using hyperlinking in your meeting map

Create meetings anywhere and anytime

Visualize the entire project flow in one map

Synchronous/Asynchronous map update

YV V VY VYV

6.1.3. MindMapper Collaboration Features

6.1.3.1. Invite MindMapper or non-MindMapper users
Participants do not need licensed MindMapper to have join collaboration service. However, participants
with a licensed copy of MindMapper will get the full benefit of MindMapper program.

6.1.3.2. Automatic Report Generation
After the meeting, with a click of a mouse, you can generate a meeting minutes.

6.1.3.3. Document sharing
Share any or all your files with the meeting participants

6.1.3.4. Voting
Use the Voting feature to quickly decide on an issue

6.1.3.5. Meeting time scheduler
Set a meeting timer to end the meeting on time.

6.1.3.6. Chat
Chat with all or certain participants

6.1.4. MindMapper Collaboration Process

6.1.4.1. Create New Meeting
e login
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e Add a file to share with other
e Add participants
e Start collaboration with other

6.1.4.2.  Join a Meeting
A. As an invited participant without an account
e Check email for MindMapper Collaboration invitation
e C(Click Join Collaboration

B. As an invited participant with an account
o Check email for MindMapper Collaboration invitation
e Click Join Collaboration
e Invited meeting will be stored in the By others menu
e If you want to join the meeting again, simply go to the By others and click Join

C. As an organizer
e Click on any of the files listed in the By me menu
e Click Join Collaboration

6.1.5. MindMapper Collaboration Requirements
Meeting Organizer needs to have MindMapper 12 Arena or Academic license to host an online collaboration
meeting.
Meeting Participants with a MindMapper 12 Arena or Academic license will enjoy the best online
collaboration meeting experience. Meeting Participants without a MindMapper 12 Arena or Academic license
can also join the online collaboration meeting . Internet Explorer is required, and they’ll also be required to
download and install a plug-in on their computers.

Minp
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6.2. Getting Ready

6.2.1. Updating MindMapper
MindMapper Collaboration Service requires MindMapper 12 Arena. You can update to the latest

MindMapper build by going to the Help menu then choosing Check for Updates.
* _I:_*; o) Local Centering
* [ an Topics

52 olih e
| View @ Help |
Tutorial Map -

MindMapper map gallery on the Web
MindMapper on the Web
Check for Updates...

About MindMapper

You can verify if your MindMapper 12 Arena can use the Collaboration Services by looking at your menu. If

your menu contains the Collaboration tab, then your product is ready.

T
S EEEE
Home Ideation Schedule Presentation Collaboration Tool View
— e = LK =i O ol
N WIS = Braste - D4 o B0,
L L~ B 1
v, C = iy % cut = _ @ -
Mew Join.  Pause End Vote Minute | Control Topic Note =
- -3 Copy BF ~ TS
Session | Clipboard | Topic

6.2.2. Create an Account
You must create an account before using the service. Please click Register on top right of the Arena main

page.
Or you can go to our website www.mindmapper.com and click Login then click Register to create a new

account.

Register

Email Address : | |

Faszsword ! | |

Confirm Password ; | |

Register

Note: If you have already created an account for our previous online storage Web Folder, then you do not

need to create another account.
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6.3. Create a New Collaboration Session

Home |deation Schedule Presentation Collaboration
To create a
7~ e = = 4 Paste
new M - +
y Ky & 11| B Yor | Gl
o -
m'ee INE, Mew | Join Pause End Vote Minute | Control Topic I
click the - 22 Copy
New Session | Clipboard |
commar!d in N
the Session S S
) reate a new collaboration
group. “}3—"—& meeting
Email || |
Address LOIGIN
You'll be Password | |
prompted to
login [ ] KEEP ME SIGNED IN
| lost My Password | Resigster
MindMapper) Arenc
ppsi" Arena My Info | Logout | HELP
Introduction Sorthy: Select v a Properties
Cllaboraton Title (Map filename)
i New
After logging Password
in, you will = By me
see Arena i By olhers First Level Editing Permission -
. @Orgamzer [OFY
WlndOW Address book
Description
appear. In
order to
start a new
collaboration
. Participants + edit
click on New.
1 OK

Minp %
Mapper



‘)@) SimTech

f'?‘ x
@ http://jsdc.mindmapper.com/Tconstruct=colEdi

New Collaboration

New

Collaboratio Select a Mindhapper File(.twdx) and set
n  window propetties to start collabaratian.

will appear

with Title, Title(kap file name)

Password D!‘?\?‘Users"ﬁ"admin‘?\?‘[ﬁrupk
(optional),

First Level PRES Lol |

Editing |""

Permission,

Description, First Level Editing Permission
Participants. ® organizer O all

Fill out the Cescription

information Please join this online meeting to see
and click how we can better improve note taking|
Send

Invitation.

Farticipants

Support Sales

Send Invitation | ‘ Cancle

6.4. Collaboration Meeting Email

When the meeting information is filled out, Send Invitation has been clicked, the collaboration emails will be sent to
all participants. The invitation email will contain information such as:

» Collaboration File Name

» Organizer

() :%
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» Date
> Meeting Description

The Meeting email will also contain a link to join the meeting. The participants need to simply click this button to join
a meeting.

6.5. Arena Site Menu Explained

6.5.1. Collaboration Menu

A. New: Browse your local
computer and upload
TWDX file you want to
share with others.

B. Recent: List of most
recent files you have
worked on.

: .
MmdMappE‘ﬁrenﬂ

C. By me: List of files you
have shared. You are the
organizer of the meeting.

Introduction

Collaboration
D. By others: List of files
others have shared with
you. You are the
participant of the meeting.

Mew
Recent
E. Address book: List of

contacts by individuals or
groups.

By others

Address book
F. Image view: Click this
button to see the preview
of the file.

G. Post: You can post your %.
map to social media outlets
or message boards. Simply
past the HTML source code
and input it to any outlets

that allows direct HTML Start |
input. If not, you can still
copy the map link and paste
it to social media outlets or
message boards. Anyone
who clicks on the link will
be able to see the map in
Flash viewer.

Status Menu
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I. You can view your maps
in thumbnail or list.

6.6. Join a Meeting

6.6.1. For Account Holders

Start
MindMapp
er and click
Join in the
Session
group

You'll be
prompted
to login.

3 Home Ideation Schedule Pres

G &8 W =

Mew loin Pause End Vote  Minute

Session
= Join
g &
LOGIN
Email |
Address LOGIN
Password

[ ] KEEP ME SIGNED IN

| lost My Password | Resigster
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file Edit View Favorites Tools Help
x  &cConvert » P Select

: ~»
MmdMappirJArena My Info | Logo

Select a file Bt cduction Properties
from Collaboration Bty |Deel T i

Recent Title (Map filename)
menu, or N

from files - By mo
Shared by i By others

you ( By me Address book
ThinkWise 12 Arena Ideate New Test Document MindMapper 12 Arena MindMapper Main Description

menu); or L WhatisNew Test Benefits
from files

shared by

others (By

others

menu) and

click Join.

B ar B iz’ Password

First Level Editing Perr
@ Organizer

i |
Fibwgllseg Kmiad k0

Participants

6.6.2. For Participants

6.6.2.1. MindMapper 12 Arena/Academic Users
Be sure to update your MindMapper to properly use the Meeting features.

To join a meeting, simply press the Join Collaboration button in your collaboration invitation email.
This will automatically start your MindMapper program and join the meeting.

However, if your email invitation has been lost, you can still join collaboration using MindMapper
program. However, this can be done if you are a registered member of MindMapper Arena and the
organizer added your ID to the list of invited participants for the collaboration meeting.

6.6.2.2. Non-MindMapper Users

For users who do not own a license of MindMapper 12 Arena, we offer iMindMapper that is equal
in look and feel, as well as feature-set, as the MindMapper 12 Arena program.

iMindMapper requires Internet Explorer, and you need administrative privilege to download and
install a plug-in on your computer.
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To join a meeting, be sure your Internet Explorer is set as the default browser, then click the Join
Collaboration button in your collaboration invitation email.

You'll get a warning to install the iMindMapper software. Click Install

Internet Explorer - Security Warning

Do you want to install this software?
Mame: IMindMapper
Publisher: SimTech Systems, Inc.

More options Install ] ucun't Inskall |

@ ‘while Files from the Inkernet can be useful, this file type can potentially harm
wour camputer, COnly install software from publishers wou trust, What's the risk?

After installing, you'll be joined in the meeting automatically via iMindMapper.

6.7. Running a Meeting

Running a MindMapper Collaboration Service meeting is a breeze for MindMapper users, since the same program is

used for the meeting. You can do all of your MindMapper tasks, such as assign a topic, adding sub-topics, moving
topics, adding styles, adding schedule, etc.

For information on using MindMapper, please refer to chapters 2 through 5 in this help manual.

6.7.1. MindMapper Collaboration Window
This is an overview of the MindMapper Collaboration window:
Left pane contains the Attendee list, and a Chat window.

The Menu bar adds Collaboration tab with pertinent menu groups, such as Session, Vote, and Report.
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6.7.2. Attendee List

Attendee List shows all the logged in attendees and also their status.
If you click on an attendee, the map will show the branches that they have added, showing their input and

participation.
Online - MindMapper Main Benefits &

Attendee List:

& salesMindMapper (M)
1 MindWMapper 12

In the above example, blue icon shows that participant is online. (M) denotes moderator. Greyed out icons

represent participants who are not online.

6.7.3. Chat

To send a chat to everyone, just type in your text into the Chat box and press Send. Everyone in the meeting

will see your message.
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Private Chat

To chat privately with an individual, select that
attendee, and click the Chat button. A separate chat

window will open.

Reguest Reply [ Chat 1
Note: Private Chat works only when 3 or more people =
are logged into the meeting. Add attendee Change Moderator

Chatting @

Chatting: Pat

MindMapper zays:
thiz iz a private
MindMapper says:
chat window

6.7.4. Add Attendee

If you would like to add more attendees for the shared map collaboration, click on Add Attendee to send an
invitation to join.

6.7.5. Request Reply
You can use Request Reply to ask for input from certain attendee on a specific topic.

Steps to use Request Reply:
e Select a topic where you want another attendee to answer
o Next, select the attendee who should provide an answer
e C(Click Request Reply button

The selected topic will now show that you’re expecting a reply on the subject. The attendee in the meeting
should see the message and add his/her thoughts to the topic.
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6.7.6. Change Moderator

You can change the moderator of the collaboration session. By default, the one who shared the file
automatically becomes the moderator.

6.8. Vote
Voting allows you to quickly make a decision in real-time with everyone’s input. You can use the Vote feature
to decide which of the selected candidates are the best choice.
In the below example, suppose you're split between the schedule being on Monday or Tuesday. To put that
to a vote:
Select the candidates (in this case,
Monday and Tuesday) and click |
Define as Choices in the menu. —
—
[Chaces Rk | | me: [0
Vote dialog box will pop up. _ s @1eh. Osmn
Enter the Subject for this vote and e ] Qe Uk
. Schedule -
click OK F Tosiy | = |
| Cose
Select the duration of the Voting
period and then click Start.
Select one and press 'Vote',
Every atte.ndee will see this dialog pop Choices Result e (o358
up on their screen. Monday
Tuesday L
Select your Preference and click Vote. ® S min.
When all votes are in, you'll see real-
time results on the screen.
6.9. Minutes

Minutes menu has 3 functions: Preview, Save, and Tool
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6.9.1. Preview
6.9.2. Save

6.9.3. Tool

6.10. Control

Minute| Control

- -

i Edit
H Save As

Tool

3

Preview command transfers your current mind map into a Word report format and lets you edit the

content before saving as a Word document.

If you're satisfied with your meeting report and do not need any editing, then you can use this

command to save your mind map to a Word document.

Share command lets you share your mind map with others by other means, such as saving to MS

PPT format, sending as email, or saving as PDF, for example.

i

i@

i ABEIE

Tool L4 Export

Microsoft Word
Microsoft PowerPoint
Microsoft Excel
Microsoft Project
Microsoft Qutlook
Microsoft OneNote

Send eMail

As Map Attachment...
Send current map as an email image attachment

As Minute Attachment..,

Save as

Web Pages
Image
Image Map
FDF

XPS

Control menu has 6 functions: Create Meeting Link, Attendee Statistics, Split Meeting, Topic Permission, Save

Limit, Version History.
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6.10.1. Create Meeting Link

This creates a link to the meeting that you can paste onto any communication medium such as email, SMS,
messenger, Facebook and so on. Just click on the link and iMindMapper will load to begin collaboration
session.

6.10.2. Attendee Statistics

This feature provides number of topics each participant created.

6.10.3. Split Meeting

If you have a topic that needs to be worked on separately, you can split that topic branch and make it into
another shared map. This newly split map is not hyperlinked to the original collaboration map.

6.10.4. Topic Permission

You can assign read/write permission to topic and its children.

6.10.5. Save Limit

With Save Limit, you can limit certain attendees from saving work in the map.

6.10.6. Version

Version and Revision manager allows you to keep track of the meeting map’s changes. You can create a
snapshot version of a particular map, and then go back to that snapshot if you feel the meeting map is not
progressing in the direction you are thinking.

Versions are not created in real time. You must save the current map, then end your session (for yourself only), then
re-join the meeting to see the revision history.
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Version and Revision Manager : brainstorming meeting ﬁ1
Version and Revision Manager | Revision Detail
Crrder Date User Action Version _: [ View ]
_
y

6.10.6.1. Version and Revision Manager

6.10.6.1.1.

6.10.6.1.2.

6.10.6.1.3.

View
Click view to the view the current actions entered into the map. The list is comprehensive from
all user inputs.

Create Version
To create a snapshot of the current map, choose Create Version and enter a descriptive name.

Rollback
Choose Rollback to go back to a previous Created Version. Map will automatically regress back to
the saved point, and you can continue your meeting from that point forward.

6.10.6.2. Revision Detail

6.10.6.2.1.

6.10.6.2.2.

View
View details of the current version

Play
Play the current version from the beginning, showing the task and steps of each input.

6.11. Ending a Meeting

To end the meeting, click on End menu from the session group.

(B A OEd9 e s

Home Ideation Schedule

Vote Minute

-

Session

You have 2 different options to end a meeting.
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[ End Meeting S |

Please select an option:

i@ End the meeting now for everyone!

(7 Keep meeting open for others but quit my session

|:| Save meeting map on my PC )4 ] [ Cancel

Be sure to check “Save meeting map on my PC” if you want to save your meeting map locally on your

computer.

6.11.1. End the meeting now for everyone
This finalizes the current meeting, and everyone will be prompted to leave the meeting. Everyone will have a

chance to save the meeting map file locally on their computer.

6.11.2. Keep meeting open for others but quit my session
The Meeting organizer can quit his/her session, but still keep the meeting open for the other attendees. The
remaining attendees can contribute to the meeting map, and can also exit and join the session freely while the

meeting is open to others.

The Meeting Organizer can re-join the meeting anytime to check the progress of the meeting map. To join the

meeting, follow the steps outlined in section 6.5.1

Attendees can also leave and re-join the meeting. For attendees, please use the email link to re-join the
meeting. This is outlined in section 6.5.2.

6.12. Collaboration Service Options
Collaboration Options are available in the MindMapper Options dialog box.
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F B
Options ﬂ

Default Style

General
Legend
|| Login automatically when program starts
Fishbone
Show intro screen when program starts
Schedule
) Save map to my PC when meeting ends
Ideation
- Collaboration _"‘ Minute
Wieb Folder Maximum level: 3 =
Home Map Indude note
Migcelaneous
Support
History

[ 0K ]’ Cancel H Help

Setting: Option to save collaboration session locally
Minute: Controls Meeting Report Minutes options
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