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Introduction

Trademarks

MatchWare, MatchWare Mediator, MatchWare MindView and MatchWare ScreenCorder are
trademarks or registered trademarks of MatchWare A/S.

Mind Map and Mind Mapping are registered trademarks of the Buzan Organisation.
iWork, QuickTime, Pages and Keynote are trademarks or registered trademarks of Apple Inc.

Microsoft, Microsoft Office, Microsoft Word, Microsoft PowerPoint, Microsoft Excel, Microsoft Project,
Microsoft Outlook, Microsoft FrontPage, Microsoft Windows, Windows Media Player, Windows
Explorer and Internet Explorer are trademarks or registered trademarks of Microsoft Corporation.

The 2007 Microsoft Office Fluent User Interface is subject to protection under U.S. and international
intellectual property laws and is used by MatchWare A/S under license from Microsoft.

Flash is a trademark of Adobe Systems Inc. (formerly Macromedia, Inc.).
Other brand or product names are trademarks or registered trademarks of their respective holders.

This Product is copyrighted © 2002-2014 by MatchWare A/S. All rights reserved.

MatchWare and MatchWare MindView are trademarks or registered trademarks of MatchWare A/S.
Other brand or product names are trademarks or registered trademarks of their respective holders.

Information given in this documentation can be changed and represents no obligation on
MatchWare, its Publishers or Agents. This documentation is copyrighted © 2002-2014 by
MatchWare A/S. All rights reserved. This documentation is not to be copied, photocopied,
reproduced, translated or transferred to an electronic media or machine sensible form without a
written authorization from MatchWare or its Publishers.

IMPORTANT You should read the following MatchWare License Agreement (EULA) carefully. If you
install, copy, download, or use this software Product, you agree to be bound by the terms of this
agreement. If you do not agree with the conditions, you are not entitled to install and use the
software, and should immediately return the software package and all other material in this package
along with proof of payment, to the authorized dealer from whom you obtained it for a full refund of
the price you paid. Do not make any illegal copies.

MatchWare License Agreement

USE

This is a legal agreement between you, the end user, and MatchWare A/S ("MatchWare"). The
enclosed software program ("Product") is licensed, not sold, to you by MatchWare for use under the
term of this license.

Prior to using the license to the Product you must assign it to a device, which becomes the "licensed
device". A hardware patrtition, blade, external hard drive, Flash drive etc. is considered to be a
separate device.

You may install and use one copy of the Product on the licensed device. Further, the primary user of
the licensed device may install and use another copy of the Product on a laptop.

This Product may be freely moved from one computer or location to another, so long as there is no
possibility of it being used by more than one person at a time. You may make one (1) backup copy
of the Product.

A Terminal Server is a computer allowing other Client computers to run applications on the Terminal
Server such as but not limited to a Microsoft Terminal Server and a Citrix Server. If the Product is
installed on a Terminal Server you need a license for each Client computer that can run the Product.
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You may add users by paying for a separate license for each device you wish to add. When
installing the Product on a server which allows multiple, concurrent users to access and run the
Product, you must license (purchase) additional licenses for each computer.

When using Remote Desktop technologies you may access and use the Product provided that only
the primary user of the device hosting the remote desktop session accesses and uses the Product
with a remote access device. You are not permitted to use the Product on both the device hosting
the remote desktop session and the access device at the same time.

You may not rent, lease, loan or license this Product or any copy.

You may not reverse-engineer, disassemble, decompile, modify or create derivative work of this
Product.

ACTIVATION

Mandatory activation is required when using the Product. When activating the Product certain
information about the Product and the device will be sent to MatchWare. This information includes
version, language, product ID of the Product, device internet protocol address and hardware
configuration. By using the Product you consent to the transmission of this information.

EDUCATIONAL LICENSES
Commercial use of Educational Licenses of this Product is prohibited.

You agree to not use an Educational License to engage in commercial activities including, without
limitation, the following activities:

+ offering for sale any products or services;
# soliciting for advertisers or sponsors;
# conducting raffles or contests that require any type of entry fee;

» displaying a sponsorship banner of any kind, including those that are generated by banner or
link exchange services; and

+ displaying banners for services that provide cash or cash-equivalent prizes to users in
exchange for hyperlinks to their web sites.

Some educational multi-user licenses offer home use rights for teachers (and students). Any
additional DVDs purchased to facilitate such home use may not be installed or used on the
respective educational institution premises, buildings or campus.

If you are enrolled in the educational subscription program for the Product, the use of the Product is
subject to the Subscription Agreement and this License Agreement.

TRANSFER OF THE PRODUCT

You may transfer all of your rights to use the Product to another person, provided that you transfer to
that person the entire Product package, DVDs, documentation, and this statement, and transfer or
destroy all copies in any form. Once you transfer the Product you no longer have any rights to use it.
Only the person to whom the Product is transferred may use it in accordance with the copyright law,
international treaty and this statement.

If you have purchased an upgrade version of the Product, it constitutes a single product with the
MatchWare Product that you upgraded. For instance, the upgrade and the Product that you
upgraded cannot both be available for use by two different persons at the same time and cannot be
transferred separately.

OEM VERSIONS OF THE PRODUCT

An OEM version is a license of the Product that is distributed with a hardware device by the device
manufacturer. An OEM version of the Product is identified as an OEM version either on the cover of
the DVD (or CD) and/or in the main title bar within the Product.

You may transfer all of your rights to use the OEM version of the Product to another party only with
the licensed hardware device, provided that you transfer to that person the entire Product package,
DVDs, documentation, and this statement, and transfer or destroy all copies in any form. Once you
transfer the Product you no longer have any rights to use it. The OEM version of the Product may
not be transferred separately without the hardware device.

COPYRIGHT
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All intellectual property rights in the Product and user documentation are owned by MatchWare A/S
or its suppliers and are protected by United Kingdom copyright laws, other applicable copyright laws
and international treaty provisions. MatchWare A/S retains all rights not expressly granted.

CLIPART

This Product may contain clipart ("Clipart") such as images, sounds, video clips etc. All intellectual
copyright for the Clipart is owned by MatchWare A/S or licensed by MatchWare A/S.

MatchWare grants you a non-exclusive, non-sublicensable right to use the Clipart in presentations or
web sites created with this Product, including in runtime versions of the Product. There is no royalty
due for such use to MatchWare. The Clipart may not be sublicensed or made available to any
person or entity that does not have a legal license of this Product.

RUNTIME VERSIONS

In some MatchWare products (including this Product) you have the opportunity to make runtime
versions or web sites of your applications. Your runtime versions or web sites and the distribution of
them are subject to all of the following conditions:

* You may not remove or alter any MatchWare copyright, trademark, or any other proprietary
rights.

* You may not use MatchWare's or any of its suppliers' names, logos, or trademarks to market
your runtime version. You may state that your runtime version was made using this MatchWare
Product.

* You will remain solely responsible to anyone receiving your runtime versions or web site for
support, service, upgrades, or technical assistance. The recipients will have no right to contact
MatchWare for such services or assistance.

* You will indemnify and hold MatchWare, its related companies and its suppliers harmless from
and against any claims or liabilities arising out of the distribution of your runtime versions.

LIMITED WARRANTY

MatchWare warrants the physical media and physical documentation provided by MatchWare to be
free of defects in materials and workmanship for a period of ninety (90) days from the original
purchase date. MatchWare will replace defective media or user documentation at no charge,
provided you return the item within the warranty period. If MatchWare is unable to replace defective
media or user documentation, MatchWare will refund the amount you paid for the Product. These
are your sole remedies for any breach of warranty.

LIMITATION OF LIABILITY

The entire and exclusive liability and remedy for breach of the foregoing limited warranty shall be
limited to replacement of defective media or documentation. In no event shall either party be liable to
the other party for any special, indirect, consequential, exemplary, punitive, incidental, or similar
damages, including but not limited to, loss of profit, data, or use of the Product, even if MatchWare
has been advised of the possibility of such damages. MatchWare makes no representation or
warranty that the Product or documentation are "error free" or meet any of the user's particular
standards, requirements, or needs. In no event shall MatchWare's liability exceed the aggregate
amounts paid by you pursuant to this Agreement. To the extent that applicable law does not allow
the exclusion or limitation of implied warranties or limitation of liability for incidental or consequential
damages the above limitation or exclusion may not apply to you.

INTELLECTUAL PROPERTY INDEMNITY

MatchWare will, at its expense, indemnify, defend and hold Customer harmless against any and all
action brought against you to the extent that it is based on a claim that the MatchWare Product or
any part thereof or any MatchWare trademark used in relation thereto, when used within the scope
of this Agreement, infringes any trademark, copyright, trade secret, patent or other intellectual
property right, and MatchWare will pay any costs, damages and/or attorneys' fees awarded against
you in such action or payable pursuant to a settlement agreed to by MatchWare. The foregoing
obligation shall be subject to you notifying MatchWare promptly in writing of the claim, giving
MatchWare the exclusive control of the defense and settlement thereof, and providing all reasonable
assistance in connection therewith.

U.S. GOVERNMENT RESTRICTED RIGHTS
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This Product and documentation are provided with RESTRICTED RIGHTS. The Product and
documentation are developed at private expense and no part of them is in the public domain. Use,
duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph
¢(1) and (2) of the Commercial Computer Software Restricted Rights clause at FAR 52.277-19 or
subparagraph c(1) (ii) of the Rights in Technical Data and Computer Software clause at DFARS
252.227 - 7013. Manufacturer is MatchWare A/S, Vestergade 48F, 8000 Arhus C, Denmark.

GENERAL

This agreement is governed by English law and any dispute connected with this agreement and/or
the Software is subject to the exclusive jurisdiction of the English courts. The export of this product is
governed by U.S and UK export regulations.

What is a mind map?

A mind map is a highly effective way of getting information in and out of your brain - it is a creative
and logical means of note-taking and note-making that literally "maps out" your ideas.

All mind maps have some things in common. They have a natural organizational structure that
radiates from the center and use lines, symbols, words, color and images according to simple, brain-
friendly concepts. A mind map converts a long list of monotonous information into a colorful,
memorable and highly organized diagram that works in line with your brain's natural way of doing
things.

One simple way to understand a mind map is comparing it to a map of a city. The city center
represents the main idea; the main roads leading from the center represent the key thoughts in your
thinking process; the secondary roads or branches represent your secondary thoughts, and so on.
Special images or shapes can represent landmarks of interest or particularly relevant ideas.

The mind map is the external mirror of your own natural thinking facilitated by a powerful graphic
process, which provides the universal key to unlock the dynamic potential of the brain.

The five essential characteristics of a mind map:
® The main idea, subject or focus is crystallized in a central image.
The main themes radiate from the central image as 'branches'.

]
# The branches comprise a key image or key word drawn or printed on its associated line.
® Topics of lesser importance are represented as 'twigs' of the relevant branch.

]

The branches form a connected nodal structure.

Twig
Branch = [
Y Twig

Mind Maps and MindView

MindView™ brings to mind mapping all of the following features:
# [Information can be added as fast as you can type.
Editing all aspects of the mind map is easy, without having to redo the whole mind map.
Clip art, digital images, audio and video clips can be inserted.
Colors can be added to words or branches to highlight associations.
Connections are shown with easily generated links or arrows.
A large mind map can be divided and linked to a new mind map file.
A mind map does not have to be limited to the boundaries of a printed page.

Multimedia and Web distribution is supported.
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Mind maps in education

Students of all ages have discovered the advantages of applying mind maps to their studies.
Whether you are note-taking from a teacher, a book, a computer or a video, or note-making for an
essay, a report, or a web site, the simple, flexible collection of the key data facilitates the processes
of learning, thinking, ordering, creating and remembering. Furthermore, all subjects areas and
textbooks can be mind mapped.

Mind Maps are also brilliant route-maps for the memory, allowing you to organize facts and thoughts
in such a way that your brain's natural way of working is engaged right from the start. Traditional
note-taking methods:

# obscure the key words and information

® are not easily memorable

# waste time with the quantity of connecting words

# are not using all the cortical skills, and so do not creatively stimulate the brain
Mind Maps on the other hand:

# assist with the brain's ability to concentrate

# allow the essence of the material to become evident

# make visually apparent the relative order of information

# make connections between ideas easy to see

# boost our confidence in our ability to learn
And so mind maps keep the "love of learning" alive.

Achieving Curriculum Standards with MindView

National and state curriculum guidelines in every subject emphasize the importance of developing
creative thinking and information management skills. These can be achieved in MindView through
mind mapping, outlining and brainstorming. MindView's mind maps are highly effective guides that
empower students to plan and organize their work, structure research or analyze complex topics.
These important skills are critical for improving academic performance and for future success as
business professionals.

Mind Map development improves the performance of students of every ability level. Research points
to a significant increase in understanding and retention when oral discussions and presentations are
supported and enhanced by visual and hands-on learning opportunities. It is critical in this "age of
Information" to train both learners and workers to extract, organize and prioritize the most important
information from large quantities of written material. Mind map development is ideal for individual,
small team or large group activities.

MindView provides you with detailed curriculum-aligned templates for Language Arts, Sciences
and Social Studies including History and Geography. They cover a range of learning levels and are
supported by over a thousand high quality clip art images created specifically to suit all areas of the
curriculum. You can base your own mind maps on any of these templates, and customize them as
required to meet your particular study needs, whether in the home or the classroom. Ideas and
suggestions for expansion are given in their many notes and pop-up comments.

Mind maps in business

As classical brainstorming provides a great diversity of ideas, each individual involved in creating a
mind map becomes an extremely valuable part of the process. It is therefore the perfect tool for
business people to share ideas and build-up information for a particular subject.

Mind Maps:
# organize and clarify thinking about an idea
# savetime
® generate new ideas
# make fresh connections between ideas
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concentrate and keep track of a topic

provide an excellent overview

help you to remember far more far better

® make sharing ideas easier, faster and more fun

This means workers can operate far more effectively, generate more stimulating ideas and
essentially, people become more effective in their jobs.

In summary, mind mapping® has a whole range of advantages that help make your life easier and
more successful. The mind map helps you to gather more information, organize the information and
gain immediate access to that information when you need it again.

MATCHWARE

=
viinoy

7\
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MindView 5 is a highly effective way of brainstorming ideas visually, developing them and
increasing the comprehension of complex concepts. Ideal for use by individuals, small teams or
large groups, MindView generates illustrated Mind Maps® which you can use in presentations,
study guides, web sites and more. With a range of export options such as HTML, Microsoft
PowerPoint® format and Microsoft Word® format, MindView is an effective and versatile concept
development tool.

Mind Maps can be applied to every aspect of life where improved learning and clearer thinking will
enhance human performance. They are particularly useful in the areas of education and business.
See "Mind Maps in education" and "Mind Maps in business".

Mind Maps are illustrated frameworks of organized, prioritized, linked ideas that develop or relate to
a subject or concept.

Sub-idea Sub-idea

Sub-idea Sub-idea

Sub-idea Sub-idea

Sub-idea Sub-idea

MindView lets you think and learn visually by creating mind maps. Mind maps have been
demonstrated to increase organizational skills and creativity, to develop memory retention and
deepen understanding of concepts. See "What is a mind map" for a more detailed description.

Outlining written documents

Mind Mapping is an ideal way to create an outline for written documents such as an essay or a
research paper. MindView allows you to brainstorm ideas for your chapters in a completely free and
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non-linear way. It is important to keep in mind that when you later export your mind map to
Word, main ideas are exported as main headings, sub-ideas as sub-headings and so on. One
of the great benefits of using MindView, as opposed to mind mapping on a piece of paper, is that
MindView allows you to reorganize your ideas in the right order by dragging and dropping them in
the mind map once you have finished brainstorming them.

When exporting to Microsoft Word format you can include the text notes, comments, pictures and
other elements which you have placed on your mind map. This means that you can actually start
writing your paper while brainstorming in MindView, as the text will be included in the exported
document.
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Exporting

MindView allows you to use your mind map in various different ways by exporting it to HTML,
PowerPoint format, Word format (see the previous section), RTF format or various picture formats.
However, MindView has been optimized for storyboarding and planning web sites and multimedia
presentations:

When storyboarding presentations, an idea in your mind map represents a page (HTML) or a
slide (PowerPoint) in your presentation, a sub-idea represents a sub-page or sub-slide and so
on.

You can attach files to branches (ideas) in the mind map, such as Flash files, pictures, text,
sounds and videos. These files are included when you export to HTML and are displayed on
their respective pages.

MindView lets you create hyperlinks (which can be displayed as buttons), branch connections
and other interactivity that is also included when exporting.

When exporting to HTML you can choose from a range of ready-made templates offering
different top bar and side bar navigation styles. You can customize these templates according
to your needs.

MindView allows basic web editing during the HTML export. You can for instance place the
various elements where required on each individual page. No coding or scripting necessary!

Working with timelines

The MindView Timeline view is a great way of displaying your work. Simply add dates or times to
your branches and switch to the Timeline view to see the information displayed along a horizontal
time axis. Different timescales (for example standard, geological and historic) let you tailor the
timeline to suit your needs. You can zoom in or out, expand or contract the timeline scale, and
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condense empty stretches of the timeline by inserting break marks. A structured display lets you see
one level of branches at a time while accessing the sub-branches through hierarchical lists.
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What's new?

@ MindView 5 has many new features, which are fully described in the User Guide part of this
documentation. Here is a brief description of the most important enhancements.

Formatting

Templates: MindView 5 includes new customized templates for project management and study skills,
on which to base your own projects. For more information about templates, see "Creating a mind
map".

Styles: MindView 5 includes new map styles that have been optimized for specific project types,
letting you change the overall look of the map and apply branch shapes, branch colors and other
coordinated attributes in one step.

MindView 5 also lets you define your own customized styles. Just make your own changes, and
save the style as a custom style for re-use later. See "Changing the look of a mind map".

Citations and sources

MindView has partnered with WorldCat.org, the world’s largest online source catalogue, allowing
easy access to 1.5 billion documented sources which you can add to your map as bibliography.
MindView also lets you insert citations referring to these sources to branches, text notes and other
elements of the map. If you export your map to Microsoft® Word, all the citations you have added
are automatically placed in the correct location of the Word document. The full details of the
corresponding sources are included in the Bibliography section located at the end of the Word
document. See "Using sources" and "Using citations" for more information.

Presentation options

Legend: MindView 5 now lets you add legends to your maps, to make them easier to read and
interpret. You can for instance associate a particular color or a particular icon to some of the
branches of your map to single them out, and then apply a legend to give the meaning of this color
or icon. For more information, see "Creating a legend".

Text to Speech: MindView 5 now supports a narrating function. Just select a branch label, a text note
or a comment and click the Narrate button to have that element read aloud. For more information,
see "Navigating a mind map".This feature is only available in the Assistive Technology Edition (AT
Edition) of MindView.
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Outline view

It is now possible to show the text notes associated with the branches in the outline itself, just
underneath each branch. See "Using the Outline view".

Export options

When exporting your document to Microsoft Word, you can choose from a variety of bibliography
styles, such as APA, MLA, Chicago and more, to reference your sources and citations. For more
information about adding sources and citations in your documents, see Using sources" and "Using
citations".

Using MindView 5 purchased from the App Store

Since mid-2012, to enhance security for applications downloaded from the App Store, Apple has
introduced OS X sandboxing. This means that some restrictions are placed on access to external
files.

This affects MindView 5 in the following ways:

# The packed file format is always used, so there is no Pack option on the File menu. If you open
a file from an earlier version of MindView, one that has external resources, you will see the
following dialog:

The document contains external
resources.

After opening the document will be converted to the
packed format and all resources will be stored within
a document. Do you want to open document anyway?

Cancel Open & Pack

Click Open & Pack to open the file and convert it into the packed format.

# You will need to grant access when opening, importing, exporting or executing external
resources. For example, when importing external resources, you will see the following dialog

box:
8,00 Import of the external resources
Click Grant access to allow MindView 5 to import the listed resources from the
external folder.
> /Users/avers/Projects/MindViewS5/Materials /UNPACK Accessible
» /Users/avers/Dropbox/Camera Uploads

Cancel OK

Provided you are satisfied that the external files are trustworthy, click Grant access and then
OK.

# There is a 100Mb limit on the size of attachments that can be imported into a packed file.

Attachment 2013-02-25 11.20.21.mov
cannot be stored within the document

The size limit (100 Mb) for packaged files has been

exceeded.
OK

® [f you open a file that includes, as an attachment, an executable file larger than the above limit,
you will be given the option to run the file by choosing Execute.
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You will then need to grant access by clicking a Grant access button as described above.

# HTML export allows external files to be included. You will need to grant access to any folder
you include in the export that contains external files by clicking a Grant access button as
described above.

# You can save copies of the resources contained in a packed MindView document to a folder on
your machine by choosing File > Unpack resources. The packed file is not modified: the
resources remain in the file.

Important terms
Many of the terms used in MindView are standard terminology. Some, however, are specific to
MindView or relate to the mind map concept and may be unfamiliar to you.
Auto-layout mode

Normally, MindView arranges the branches of your map automatically as you insert them to prevent
any overlap. This default mode is called the auto-layout mode. Disabling auto-layout allows you to
position the main branches of your map yourself. See "Moving a branch" for more information.

Brainstorm mode

Brainstorm mode lets you enter the main topics (branches) and sub-topics (sub-branches) of your
map very fast as you explore all the ideas related to the subject of your map, without worrying about
evaluating them or structuring them. See "Using brainstorm mode" for more information.

Branch connections

A branch connection is used to indicate visually that two branches are conceptually related. This
relationship is identified on a map by an arrow pointing from the source branch to the target branch.
See "Creating branch connections" for more information.

Comments

Comments are short notes that you can add to the root of your map, to a branch or to the workspace
itself. See "Inserting comments" for more information.

Document

The command File > New creates a MindView document, which opens in a separate window. A
MindView document can contain several maps. See "Creating a mind map" for more information.

Export

Once you have finished the design of your document, you can export it to other formats, such as a
Microsoft® PowerPoint presentation, a Microsoft® Word or .RTF document, a Microsoft® Excel
spreadsheet, a Microsoft® Project document, a Microsoft® Outlook task list, a MatchWare Mediator
document or a picture. You can also export to HTML and XML.

See the section "Exporting" for more information.
Gantt view

The MindView Gantt view, specific to the Business Edition, is dedicated to the creation, editing and
management of project plans according to the rules of project management. The Gantt view is made
of two parts, an Outline on the left which represents the project plan as a hierarchical list of tasks,
and a Gantt chart on the right, which shows the tasks as horizontal bars arranged against a
background calendar display.

See "Using the Gantt view" for more information about project plans and project management. See
also the definition of a project plan in this topic.

Import

10
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Not only can you export your document to PowerPoint, Word, Excel, Microsoft Project or Mediator,
but you can re-import the exported document into MindView as a new document, while preserving
much of the additional work you might have done on the document in these external applications.
You can also import into MindView documents originally created in PowerPoint, Word, Excel,
Microsoft Project or Mediator as well as XML documents.

See the section "Importing” for more information.
Icons

MindView includes icons which you can attach to the branches of your mind map. Using icons, you
can for instance represent visually the status of a particular topic, its importance, and so on. See
"Inserting icons" for more information.

Left/Right view

This view represents your mind map as a list of topics placed either on the right of the root (Right
view) or on the left of the root (Left view). It is a good choice when you need to present data in list
form and want to be able to fully explore each point in the list before going on to the next point. See
"Using different views" for more information.

Links

MindView allows you to create links between particular branches of your mind map and external
elements, such as files or web pages. To do this, you first need to attach a hyperlink object or a
picture to the branch in question. You then specify the type of link you require. You can follow these
links in MindView by activating the corresponding object. Once your map is exported, for instance to
HTML, all you have to do to activate the link is to click the picture or hyperlink (which can be
displayed as a button). See "Creating links" for more information.

Main branch

The main branches are the branches that are directly connected to the root. They represent the main
topics related to the subject of your mind map. See "Inserting branches" for more information.

Mind Map

A mind map is made up of its root, all its branches and sub-branches and all inserted elements
(icons, comments, text notes and so on) and attached objects (text files, picture files, video files and
so on). Note that MindView allows you to create several different maps in the same document.

Mind Map view

This is the default view when creating a new mind map. It represents the map with the root in the
center, and all the main branches radiating from it in a clockwise direction, starting at the upper right.
This is a good view to use in Brainstorm mode, when collecting all the ideas related to the subject of
the map without worrying about evaluating or structuring them. See "Using different views" for more
information.

Objects

MindView allows you to attach various objects to the root or branches of your mind map, such as
text documents, pictures, videos, sounds, Flash™ files or links to external elements. These objects
are listed in the object list inspector, and can all be exported when exporting your map to a different
format. See "Attaching objects" for more information.

Outline view

The Outline view represents the map as a hierarchical list which you can expand and collapse as
required. It allows easy navigation through the document from top to bottom and gives you another
way to brainstorm ideas. For detailed information about working in the Outline view, see "Using the
Outline view".

Pack and unpack

This feature allows you to distribute your mind map to other users very easily. With just one mouse
click, you can add to your mind map (mvd) file all the external files it references, ready to be
accessed over the network or distributed by email or CD. See "Pack and unpack" for more
information.

Pre-branch

A pre-branch is a branch that you insert before the currently selected branch. See "Inserting
branches" for more information.

11
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Properties

Most MindView components, including the document itself, the views, the root, the branches and all
attached objects have their own properties. These are displayed in the MindView inspectors. See
"Using the inspectors" for more information.

Root

The root, or root branch, is the central block that appears when you create a new mind map or
choose Insert > New mind map in the main menu. It represents the subject of your mind map. Any
branch that you attach directly to the root is a main branch. See "Entering the subject" for more
information.

Sub-branch

Any branch belonging to a main branch is called a sub-branch. Each sub-branch can have its own
sub-branches. Sub-branches represent various levels of sub-topics. See "Inserting branches" for
more information.

Templates

MindView comes with a large number of educational, business and personal templates on which you
can base your own mind maps. You can also save your own mind maps as templates for future use.
See "Saving a mind map" for more information.

Text notes

Text notes, unlike comments, are comprehensive notes that you can enter using the text note editor
and associate with the root or any branch of your map. See "Inserting text notes" for more
information.

Timeline view

The Timeline view lets you see all the branches of your mind map that contain time information
displayed in chronological order along a horizontal time axis. Different timescales (for example
standard, geological and historic) let you tailor the timeline to suit your needs. For more information
on the Timeline, see "Using the Timeline view".

Top Down view

This view represents your mind map as a hierarchical pyramid, with the root at the top, the main
branches underneath, the sub-branches below the main branches and so on. It is a useful
representation for structured data which needs to be viewed in a hierarchical manner, in other words
from the higher level to the lowest levels. See "Using different views" for more information.

12
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Quick Start

This Quick Start takes you through all the basic steps required to build a mind map from scratch and
enhance it with colors, icons, comments, pictures, links and so on.

The map we are going to create here is about planning a weekly meeting.

T fen)
S S

@ — ;;9 | [' Opening remarks |@ l Objemives]
:;Jﬂﬂ . :. o | Previous minutes]

——

\—\_

- N
| Planned for summer i | Overall status
' Weekly Meeting
(Timoscale || & Reloeations | -~ Overspont aress
P < & i Underspent
e T S
<l ‘ Contingency
Next yearl -
/

You will find the complete mind map, Weekly Meeting.mvd, in the subfolder MindView 5/QuickStart
in your Applications folder.

First step: Creating the mind map

In this first step of our Quick Start example, we are going to create all the branches we require for
our meeting agenda.
We start by creating a new MindView document.

* Start MindView or, if it is already open, choose File > New.

13
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Template Chooser

All

Business D I:I
Earth Sciences |—_"|| |:|
=] —

Geography
History
Language Aris

Mind Map Left Right

Life Sclences

Organizational Toals

Personal
Physics=Chemistry
Science
Study Skills
Outhine Timeling Gane
| Open Recent  +| | Open an Existing File.., | | Cancel | Choose |

* Select 'Mind Map' in the dialog. Notice that you can also choose from many ready-made
templates to get you started with creating a mind map. For now, however, we'll stick with a
standard empty mid map view.

* Click Choose.
Your new map appears with the root block ready for you to fill in.

Entering the subject
* Type "Weekly Meeting" and press Enter.

The name "Weekly Meeting" is now shown on the root branch and in the Root Branch inspector:

v Root Branch
Branch Title

Weekly Meeting

* If the inspectors are not already visible, click the Inspector icon @ in the toolbar to open
them.
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Inserting the main branches
We are now going to insert a few branches, corresponding to various topics we would like to include
in our agenda, namely:
# A section for the opening remarks
# A section on budget issues
# A section on the upcoming office relocations
# A section for the closing remarks
Let's start by inserting the first branch.
#* With the root branch still selected, press Enter.
The first main branch is now visible. Its default label is "ldea".
* Type "Opening remarks" and press Enter.
* Press Enter again to insert the second branch.
* Type "Budget" and press Enter.
B

Insert two more branches by pressing Enter and label them "Relocations" and "Closing
remarks".

As you can see, branches are inserted in a clockwise direction around the root.

[ J

Inserting the sub-branches

We now want to insert some sub-branches, corresponding to the sub-topics of our main topics.
# Click the Opening remarks topic to select it and press ™ Enter.

Type "Welcome" and press Enter.

Press Enter again to add the second sub-branch.

Type "Objectives" and press Enter.

Press Enter again to add the third sub-branch.

Type "Previous minutes" and press Enter.

Now double-click the "Budget" branch to add its first sub-branch (double-clicking a branch has
the same effect as selecting it and pressing ™ Enter).

Type "Overall status" and press Enter.
Continue in the same way until you have added all the other sub-branches shown below.

L A A G

L
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| Welcome

s Opening remarks Objectives
Next meeting |—

Weekly Meeting

— Overspent areas

oO— @ Underspent areas

. Contingency

Q To correct typing errors, click the branch to select it and click the label to start editing. Make
the necessary changes and press Enter.

Let us save the work we have done so far before going on to the second step.
#* Choose File > Save or press &£ S.

* Choose a folder, enter a file name for your new mind map and click Save. The default file
name is the subject of the map, "Weekly Meeting".

Second step: Enhancing the mind map

In this second step of our Quick Start example, we are going to enhance our meeting agenda by
adding a variety of visual elements and multimedia objects to it.

* If the inspectors are not already visible, click the Inspector icon ﬁ in the toolbar to open
them.

Inserting icons
* Select the Budget branch.

» Click Icons in the toolbar, ~ - .

* Click an appropriate symbol in the icons panel.
SEE¥
v /70X

The icon now appears next to the branch label name.

Inserting pictures

It is good mind mapping practice to insert a picture in the root block to illustrate the theme of the
map, so we are going to do just that:

# Choose Tools > Multimedia Catalog in the main menu or press 3 ™ M to open the
Multimedia Catalog.
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* In the search box (lower right) type "meeting" and click the magnifying glass icon or press

Enter.

Various pictures appear in the Multimedia Catalog display area.

Meeting Business cards Diiary
‘i"l _ s
' - 3
L
P Properties
E —&—[£] O meeting ; 5 items
i

# Drag the picture of the meeting over the root block and let go of the mouse button when the
upper central blue box is highlighted.

The root block now contains a picture of a meeting.

Weekly Meeting

We also have a picture of a removal truck which we are going to use to illustrate the Relocations
branch.

#* Right-click the Relocations branch and choose the Insert command in its local menu.
* Choose Floating Picture in the sub-menu that appears.

Branch

Attach > Sub-branch
Pre-branch
Cut £
Copy #C Text Note
Paste B8V Comment
Floating Comment
ol
dit Text Note Branch Picture...
Delete » lcons...

* Browse to the folder MindView 5/Quick Start in your Applications folder, select the file
"Truck.png" and click Open.

A picture of a truck now appears on the map, and a line connects it to the branch to which it
belongs. You can move this picture wherever convenient by dragging it with the mouse (you
can also move the whole map by dragging the root block with the mouse).

17
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Overall status

Timescaie e

Responsibilities

Attaching a hyperlink object

Since we have developed a spreadsheet to help us plan next year's budget, we are going to include
it as a link on our map.

#* Right-click the Budget branch and choose Attach > Hyperlink.

A paperclip icon & now appears to the right of the Budget branch label, indicating that this
branch contains attached objects.

#* In the Object List inspector you see the properties for the link. Enter a name for the object to
replace the "(untitled)" label, for example "Budget spreadsheet".

3 (untitled)|

f Include in export
€3 (Web Link)

] Show as button

1 Open link in new window

# Click the default Web Link icon and select "Link to File" as the link type.
= Click the browse icon to the right to select Budget.xls. It's in the subfolder MindView
5/QuickStart in your Applications folder.
=~ Budget spreadsheet
'E' Include in export
=] (File Link) &

] Show as button

* To view the hyperlink, move the pointer over the paperclip icon. The object pop-up list appears.

Qverspent areas
.| Budget spreadsheet

\sj @lo [ReviewJ@ Underspent areas

Contingency

If a suitable spreadsheet program is installed on your computer all you have to do to view the
spreadsheet is to double-click the hyperlink in this list.

As we have seen, the hyperlink is also listed in the object list inspector when the branch is selected.

Inserting a text note

The MindView text note editor lets you add comprehensive text notes to any branch of your map.

We want to add a note to the Closing remarks branch to explain why we might want to broaden the
list of attendees for the next meeting.

* Select the Closing remarks branch.
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# Click the Text Notes icon —j and type the following text (or any other!) in the text note editor.

@ @ Closing remarks: The next meeting is crucial. %’ Ll
LF LF
‘styles e (=== = [spacing =) Lsts =] (4] [ ][]

The next meeting is crucial.
Perhaps we should extend our list of attendees.
Also need to decide:

1. Timing

2. Venue

# [Format the text to your liking and click outside the text note editor.

As before, a paperclip icon now appears to the right of the Closing remarks branch label, indicating
that it contains an object.

# =/ The next meeting is crucial

The text note also appears in the object list inspector when the branch is selected.

Creating a branch connection

Since we want to consider this year's underspent areas when planning next year's budget, we want
to create a visual link between the two topics on the map.

# Click the Connection icon in the toolbar.

&

Connection
The mouse pointer changes shape.

* Move the pointer to the Underspent areas branch until the pointer changes again and click the
branch.

* Move the pointer to the Next year branch until the pointer changes again and click the branch.

An arrow now joins the Underspent areas branch to the Next year branch, indicating that the two

branches are related. If you want you can adjust the shape of the branch connection by selecting it
and moving the handles at either end.

Qverspent areas

< e Review |© Underspent areas @

Contingency

The paperclip icon appears to the right of the Underspent areas branch, denoting the presence of
the branch connection.

If you select the Underspent areas branch again, you will notice that the branch connection is also
listed in its object list. By default, it takes the name of the branch where the connection ends.

Inserting comments

We would like to insert a couple of comments in our map.
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We start by adding a "floating comment" to the Relocations branch to indicate that the planning
deadline is approaching. Floating comments stay visible on the screen at all times.

* Right-click the Relocations branch and choose the Insert command in its local menu.
* Choose Floating Comment in the sub-menu that appears.
A floating comment box opens with the default text "(new comment)".
* Enter the text of the floating comment as shown below.
* (optional) Move the floating comment by dragging it wherever convenient.

Planned for summer
I

A ]

We are now going to insert a "pop-up" comment in our Opening remarks branch as a reminder to
welcome new staff. Pop-up comments are normally hidden.

# Select the Opening remarks branch. This time, rather than choosing Insert and then Comment
in the local menu, which you could do, press . & N (MindView's more commonly used
commands have keyboard equivalents).

A yellow comment box opens.
# Enter the text of the comment as shown below and click outside the yellow box.

Opening remarks
Don't forget to welcome any
new employees.

The comment box disappears, but a yellow comment icon @ now appears next to the branch

label, indicating that this branch contains a pop-up comment. You can view the comment at
any time by moving the mouse pointer over the icon. To edit it simply click inside it.

l °

Adding colors

Finally, you can change font sizes, add boundaries and choose different colors to make the map
more visually attractive:

#* If the format bar is not already visible, choose Format > Show Format Bar to open it.

a] (=% ] ] ]| e [ ok [ ] | e
Press iI'and select each of the main branches.

In the first section of the format bar, adjust font sizes and colors for the branch label.
In the second section, adjust the frame and fill colors for the branch label box.

In the fourth section, adjust the shadow settings.

B | shadow: [ o : ] Bur | Ciouncany: — Fill:

L A A A

In the fifth section select 'Boundary' and then use the other controls to choose a suitable line
color, width and style, and a boundary fill color.

\

Welcome

©-——{ Objectives

e

[Opening remarks _

Previous minutes

4
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* Click the workspace, away from the map, to deselect the branches.
* Choose File > Save to save the map.

Our simple Quick Start example is now complete. In a very short time you have created and
enhanced your first MindView mind map. You have also learnt the most common operations in
MindView.
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Setting up your preferences
The Preferences dialog (MindView > Preferences) lets you define global preferences. Click the
General tab or the Business tab to change the application's settings that belong to these areas.

If you want to restore all the settings on this dialog to their original values, click Restore All
Defaults.

The General pane

Layout: The default setting is All-in-One. The inspectors, overview panel, and text note editor are
displayed within the MindView workspace. If you prefer, you can display these items in separate
windows by selecting Multiple Windows. You must restart MindView before the change will take
effect.

Text Note Editor: Click Set Font to specify a different default font and point size for the text note
editor. Click the color icon to change the default text color for the text note editor.

Document: You can choose how often MindView automatically saves a document as you work on it.
Select a time period from the list (the default is "Every 5 minutes").

Updates: If you want MindView to check for program updates on start up, select the option here.
Startup: If you do not want MindView to display the Template Chooser on startup, select this option.
New document: Use the checkbox to automatically apply the last used style to new documents.

The Business pane

Defaul Calendar Options

Modify the default calendar settings which provide the basic information about working time used by
MindView to schedule the tasks of a project plan.

Scheduling options

These options relate to the different ways in which MindView can schedule each task of the Gantt
project.

Default duration unit: This setting lets you choose the duration unit to be used by default when you
create a task.

Default task type: This setting lets you choose a different default for the task type used by
MindView to schedule each task. For more information about task types, see "Using scheduling task

types".
Effort-driven: This determines the effect of adding resources or removing resources from a task on
the duration and work value of that task. For more information about effort-driven scheduling, see
the topic "Assigning resources" and in particular the paragraphe "Understanding effort-driven
scheduling”.

Currency options

These options relate to the costs you can associate with resources when working on the Gantt
project. To find out how to do this, see "Assigning resources".

Symbol: This field lets you specify the currency symbol to be used when displaying resources costs
on the mind map. You can enter here any currency symbol or any other symbol of your choice.

Decimal digits: The number of digits after the decimal separator to be used when displaying
resources costs. You can enter any value between 0 and 9.
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Placement: Use the drop-down to choose the placement of the currency symbol in the cost fields.

The MindView workspace

The MindView document window is made up of a toolbar area, a workspace area that displays your
mind map and several inspectors and panels, which together give you a complete overview of the
mind map. See "Setting up your preferences" for information about display options.

The toolbar area

The toolbar area comprises the main toolbar which displays the principal MindView tools and
options, and, below it, a format bar which provides formatting options for the current selection. See
"Format bar" for information. You can show (or hide) the format bar from the Format menu.

The main display
The mind map is contained in the main display area.

You can move a mind map within the display area by dragging its root to a new position. To go
quickly to different parts of a large mind map, use the overview panel (see below).

MindView has two display modes:

# All-in-One: This is the default mode. The inspectors, the overview panel and the Text Note
Editor are displayed inside the MindView workspace.

# Multiple Windows: The inspectors, the overview panel and the text note editor are displayed
in separate windows.

To change mode choose MindView > Preferences and change the Layout selection. You must
restart MindView before the change will take effect.

@Inspectors
# Click the Inspector icon to show (or hide) the inspectors.
The inspectors allow you to:

# Change the properties of a selected item (for example, a branch or a picture). If nothing is
selected the properties for the current view are displayed in the relevant View inspector.

# Change the properties of objects (for example, a link or a file) attached to a branch. See "Using
the object list inspector” for more information.

# Add time information to a branch or change existing time information. You will need to do this if
you plan to create a timeline. For more information on entering time information and creating a
timeline, see the topics "Inserting time information” and "Using the Timeline view".

See "Using the inspectors” for more information.

=
EfIMultimedia Catalog
# Click the Media icon to open the Multimedia Catalog.

The Multimedia Catalog contains an extensive collection of high quality clip art pictures which you
can add to your map.

See "Inserting pictures" and "Using the Multimedia Catalog" for more information.

~/Text note editor

# Click the Text Notes icon to show (or hide) the text note editor.
The text note editor lets you add comprehensive notes to the root or any branch of your map.
See "Inserting text notes" for more information.

Overview panel
* Click the Overview icon to show (or hide) the overview panel.
The overview panel allows you to bring the different parts of your map quickly into view.
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See "Using the Overview panel" for more information.

Basic tasks

Creating a mind map

When you start MindView, the first screen you see is the Template Chooser.

Template Choaser

All
ek
Business
Earth Sciences
Geography
History
Language Arts
Life Sclences

-

Organizational Tools

Personal
Physics=-Chemistry
Science
Study Skills
Dutlins Timeline Gane
Dpen Recent *| | Opén an Exiiting File... | |  Cancel Choase

Do one of the following:

* Choose a category on the left, select a template on the right and click Choose to create the
new mind map document, or

# Click Open an Existing File to browse for an existing MindView document, or
* Click Open Recent to open a document you have recently been working on.
If you have already started a MindView session, you can access the New Document dialog by:
® Choosing File > New, or
® Pressing & N.

Blank templates

To create an empty document, choose one of the templates in the Blank category. There is one for
each of MindView's views (Mind Map, Top Down, Top Down Vertical, Left/Right, Timeline and
Outline). In MindView 5 Business Edition an additional view is available - the Gantt view. See "Using
different views" for more information about these views.

Although the opening view of the new document will be that of the template you chose, you can
switch to another view at any time by choosing Views or by clicking the Views icon and selecting a
different view. Going from one view to another only affects the way the mind map is displayed. The
contents of the mind map are not modified, unless you edit them yourself while working in the new
view.

25



MindView 5 Documentation

The only exception to this rule is the Gantt view which is available in Business Edition. Going to the
Gantt view automatically enables project management features. This may have consequences for
your data. See "Using the Gantt view" for more information.

Other templates

Alternatively you can create a document based on one of over 80 educational, business and
personal templates included in MindView. The curriculum-aligned educational templates cover a
range of learning levels and are supported by over a thousand high quality clip art images created
specifically to match all areas of the curriculum.

MindView also includes various ready-made project plans for common business activities
(organizing a tradeshow, producing a publication, launching a product and so on) for use in the
Gantt view. You can use these for training purposes, or as a basis for your own project plans.

Once you have created your mind map from one of these templates, you can easily tailor it to meet
your particular needs, whether in the home or the classroom. Ideas and suggestions for expansion
are given in text notes and pop-up comments.

If you have already created and saved your own templates, you can base your new mind map on
one of them by selecting it in the 'User templates' category. See "Saving a mind map" for more
information on how to save templates.

Opening a mind map
When you start MindView, the first screen you see is the New Document dialog. This dialog not only
lets you create a new document, but also browse for an existing document.
When working in MindView you can open an existing document by:
# Choosing File > Open Recent to open a recent document, or
® Choosing File > Open, or
® Pressing & O.
As well as opening standard MindView documents you can open:
# Documents created with MindView 5 for Windows (.mvdx files).

# Documents created with previous versions of MindView for Windows (.omp files) or Mac (.omd
files).

If you open a document created with MindView Business Edition in the standard version of
MindView, any data relating to MindView Business Edition features which are not supported in the
standard version (such as task data or calculation values) will not be visible. If you then save the file
in the standard version of MindView, this data will be lost. If the file has been password-protected in
MindView Business Edition, this password will also be removed when saving the file in the standard
version.

You cannot save files in .omd, .omp or .mvdx formats. Instead use File > Save As to create a new
MindView 5 for Mac document (.mvd file).

You can also use File > Open to import files from other programs into MindView. See "Importing" for
more information.

Entering the subject

By default, any root you create contains the label "Subject".

Replacing the default label
* Select the root and type the text.

If 'Word wrap text' is selected on the View inspector, resize the root after typing the text to
achieve the number of lines of wrapped text you want.

#* To force the start a new line, for example if ‘Word wrap text' is not selected, press . Enter.
# Press Enter when you have finished typing, or click outside the root.
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Q Your map will be clearer if you keep your root and branch labels short. If you need to enter
longer notes, use the text note feature. You can also enter Comments to serve as reminders while
you build up your map. See "Inserting text notes" and "Inserting comments" for more information.

Editing the root

You can perform various operations on the root, such as editing or formatting its label, moving it to a
different location in your map or cutting and pasting it. In this respect, the root behaves exactly like
any branch or sub-branch.

See "Editing a root or branch" for more information.

You can also replace the default root shape by a different one, as follows:

* Click % and select the new shape.

Root properties

Like most MindView components, the root has its own properties, displayed in the Root Branch
inspector. You can use the inspector to make any necessary changes to the root, as described in
"Using the inspectors".

The default text color for the root is defined on the relevant View inspector, for example the Mind
Map View inspector. This is overridden by any change made on the Root Branch inspector.

Root Branch

Branch Title

Subject

==

Branch Frame

Border (W] FIl [ | [ ]

| [wm] [

Timeline Info

Start:

End:

See "Root Branch inspector" in the Reference section of this User Guide for a description of the
general properties applicable to the root.

@ If the inspectors are not already visible, click the Inspector icon @ in the toolbar to open them.

Inserting branches

MindView lets you insert main branches, sub-branches and pre-branches:
# A main branch is a branch directly connected to the root.
Main branches represent the main topics related to the subject of your mind map.
# A sub-branch is a branch belonging either to a main branch or to a sub-branch of higher level.
Sub-branches represent the various levels of sub-topics in your mind map.
# A pre-branch is a branch you insert in front of (nearer the root than) another branch.

MindView automatically arranges the main branches, sub-branches and pre-branches as you insert
them to prevent any overlap. You can however choose to reposition the main branches yourself after
their insertion by disabling Auto-layout mode. See "Moving a branch" for more information.

As soon as you add a branch, sub-branch or pre-branch, the new branch appears with the default
label 'ldea’. This label is selected automatically, so that you can replace it straight away by
overwriting it. The procedure for entering a branch label is the same as for the root. See "Entering
the subject" for more information.
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Inserting a main branch
# Double-click the root, or
= Click the root to select it and press Enter, or

# Click the root to select it and choose Insert > Branch or Insert > Sub-branch in the main
menu, or

* Right-click the root to select it and choose Insert > Main Branch in the local menu.
The new main branch is inserted after all the existing main branches.
You can also insert a main branch by first selecting another main branch. See the next section.

Inserting a branch at the same level as an existing branch

# Click the existing branch to select it and press Enter, or

= Click the existing branch to select it and choose Insert > Branch in the main menu, or

# Right-click the existing branch to select it and choose Insert > Branch in the local menu.
The new branch is inserted after the selected existing branch.

Inserting a sub-branch to an existing branch
* Double-click the existing branch, or
# Click the existing branch to select it and press “_Enter, or
# Click the existing branch to select it and choose Insert > Sub-branch in the main menu, or
* Right-click the existing branch to select it and choose Insert > Sub-branch in its local menu.
The new sub-branch is inserted after all the existing sub-branches.

fp—
g r

Inserting a pre-branch to an existing branch
* Click the existing branch to select it and press 1} Enter, or
# Click the existing branch to select it and choose Insert > Pre-branch in the main menu, or
* Right-click the existing branch to select it and choose Insert > Pre-Branch in its local menu.

|

Copying and pasting branches from an external application

You can easily create a branch structure with main branches and sub-branches by copying several
lines of text from an external document, such as a Microsoft Word document, a text file or a
Microsoft Excel spreadsheet, and pasting them into your MindView document. Any line indented with
spaces or tabs in the external application will be inserted as a sub-branch of the higher level line. For
example this:
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F.oot

Level 12

Level 1b
Level Z2a
Level 2b
Leval 2¢c

Level 1c
Level 2d

Will be pasted as this:

Level 24

Level 3o

(Lovel 1b}-0

Similarly, you can copy a MindView branch structure to another application by copying it from
MindView and pasting it in the external application.

Expanding/Collapsing a branch

As soon as you add a sub-branch to a main branch or to another sub-branch, a small minus sign
~=F appears between it and the higher-level branch. This allows you to hide the newly inserted sub-
branch and any further sub-branches or objects you might add to it if you want to concentrate on the
higher-level branches. There are several ways to do this:

# Click the minus sign =k, or
# Click the higher-level branch and choose View > Collapse in the main menu, or
# Right-click the higher-level branch and choose Collapse in its local menu.

The sub-branch is now hidden, and the minus sign = changes to a plus sign [Fr.

Marketing

To show again the sub-branch and all its further sub-branches and attached objects, do one of the
following:

#* Click the plus sign [, or
# Click the higher-level branch and choose View > Expand in the main menu, or
= Right-click the higher-level branch and choose Expand in its local menu.

Ewrope

Marketing —=
ASIE

H

Expanding/Collapsing several branch levels

The Detail level icons let you collapse the entire mind map to just one level of branches, two levels,
three levels or four levels. To show all levels, click the All icon.

() (2] (3] (4] [a]

Navigating between branches

To select a branch, all you need to do is click its label.

The following keyboard shortcuts allow you to navigate easily from one branch to the other:
Up Select the branch placed above the currently selected branch.

Down Select the branch placed below the currently selected branch.

Left Select the branch to the left of the currently selected branch.

Right  Select the branch to the right of the currently selected branch.
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Deleting a branch
There are several ways of doing this:
# Click the branch you want to delete and press Delete, or
# Click the branch and choose Edit > Delete in the main menu, or
# Right-click the branch and choose Delete > Entire Branch in its local menu.

If a branch contains sub-branches, you can delete it without deleting its sub-branches by choosing
Delete > Branch Section in its local menu or Edit > Delete Branch Section in the main menu. This
causes the sub-branches to move up one level in the hierarchy to become sub-branches of the
parent branch.

Q Remember that if you delete a branch by accident, you can always cancel the deletion by
choosing Edit > Undo (&£ 2).

Editing a branch

You can perform various operations on a branch, such as editing and formatting its label, moving it
to a different location in your map or cutting and pasting it. Most of these editing operations can be
applied to several branches at once.

See "Editing a root or branch" and "Moving a branch" for more information.

Focusing on a branch
As your map grows, you might find it useful to concentrate on a particular area by viewing only a

Py

o)

chosen branch or set of branches. The Focus icon .=~ allows you to restrict the display to a
particular branch. See "Focusing on a branch" for more information.

Branch properties

Branches have default properties defined in the relevant View inspector (the Mind Map View
inspector is shown below). For a description of these default properties, see the descriptions of the
View inspectors in the Reference section of this User Guide. See also "Using the inspectors" for
some general information about inspectors.

Mind Map View

Document Info

Author  MB
Last modified Jun 20, 2011 10:19 AM
Display Options

E Show branch connections
E Word wrap text

Branch Spacing
Vertical Gap ~@r—————
Horizental Gap ——r————
Minimum Width —@r————

Document Time Scale

Standard o ] (2

Default Colors

Page I:I Branch IEI
Text NEEE|  Branch Fill [ |

In addition to these default properties, each branch has its own properties. You can use the Branch
inspector to make any necessary changes to a selected branch. Changes made on the Branch
inspector override default values set on the View inspector.
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L4 Branch
Branch Title

Idea

===

Branch Frame

Border |WEN| Fill || ||

| (] |o=]

Shadow | Off =
Angle an’ Color | IFEE
Distance | 0
Blur ; 0

Branch Line

Width —(———— [

Time Information

Start 10 Apr 2014
End 10 Apr 2014
Duraticn 1 day?| | Days %

Task Information

Priority 500 - |
Completion | 0% ¥ |
Resources -
2

Settings...

Branch Options

[EI Include branch in export
[EI Show branch boundary

Boundary
Line (| Fill ||

Line Style |

=
Width o
Roundness =——1 r————

See "Branch inspector" in the Reference section of this User Guide for a description of the general
properties applicable to a branch.

Navigating a mind map

As your map grows, parts of it may fall outside the display area and no longer be visible.
You can use the scroll bars or the mouse wheel to bring them back into view:
® To scroll your map vertically, use the vertical scroll bar or the mouse wheel.
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* To scroll your map horizontally, use the horizontal scroll bar or press 1 while using the
mouse wheel.

You can also pan the view to reach different areas as follows:
* Drag the root to a new position.
* Press % and drag the area of the view that you want to reposition within the workspace.

When you pan the view in this way, you will notice that the shape of the mouse pointer changes from
an arrow to a hand.

You can have the text of a selected element, such as a branch or a floating comment, read aloud:

#* Click the Narrate icon @))) or

* Choose Tools > Narrate.

This feature is only available in the Assistive Technology Edition (AT Edition) of MindView.

For text in text notes or comments right-click in the text and choose Speech > Start speaking.
There are other navigation options available to you:

® To zoom in and out press “while using the mouse wheel.

# The Zoom control at the lower left corner of the window, and the Zoom to Fit =%

icon let you change the level of magnification of your map. See "Zooming in and out" for more
information.

# The Overview panel allows you to concentrate on particular areas of your map. See "Using the
overview panel" for more information.

# The Detail level icons let you collapse the entire mind map to just one level of branches, two
levels, three levels or four levels. To show all levels, click the All icon.
(1] (2] (8] [a) [a]

PN i ) .
# The Focus Branch icon == allows you to restrict the display to a particular branch or set of
branches. See "Focusing on a branch" for more information.

# In Focus Mode, when you click on a branch it automatically becomes centered in the
display. See "Focusing on a branch" for more information.

# The Power Filter Inspector lets you define criteria, and then display only the branches of your
document that meet these criteria. Using filters, you can for instance display only branches
containing a specific label or timeline events starting at a specific date.

See "Filtering a mind map" for more information.

# To view the map in Full Screen mode choose View > Full Screen Mode On or press . & F.
To return to the normal viewing mode, click the icon again or press C & F again.

Using brainstorm mode

When working in Mind Map, Top Down or Left/Right view, the brainstorm mode lets you enter the
main topics (branches) and sub-topics (sub-branches) of your map very fast as you explore all the
ideas related to your theme. Using brainstorm mode, you can record your thoughts as they occur,
leaving the task of structuring them and analyzing them in detail for later.

* Select the root or branch to which you wish to add your ideas.
#* Do one of the following:

* Click the Brainstorm icon &, or
# Choose Tools > Brainstorm Mode, or
* Press % ¥B.

MindView inserts a branch in your map, at the level below the root or branch you first selected,

with the default label "ldea", and the Brainstorm icon changes & to indicate that the mode is
active.
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* Type alabel for the new branch and press Enter. Every time you press Enter, a new branch is
added at the same level, ready for you to replace its default label. Just continue entering your
ideas and pressing Enter until you have created all the topics you require at a given level.

To start adding sub-branches to a different branch (or the root) select the branch in question
(or the root).

#* To quit brainstorm mode do one of the following:
* Click anywhere outside a branch, or
#® Press Esc, or

# Click the Brainstorm icon & again, or
# Choose Tools > Brainstorm Mode again, or
# Press . FB.

@ You cannot apply any formatting attributes to the branches or their labels in brainstorm mode.
Similarly, it is not possible to insert elements such as icons, comments, pictures and so on or attach
objects while in brainstorm mode.

Inserting icons

MindView comes with sets of icons which you can place on the branches of your mind map to attract
attention or illustrate a particular idea.

You could for instance use the Conference icon ﬂl_J‘ for all the topics of your map involving a

discussion with others, or the hourglass icon & for all topics with a deadline. Make sure however
that you use such icons consistently and sparingly to avoid overloading the map.

Inserting an icon on a branch

# Either select the branch to which you want to add an icon and click Icons . , or right-click
the branch and choose Insert > Icons on the local menu.

#* Click the required icon.

Priority Yellow Arrows
QPOWOOVOLO-

Completion Blue Arrows

QOB PPV A A AUAI RGN
Smileys Stars

oewoew W W

Flags Standard

\ o B ofb o o o B ok o 020 SELEE/00
Pins PV 700XKA0E 7
LI & B d |l Q'eae,.. Fle
Green Arrows NS ECDO P A
t AU ER QUIQEINBS
Red Arrows dFnw i &R
FIADUIRER D@

The selected icon appears on the left of the branch name.

@You can choose as many icons as you like in the Standard set. However, for any one branch you
can only choose one icon in each of the other 'series' sets.

Removing or changing an icon
To remove or change an icon on a branch:
* Select the branch and click the icon. The icons panel appears.

33



MindView 5 Documentation

* Toremove an icon, click it in the icons panel to deselect it. To add a new icon, click it in the
icons panel to select it.

* To change a 'series' icon to another in the series simply click the new version in the icons
panel.

Inserting pictures

MindView lets you add pictures to the workspace itself, the root and any branch or sub-branch.

As all the research done in this area indicates that the use of pictures significantly enhances memory
retention, you should try to use pictures wherever possible to illustrate your map.

Three different types of pictures are available:
®* Floating pictures

A floating picture is visible on the screen at all times and can be moved wherever convenient.

You can add as many floating pictures as you like to the workspace, the root or a particular
branch.

/-{ The Nile

To establish a visual connection between the floating picture and a branch (or root), drag it

over the branch and release the mouse button. A line links the picture to the root or branch (as
above).

® Branch pictures

A branch picture is also visible on the screen at all times, but it "sits" on the root or branch to
which it belongs. You can only add one branch picture to a particular root or branch.

It is considered good practice to insert a branch picture on the root to illustrate the subject of a
map, as shown below.

Ancient Egypt

& Attached picture files

MindView allows you to attach various objects to the root and branches of your map, such as
text files, picture files, video files, Flash files and so on. Not only can you activate these objects
from within MindView, but you can also choose to include them when exporting your map to a

different format, such as HTML. See "Attaching objects" for more information on attached
picture files.

You can add these different types of pictures by dragging the relevant picture from the Multimedia
Catalog, the Desktop, another application such as the Finder, or by using the MindView menus.

These methods are all described below. For a full description of the Multimedia Catalog, see "Using
the Multimedia Catalog".
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Dragging a picture from the Multimedia Catalog or other application

You can insert a picture on a root or on a branch by dragging it from the Multimedia Catalog, the
Desktop, or another application such as the Finder. MindView recognizes the standard Mac picture
file types: png, jpg, gif, bmp, tiff, and pdf.

* To add a picture as a branch picture, drag it onto the root or branch (see "Moving a picture" for
information about positioning branch pictures), or

* To add a picture as a floating picture, drag it onto an empty area of the workspace.
Optionally, for branch pictures:

* Resize the picture and branch by dragging any of the circular handles.
Optionally, for floating pictures:

* Resize the picture by dragging any of its circular handles. You can also move the picture to a
more convenient place by dragging it or by using the arrow keys.

* To establish a visual connection between the floating picture and a branch (or root), drag it
over the branch and release the mouse button. A gray line links the picture to the root or
branch.

Floating pictures and export

If you intend to export the document (see the section "Exporting"), note that connected floating
pictures are exported with the branch to which they belong while unconnected floating pictures are
not exported. If you want to export unconnected pictures, you must first connect them to branches,
as described above. You can make them appear unconnected in the mind map by making the
connection lines invisible. To do this:

# Select the picture(s).
* Inthe Connection line section of the Picture inspector, click the Color icon.

#* Inthe Color dialog, move the Opacity slider to zero or set the color to the same as the
background.

Inserting a picture using the MindView menus

Inserting a floating picture on aroot or branch

* Select the root or branch to which you want to add a floating picture and choose Insert >
Floating Picture in the main menu or in the local menu.

* Choose the picture. It appears on the screen, scaled down from its original size if necessary.
To indicate a connection between the picture and the selected branch a thin gray line attaches
the two.

* (optional) Resize the picture by dragging any of its circular handles. You can also move the
picture to a more convenient place by dragging it or by using the arrow keys.

Inserting a floating picture on the workspace
# Right-click the workspace and choose Insert > Floating Picture in its local menu.

* Choose the picture. The picture appears on the workspace. It is not attached to anything and
no connecting line is visible.

* (optional) Resize the picture by dragging any of its circular handles. You can also move the
picture to a more convenient place by dragging it or by using the arrow keys.

* (optional) You can establish a visual connection between the floating picture and a branch (or
root) by dragging it over the branch and releasing the mouse button. A thin gray line attaches
the picture to the root or branch.

Inserting a branch picture on a root or branch

* Select the root or branch to which you want to add a branch picture and choose Insert >
Branch Picture in the main menu or in the local menu.

# Choose the picture.
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The picture is now inserted above the root or branch label.
* (optional) Resize the picture by dragging any of the circular handles.

Detaching a floating picture

If you have attached a floating picture to the root or to a branch of your map, you can detach it by
choosing Edit > Detach in the main menu or by right-clicking it and choosing Detach in its local
menu. The picture now belongs to the workspace itself rather than to the root or any of its branches.

Deleting a floating picture

To delete a floating picture, select it and do one of the following:
# Press Delete, or
# Choose Edit > Delete in the main menu, or
# Choose Delete in its local menu.

Detaching a branch picture

#* To detach a branch or root picture, select the branch to which it belongs and choose Detach >
Branch Picture in its local menu. The picture becomes a floating picture, connected to the
branch or root.

Deleting a branch picture

#* To delete a branch picture, select the branch to which it belongs and choose Delete > Branch
Picture in its local menu or Edit > Delete Branch Picture in the main menu.

'Q'If you press the Delete key by mistake, the whole branch will be deleted. You can restore it by
choosing Edit > Undo or pressing # Z.

Picture properties

Pictures have their own properties, which you can edit with the Picture inspector. See "Picture
inspector" for a description of the properties applicable to pictures and "Using the inspectors" for a
general description of inspectors and properties.

@ If the inspectors are not already visible, click the Inspector icon @ in the toolbar to open them.

Recording an audio note

i MindView lets you record sounds directly from within the program and add them to the branch
or sub-branch of your choice.

# Choose Attach in the main menu or the local menu and select Record Audio Note. The
Record Audio Note panel appears.

S Record Audio Note

Record H Play H Attach l

Audio Mote will be recorded as a file and
attached to the active branch.

Target file: | Browse... | | Mew |
fUsers/mb/Desktop/Subject - AudioMot
e (1).mda

#* Click Browse to select a name and destination for the sound file.
# Click Record to start recording.
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Click Stop to stop recording and save it to the specified file.

(Optional) Click Play to review the recording.

Select a branch and click Attach to attach the recorded sound file to the selected branch.
» (Optional) Click New and repeat the previous steps to record a new audio note.

¥ ¥ W

See also "Attaching objects" and "Using the object list".

Attaching objects

One of the strengths of MindView is that it allows you to attach objects to the root or any branch or
sub-branch of your mind map. This means that you can enhance your map with a variety of
multimedia features, such as sounds, video sequences or Flash animations.

Not only can you activate these objects from within MindView, but you can also choose to include
them when exporting your map to a different format, such as HTML for a web site.

@ If you intend to distribute your mind map to others, or access it on a different machine, use the
Pack feature to include all the attached files in the .mvd file. See "Pack and unpack" for more
information.

MindView lets you attach the following objects to the root or to any branch of your map:

5] Hyperlink

= Text file (for example .doc, .rtf, .txt, .htm, .html)

% picture file (for example .png, .jpg, .gif, .omp, .tif, .pdf)

= Video file (for example .mp4, .m4v)

3 Sound file (for example mp3, .aiff, .snd, .m4a)

M Flash file (.swf)
MindView supports all picture, sound and video formats that are supported by your system. These
will depend on the components, for example QuickTime components, that you have installed.

@You can also attach files other than those listed above by using drag and drop (see below).

Hyperlink objects, which can be displayed as buttons when exported, allow you to create links
between a specific branch and external elements, such as a file, a web address, a folder or an email
address. Once these objects are inserted, activating them automatically opens the viewer associated
with the linked element (e.g. text editor, web browser, email program and so on). Note that links can
also be associated with picture files. See "Creating links" for more information on links.

Attaching an object to aroot or branch
To attach an object:
* Select the required root or branch.

# Choose Attach in the main menu or the local menu and select the type of object to be
attached.

* |f the object is a file, select the file. If the object is a Hyperlink, use the Object List inspector to
enter details of the target (for example a web address). See "Creating links" for more
information.

= (optional) Use the object list inspector to make changes to the object's properties. See "Object
list inspector” for more information.

Alternatively:

* Instead of using the menus, drag a file from Finder or the Desktop and drop it on the required
root or branch. If the file type is not one of the ones listed above its icon will be blank.

As soon as you add an object to a root or branch, a paperclip icon & appears to the right of its label
to indicate the presence of the attached object. Moving the mouse pointer over this paperclip icon
displays a pop-up list of all the objects attached.
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+— Description
&t Phato

5 Presentation
o Interview

M Animation
8 Web site

Project info &

The object list inspector

The object list inspector lists each of the objects you have attached on a particular branch. Each
object has its own properties, displayed in the object list inspector. See "Obiject list inspector”.

Bl video

f Include in export

file:/Users/m...p/Video.mpg &

See "Using the obiject list inspector” for more information.

@ If the inspectors are not already visible, click the Inspector icon @ in the toolbar to open them.

Activating an object
Once attached, there are two ways of activating an object:

# Display the object pop-up list by moving the mouse pointer over the paperclip icon & and
double-click the object required, or

# Right-click the object list inspector and choose Execute.

The object is displayed in the application associated with its extension type. For instance, if the
attached object is a text document, it will generally open in TextEdit. If it is a video, it will open in the
video playing software installed on your computer, and so on.

Deleting an object
To delete an object:

* Right-click the object in the object list inspector or in the object pop-up list and choose Delete
in its local menu.

Q Remember that if you delete an attached object by accident, you can always cancel the
deletion by choosing Edit > Undo (& 2).

Inserting text notes

The MindView text note editor lets you add comprehensive text notes to the root and any branch or
sub-branch of your map. You can add as many different text notes as you like to any of these
elements.

If the text note editor is not open, click the Text Notes icon —j in the toolbar or choose Tools >
Text Note Editor in the main menu.

@ In addition to text notes, you can also associate brief comments to the branches of your map.
For more information on comments, see "Inserting comments". You can also attach an entire text file
to a branch by using the Attach command. For more information on attaching text files, see
"Attaching objects".

Display options

The default display mode for the text note editor is as a panel within the main window. You can
move it by dragging any of its edges, and resize it by dragging any of its corners.
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If you would prefer the text note editor to be displayed as a separate window, choose Multiple
Windows as the Layout option in Preferences. See "Setting up your preferences" for more
information.

Creating a text note
To add a text note to a root or branch:
* Select the root or branch.

* If the text note editor is not open, click —.; in the toolbar or choose Tools > Text Note Editor
to open it.

= Enter the text (see "Using the text note editor"”, below).

As soon as you select another branch or element in the map, the text note is automatically saved
and added to the object list of the root or branch. A paperclip icon & also appears to the right of the
root or branch label to indicate the presence of an attached object. Moving the mouse pointer over
the icon displays a pop-up list of all the objects attached.

You can also enter a text note by selecting the relevant root or branch and choosing Insert > Text
Note in the local menu or main menu.

Adding further text notes
You can attach additional text notes to a root or branch as follows:

# Select the root or branch and choose Insert > Text Note in the main menu or local menu, or

(+}
* Select the root or branch and, in the text note editor, click the new text note icon .

Using the text note editor

You can use the editing features of the text note editor toolbar to format your text, change the font or
point size, choose a color for the text or the background, and so on.

=] [spacing ) [Lists &) (4[] BT U (a]A BE 2] B8]

et e [ e e olemi] il i

# To display (or hide) the toolbar or the ruler for the text note editor, click the toolbar icon 4 or
the ruler icon =z in the editor's header.

®# To see what a toolbar icon does, move the mouse pointer over it to display a descriptive label.

# To see the editor's local menu, right-click anywhere in the editor. If a word is selected you will
see additional search and lookup options.

# To navigate from one text note to another, click the arrow icons &>

# To change font or to apply (or remove existing) attributes such as bolding, italics or underlining,
select the text and click the relevant icon, on the toolbar.

(A) (B[ ]u)]

You can set a default font, text size and color for all the text notes you enter by choosing
MindView > Preferences.

® To change text or background color, or to apply superscripts or subscripts, select the text and
click the appropriate icon(s). To remove superscripts or subscripts, select the text and click the
icon again.

Qs
# To change the alignment of text, put the cursor in the relevant paragraph (which may be empty)
and click the appropriate alignment icon.

# To create a numbered or bulleted list item, put the cursor in the relevant paragraph (which may
be empty) and select the appropriate style under Lists. You can create a custom style by
selecting 'Other'. Select 'None' to remove a list style from the current paragraph.
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L] 'L%rreate a link to a web page, select the text that will activate the link and click the Link icon
1!
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— or choose Link in the local menu. Enter the destination for the link and click OK (you must
include the 'http://' part). To activate a link, double-click it or right click and choose Open Link.

To check the spelling in your text, click the Check Spelling icon .= or choose Spelling >
Check Spelling in the local menu.
To insert a picture, click the Picture icon " or choose Insert Picture in the local menu.

To adjust margins and indents, click the Ruler icon mm if the ruler is not already displayed. Put
the cursor in the paragraph whose margins you want to change (or select several paragraphs)
and drag the margin markers at the left and right ends of the ruler to change the margins. Drag
the indent marker (which by default has the same position as the left margin marker) to set the
indent margin. You can insert standard tab stops by clicking on the ruler line and then dragging
them into position. To remove tab stops, drag them away from the ruler.

T - | 4 | 3 . s

|D-|-|-|-|l-|-|-|-|2 T

To create a table, move the cursor to the location in the text where you want the table inserted

and click the Table icon T2 1o open the table panel (shown below). Type your text in the

table cells and make any necessary changes to the format using the Table panel and the text
editor toolbar.

B AF Table
Rows
(] Merge Cells
2 v G
solit Cells
Columns i
3|1 { NestTable )
Alignment
Sika _E3
Cell Border
1 : px

Cell Background

" None 1

To change the height of table rows, or the width of table columns, drag the row or column
dividers.

To delete a table row, first use cut-and-paste to move table text so that an empty row lies at the
bottom of the table, then use the Rows control in the panel to reduce the number of rows by
one. Similarly, to delete a column, use cut-and-paste so that an empty column lies at the right
edge of the table, then use the Columns control in the panel to reduce the number of columns
by one.

To add a table row, first use the Rows control in the panel to increase the number of rows by
one and then use cut-and-paste to move table text so that the empty row, initially at the bottom
of the table, lies where you want it. Similarly, to add a table column, first use the Columns
control in the panel to increase the number of columns by one and then use cut-and-paste so
that the empty column, initially at the right edge of the table, lies where you want it.

To merge cells in a table, select them and choose Merge Cells in the Table panel.

To split a previously merged cell back into its original cells, put the cursor into the cell and
choose Split Cells in the Table panel.
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# To change the background colors of table cells, use the Cell Background controls on the
Table panel.

# To change the width and/or colors of table cell borders, select the cells and use the Cell
Border controls on the Table panel.

To correct mistyping or wrong selections you can choose Edit > Undo. To re-apply changes
removed by Undo choose Edit > Redo.

Editing an existing text note

To edit a text note:
* Right-click the branch to which the text note belongs and choose Edit Text Note.
#* If the text note you want to edit is not displayed, navigate to it using the arrow icons >
» Make the necessary changes.

Alternatively, you can:

* Select the branch to which the text note belongs and click the text note icon, —j or

* Move the mouse pointer to the relevant branch and double-click the text note in the object pop-
up list, or

* Right-click the text note in the object list inspector or in the object pop-up list and choose
Execute in its local menu.

This opens the text note editor and displays the text note, ready for editing.

Deleting a text note
To delete a text note:

=
* Display the text note in the text note editor and click the delete text note icon _», or

* Right-click the text note in the object list inspector or in the object pop-up list and choose
Delete in its local menu.

Q Remember that if you delete a text note by accident, you can always cancel the deletion by
choosing Edit > Undo (3£ 2).

Text note properties
Each text note has its own properties, displayed in the object list inspector.

=/ Text note

f Include in export

See "Object list inspector” in the Reference section of this User Guide for a description of the
properties applicable to a text note.

@ If the inspectors are not already visible, click the Inspector icon @ in the toolbar to open them.

Inserting comments
MindView lets you associate comments with the elements of your map, including the workspace
itself, the root and any branch or sub-branch. There are two kinds of comments:

®* Floating comments

# Pop-up comments

@ In addition to these types of comments, you can also associate longer text notes with the
branches of your map. For more information on text notes, see "Inserting text notes".
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Floating comments

Floating comments are brief notes that stay visible on the screen at all times. You can add as many
floating comments as you like to the workspace itself, the root or any branch of your map.

Update with this
vear's figures!

Inserting a floating comment
# Do one of the following:

* [f you want the floating comment to be connected to a root or a branch, select the root or
branch and choose Insert > Floating Comment in the main menu or local menu. A thin
gray line will connect your new comment with the root or branch you selected.

# [f you do not want the comment to be connected to a root or a branch, right-click in the
workspace and choose Insert > Floating Comment in the local menu.

Note: If you later want to connect an unconnected floating comment to a branch (or root), drag
it over the branch or root and release the mouse button.

* Type your comment text to replace the default text "(new comment)".
* Once you've finished typing, press Enter or click outside the comment window.

If necessary, you can move your comment to a more convenient place by dragging it or by using the
arrow keys. You can resize it by dragging either of the circular handles.

You can use the format bar or the Floating Comment inspector to format your comment. For
example, you can change its font, choose a different background or text color, or add a frame. Note
that any such change you make applies to the whole comment.

Comment

Comment

Update this bramch with end Q1 dat

[4] EI=[Z[E] [wm] [mm]

E Include comment in export

Comment Frame

Border E| Fill E|
width —&——————

Connection Line

Width =——@r—————— IEI

See "Floating Comment inspector” in the Reference section of this User Guide for a description of
the properties applicable to a floating comment. For a general description of the inspectors, see
"Using the inspectors".

* To establish a visual connection between the floating comment and a branch (or root), drag it
over the branch and release the mouse button. A gray line links the comment to the root or
branch.

Floating comments and export

If you intend to export the document (see the section "Exporting"), note that connected floating
comments are exported with the branch to which they belong while unconnected floating comments
are not exported. If you want to export unconnected comments, you must first connect them to
branches, as described in the Note above. You can make them appear unconnected in the mind
map by making the connection lines invisible. To do this:
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* Select the comment(s).
* Inthe Connection line section of the Comment inspector, click the Color icon.

# Inthe Color dialog, move the Opacity slider to zero or set the color to be the same as the
background.

Editing a floating comment
* To replace the existing comment, just click it to select it and start typing the new comment.

* To edit the existing comment, double-click it, place the cursor at the required position and
make the necessary changes.

* When you have finished, press Enter or click outside the comment window.

Detaching a floating comment

If you have attached a floating comment to the root or to a branch of your map, you can detach it by
right-clicking it and choosing Detach in its local menu. The comment now belongs to the workspace
itself rather than to the root or any of its branches.

Deleting a floating comment

To delete a floating comment, select it and do one of the following:
® Press Delete, or
# Choose Edit > Delete in the main menu, or
# Choose Delete in its local menu.

Pop-up comments

By contrast with floating comments, pop-up comments are normally hidden. You can add a pop-up
comment to the root or to any branch of your map, but not to the workspace itself. This type of
comment can be very useful as a "designer note" while you build your map. You could for instance
insert a pop-up comment on a branch to list all the elements that you still need to add to that branch.

Educational

Educational
Add details of achievements
at school, university and later,

Pri

Inserting a pop-up comment

# Select the root or branch to which you want to add a pop-up comment and press . 3 N or
choose Insert > Comment in the main menu or local menu.

The comment window opens to let you type your comment.
* (optional) Resize the comment window by dragging the handle near the right edge.

* (optional) Move the comment window to a more convenient place by dragging its title bar with
the mouse.

# Once you've finished typing, click outside the comment window or click the Close icon in the
top right corner of the comment window.

A yellow comment icon @ now appears next to the branch name, indicating that there is a comment
associated with this branch. Moving the mouse pointer over this yellow comment icon re-opens the
comment window so that you can read the comment. As soon as you move the mouse pointer away
from it, MindView hides the comment window again.

Editing a pop-up comment
* Move the mouse pointer over the yellow comment icon to display the comment window.
* Place the cursor at the required position to edit the existing comment.
* (optional) Resize the comment window by dragging the handle near the right edge.
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* (optional) Move the comment window to a more convenient place by dragging its title bar with
the mouse.

* When you have finished, click outside the comment window or click the Close icon.

Another way of entering edit mode is to select the root or branch containing the pop-up comment
and then choose Insert > Comment in the main menu or local menu.

Deleting a pop-up comment

#* Right-click the branch containing the comment and choose Delete > Comment in its local
menu or Edit > Delete Branch Comment in the main menu.

Using sources

If you are working on a research project or writing a paper, you will probably want to include a
bibliography in your finished work. MindView can help you compile and maintain bibliography entries
(known as sources in MindView) that you can use in your maps. When you export a map to
Microsoft® Word, the sources used in the map are also exported and included in the resulting Word
file as a bibliography.

If you want to add citations to particular elements of the map, you will have to create one or more
sources first. It is not, however, necessary to use citations; you may create any humber of sources
without necessarily referring to them in any of the map elements, and just use them as a
bibliography when you export your map. See "Using citations" for more information on inserting
citations.

Adding a source by searching
# Choose Insert > New bibliography source.

* Enter a search text to locate the source or open the search submenu to select a recent search
text. This might be a book title, an author's name or an ISBN number.

#* (Optional) On the search submenu specify a language for the source or specify a type of
source you are looking for (book, film, etc).
Q- [I tle, author or ISBN
John Steinbeck
Max Born

Clear Recents

Languages >
Types »

|| . e

* Press Enter.
#* From the listed results choose the one that you want to use a as a source in your map and, if
necessary, edit the information in the right hand panel.

#* Click Add.

Adding a source manually
# Choose Insert > New bibliography source.
* Select the type of source in the left column (Book, Journal Article, Film or Internet Site).
* Enter details of the source in the right hand panel
#* Click Add.

Viewing and managing sources
To view or edit a source:

#* Choose Insert > Manage bibliography sources. A list of the sources in your map is
displayed.
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* To edit the information for a source, select it and make the necessary changes in the right hand
panel.

#* Click Close.

Using citations

A citation is a reference to a published work. Citations may be handled in a number of ways but the
standard method is to provide a page number and the name or author(s) of the source cited in
parentheses, possibly preceded by a direct quotation from the source in quotation marks as in the
following example:

"Everyday life presents itself as a reality interpreted by men and subjectively meaningful to
them as a coherent world" (Berger & Luckmann, 33)

The text in quotation marks is a quotation while the text in parentheses is a citation. Full details of
the source cited must then be provided in the bibliography (as the basic information provided in
parentheses is not sufficient to properly identify the book, or other work, cited).

MindView can be used to insert citations in text notes, for example to link a quotation to a source.
You can also insert citations directly on the branches of the map, on attachments and on hyperlinks.

If you export your map to Microsoft® Word, all the citations you have added are automatically placed
in the correct location of the Word document. The full details of the corresponding sources are
included in the Bibliography section located at the end of the Word document.

@To insert a citation you must first create a source in the map. See "Using sources" for more
information.

Inserting a citation in a text note
* Open the text note where the citation is to be inserted.
* Place the cursor at the position where the citation is to be inserted in the note.
* (Optional) Type a quotation from the source.
# Right-click and choose Citations.
* Drag the appropriate source to Citations area and add the location of the citation (for example
page or chapter number) in the right hand column.

#* Click Close.

Inserting a citation on a branch
You can also insert citations directly on branches.
To do this, select the branch, then follow the procedure described above for text notes.

When inserting a citation on a branch, the citation is not visible on the branch itself. To see a list of
the citations you have inserted on a branch, right-click the branch and choose Bibliography Citation.

Viewing citations
To view the citations that have been added to a branch:

* Right-click the branch and choose Bibliography citation.
To view the citations that have been added to a text note:

# Right-click anywhere in the text note and choose Citations.

Inserting timeline data

MindView Business Edition lets you enter time-related information on any of the branches of your
mind map in order to create different types of documents, such as timelines, task lists and project
plans.
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This topic explains how to enter time information on the branches of your document in order to
create a timeline.

For information about how to enter time information for a task list or a project plan, see "Inserting
task data".

Entering time information on the branches of your document allows you to display these branches as
chronological events along a horizontal axis in the Timeline view, as shown here:
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For a full description of the Timeline view, see the topic "Using the Timeline view". That topic also
explains how you can present and export your timelines.

Although you can work directly in the Timeline view when creating a timeline, the Time Information
panel described here allows you to enter time information on your branches while brainstorming your
document in one of the standard Map views.

Choosing a timescale

Before you begin entering any time information on a mind map, you should review the timescale of
your document as the default timescale (Standard) may not be suitable for your subject.

MindView lets you choose between several timescales to cater for different projects:

Standard: Use this timescale for normal dates and times. It is also suitable for historical times where
you do not need to show BC dates. You can specify the year, month, day and time. The range is 1
AD to 3,000 AD.

Daily: Use this timescale to plot time by day number, without reference to specific dates or days of
the week. For example, you could use it to chart the life cycle of an insect or to map out a process.
You can specify day number and time: Day 1 is the first day, Day 17 the seventeenth, Day -3 the
third day before the first day, and so on. The range is +1,000,000.

Weekly: Use this timescale to plot time by week number, without reference to specific dates. You
can specify week number, day (Monday to Sunday) and time. The range is +100,000.

Historic: Use this timescale for historical dates. You can specify the year (BC or AD), month and
day (not the time). The range is 5,000,000 BC to 3,000 AD.

Geological: Use this for plotting astronomical, geological or prehistoric events. You can specify
dates in thousands or millions of years. Decimal numbers are allowed. The range is
+20,000,000,000.

To change the timescale:
® Choose Timeline from the pop-up menu in the Document Info pane of the view's inspector.

#* Inthe Document Time Scale section of the View inspector, select a timescale from the list.
The choices are Standard, Daily, Weekly, Historic, and Geological. The question mark icon
opens this Help page at the "Timescales" section.
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Document Time Scale
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Caution: It is worth taking trouble to choose the timescale that is most appropriate for your subject.
If you change the timescale later, you will have to re-enter the time information on all the branches.

To enter time information on a root or branch:

e
e

B

Select the root or branch.

In the Time Information section of the Root Branch or Branch inspector, or in the Outline view
below the main display, click the Start field.

Specify a start time for the event. When entering a date you can simply type it into the box and
MindView will interpret what you type if it can. Alternatively you can use the assistant panel
which displays automatically.

Time Information

Start 1Jun 2014
E Calendar

Du Jun 2014 40 »

Ta:

L | 2 3 456 7
Pri) 8 910 11 12 13 14
Col 15 16 17 18 19 20 21

27 23 24 25 26 27 28
Re 29 30

The precision with which you specify the date and/or time will depend on your subject. For
example, for a historical subject, if you are using the Standard timescale, you might choose
just a year, or just a year and month, without specifying an exact date or time. For a specific
incident, however, you might choose a specific date and even a specific time of day. You can
drag the hands of the clock to set a particular time.

The controls on the assistant panels vary according to the document's timescale. The ones
shown above are for the Standard timescale.

If you are working in the Geological timescale, you can use decimals. So, if millions is
selected, -1.45 will mean 1,450,000 years ago. The abbreviations 'ty' and 'my' are used for
thousands of years and millions of years.

Press Enter.

To specify an end time, click the End field. You do not need to specify an end time if your event
has no extended duration. For example, to enter the date of an event that happened on a
particular day, all you need to do is to specify the date as the Start time.

The assistant panels for the End field usually display a checkbox ‘Include ... in the period'. If
the box is selected the timeline bar will run to the end of the End time you entered; if the box is
not selected the timeline bar will run to the beginning of the End time you entered. See below
for more details.

Repeat the procedure to add time information to other branches.

(optional) To display the time information you just entered on the branches of the map, choose
Tools > Show Branch Data > Start/End Time (or right-click the workspace, choose Show
Branch Data), and then choose Start/End Time from the submenu so that a checkmark
appears.

Q You can hide or show the time information on individual branches by right-clicking a

branch, choosing Show Branch Data from the shortcut menu, and them choosing Start/End
Time.
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You can remove time information for a selected branch simply by deleting it from the Start and/or
End fields of the Outline view, or the Timeline Info section of the Root Branch or Branch inspector.

@ As well as using the Branch inspector, you can enter time information directly on branches in
the Outline view or the Timeline Outline panel shown in the Timeline view. Just double-click the
relevant Start Time or End Time cell and enter the time as described above.

‘Include ... in the period' checkbox

If you are entering an end date the assistants will usually also have a checkbox ‘Include ... in the
period'. If the box is selected the timeline bar will run to the end of the End time you entered; if the
box is not selected the timeline bar will run to the beginning of the End time you entered.

The simplest way to explain this is by means of an example. Suppose you are entering dates for a
branch concerning World War Il. As start date you specify 1939, so the branch displayed on the
timeline will start at the beginning of 1939. As end date you enter 1945. There are now two
possibilities:
# [f 'Include 1945 in the period' is selected, the end time will be the end of 1945. In other words
the duration bar for the World War Il branch will stretch from the beginning of 1939 to the end
of 1945.

World War [l
—

§
1339 1340 1941 1942 1943 1944 1945 1946

(1939 - 1945 |

# [f 'Include 1945 in the period' is not selected, the end time will be the beginning of 1945. In
other words the duration bar will stretch from the beginning of 1939 to the beginning of 1945.

World War I
—

§
1339 1340 1941 1942 1943 1944 1945 1346

| 1939 - 1945

Inserting task data

MindView Business Edition lets you enter task and time-related information on any of the branches
of your mind map in order to create different types of documents, such as timelines, task lists and
project plans.

This topic explains how to enter task data on the branches of your document to create a simple task
list or a project plan. For information about entering time data for a timeline, see "Inserting timeline
data".

Although you can also enter task data directly in other views such as the Outline view (task lists and
project plans) and the Gantt view (project plans only), the Task panel described here allows you to
enter task data on your branches while brainstorming your document in one of the standard Mind
Mapping views.

Building a task list
* Make sure the document type is set to Task Management in the Gantt View inspector.
Open the Task inspector.
Select a branch for which you want to add task data.
(optional) Enter a Start date.
(optional) Enter an End date.
(optional) Choose a Priority level.

L A
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* (optional) Choose a percentage value to indicate how far the task has progressed to
Completion.

* (optional) Assign Resources to the task by typing their names separated by semi-colons.

You can also click the Resources button next to the field. See "Assigning resources" in the
"Gantt view" chapter for details about using this dialog and information on how to create a
global resources list.

* Repeat the procedure to add task data to other branches.

You can delete the time information inserted on a branch at any time by selecting it and clicking the
Delete Times button.

Once you have finished brainstorming your task list, you can display it in grid format in the Outline
view for a better overview and faster editing. You can also obtain a chronological display of the tasks
along a horizontal axis by switching to the Timeline view. See "Using the Outline view" and "Using
the Timeline view" for more information on these two views.

You can also import an existing task list from Microsoft Outlook or export your task list to it, as well
as synchronize different versions of the same task list stored in both programs.

For more information on the procedures involved, see "Exporting to Microsoft Outlook" and
"Importing from Microsoft Outlook".

Building a project plan
A project plan is a series of interdependent tasks that need to be performed in a particular order.

The MindView Gantt view, specific to the Business Edition, is dedicated to the creation, editing and
management of project plans according to the rules of project management. It is the best view to use
when working on a project plan, since it allows you to visualize immediately the consequences on
the overall plan of any changes you make.

There are two important differences between the way in which MindView handles a simple task list
and the way in which it handles a project plan:

® [n a project plan, all parent branches become summary tasks. The start dates, end dates and
durations of summary tasks are calculated automatically from their sub-tasks and cannot be
edited.

# |n a project plan, tasks are only scheduled during working time, as defined by the project and
resources calendars.

For a full description of the Gantt view, including how to set up, create and manage a project plan,
see "Using the Gantt view" and the topics that follow it in the "Gantt view" chapter.

The Task inspector described here gives you an alternative way of viewing and editing the
information associated with the tasks of your project plan. It is useful if you want to brainstorm your
project plan in one of the standard Mind Mapping views rather than using the Gantt view. Once you
have finished brainstorming, switching to the Gantt view will enable you to take advantage of the full
capabilities of the project management features offered by MindView.

#* Open the Task inspector.

* If you are creating a new project plan, make sure the document type is set to Project
Management.

* Select a branch for which you want to add task data.

# (optional) Enter a Duration, using the drop-down list on the right to choose between different
duration types (minutes, hours, days, weeks, months).

For detailed information about the different ways of entering a duration and how MindView uses this
value to schedule tasks in a project plan, refer to the paragraph "Entering a task duration" in
"Entering and editing tasks" (Gantt view).

Although you can add start dates and end dates to your project tasks, it is not recommended unless
you understand the implications of doing so. It is normally better to let MindView calculate the start
and end dates of the tasks automatically with reference to the project start date, the task durations,
and the task links that you might have set up in the Gantt view. For detailed information about how
MindView handles start and end dates in a project plan, refer to the paragraph "Specifying start and
end dates" in "Entering and editing tasks" (Gantt view).
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# (optional) Choose a Priority level.

* (optional) Choose a percentage value to indicate how far the task has progressed to
Completion.

* (optional) Assign Resources to the task by typing their names separated by semi-colons.

You can also click the Resources button to the right of the field. See "Assigning resources"

(Gantt view) for details about using this dialog and information on how to create a global
resources list.

* Repeat the procedure to add task data to other branches.
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* (optional) To display, directly on the branches of the mind map, the task data you just entered,
choose Tools > Show Branch Data (or right-click the workspace and choose Show Branch
Data) and check the fields you want to see in the sub-menu.

Q You can hide or show the fields on individual branches with the Show Branch Data icon
of the Format tab (or the Show Branch Data option in the branch local menu).

It is also possible to format the task data displayed on the map in different ways. For more
information, see "Editing a root or branch".

MindView lets you export your project plans to Microsoft Project for further work.
For the export options using the XML format, see "Exporting to XML".

Saving a mind map

You can save your mind map in several ways:

# Choose File > Save or press 3£ S to save your mind map under its existing name and continue
working in MindView.

# Choose File > Save As or press 1} 2 Sto save your mind map under a different name. This is
also a way of creating a copy of your document.
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Note: The first time you save a new document, choosing File > Save opens the Save As dialog to
allow you to enter a file name for your new document.

Saving your map as a template

You can also save your map as a custom template for future use. This allows you to create new
mind maps on the basis of your existing mind maps. To do this:

* Choose File > Save as Template.

Save As: U.5. Trade E]

Where: | L__." User Templates |

Ak
P—

(; Cancel ) { Save )

* Enter the name of your new template.

* (optional) Select a folder. The default folder is User Templates, under Documents/MindView in
your home folder. If you save the template in a different folder, it will not appear in the New
Document dialog when you create a new document.

#* Click Save.

Further tasks

Editing a root or branch

You can change many properties of a root or branch. For example you can edit its label, choose a
different color for the text or background, or change the width of a branch line. Many of these
operations can be applied to several branches at once. All you need to do is to start by selecting all
the branches you want to modify, as described below.

Editing a label
To replace the existing label:
#* Click the root or branch to select it and start typing the new label.
# When you have finished, press Enter or click outside the label.
To edit the existing label:

* Click the root or branch once to select it and click it again after a short time. Place the cursor at
the required position and start typing.

* When you have finished, press Enter or click outside the label.
Alternatively, select the root or branch and edit the label in the Root Branch or Branch
inspector.

@ Pressing #£ Z while editing will restore the original label.

Q Remember that your map will be clearer if you keep the branch labels short. If you have
additional information to enter, create a text note rather than trying to fit it on the label. You can
also enter comments to serve as reminders while you build up your map.

Selecting several branches

Selecting several branches at once allows you to apply the same change to all of them
simultaneously.

You can select several branches in the usual way:
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#* Click the first branch, then press and hold down {Fwhile clicking the other branches one by
one. Each of the branches you click becomes highlighted to indicate that it is selected.

# To deselect one or more branches simply click them again while holding down i

You can also select several branches by dragging a frame around them with the mouse. All the
branches contained within the frame become selected.

Caution: Remember that any changes you make using the inspectors will apply to all selected
branches.

Formatting a branch
Use the format bar to change the format of a selected root or branch.

| EEE% _| | Frame: _l Fill: |:| |:| | Line: ?T _| | || Export branch

For example you can increase the width or color of the branch line, change the color of the label,
resize a branch picture, change background color or define a boundary. If the branch has a branch
picture, select the picture and the options in the format bar will change to those appropriate for a
picture.

Alternatively you can use the Root Branch or Branch inspector, or the Picture inspector if the branch
has a branch picture.

@ Some properties apply only in certain circumstances. For example, the Branch Frame properties
have no effect if the branch does not have a frame.

See "Format bar", "Root Branch inspector" and "Branch inspector" for information about applying
formatting to a root or branch.

To remove formatting from one or more branches and return to the basic settings for the mind map
style:

* Select the branches.
#* Choose Format > Reset Style.

Format properties (colors, fonts and so on) are stored separately for each view. This means that for
each view, you can apply formatting that is tailored specifically for that view. If necessary you can
copy formatting information from a branch on one view to one or more branches on another view:

» Switch to the view you want to copy formatting from, and select the relevant branch.

» Choose Format > Copy Style or press = 3£ C.

¥* Switch to the view you want to copy formatting to, and select the relevant branch or branches.
* Choose Format > Paste Style or press = & V.

@ Only formatting that applies in the new view will be pasted. For example, text font and/or color
will be pasted to a branch in the Left/Right view, but frame properties, such as fill color, will not
because branch frames are not applicable to the Left/Right view.

# If you have added information on your branches such as task data or calculation values, you
can display this data directly on the branches:

# Choose Tools > Show Branch Data (or right-click the workspace and choose Show Branch
Data) and choose data you want to see from the submenu so that checkmarks appear.

Q You can hide or show the fields on individual branches by right-clicking a branch, choosing
Show Branch Data from the shortcut menu, and then choosing data you want to see.

# [f you have chosen to display resource cost information on the branches (such as Cost, Actual
Cost or Remaining Cost), you can define the currency symbol and the number of decimal digits
to be used for the entire document. See "Currency" in the topic "Setting up your preferences".

You can also specify how this data should be represented.

Changing the look of a mind map

You can change the look of your mind map at any time. To change the basic view:
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* Click the Views icon.
I:FCI
* Select a view.
For more information about these views, see "Using different views".

To change the overall style:
# Click the Styles icon.

=

[=K

=

# Select a style from the list.

The style you choose here applies to the entire map. You can however apply different design options
to selected branches. To find out how to do this, see "Formatting a branch".

To create a custom style:
# Choose Format > Create Custom Style.
* Change the look of the sample map on the Style Designer view as appropriate.
# Choose File > Save Style to save the new style.
To change the overall color scheme:
* Click the Color Schemas icon.

#» Select a color scheme from the list.

The color scheme you choose here applies to the entire map. You can however apply different
colors to selected branches. To find out how to do this, see "Formatting a branch".

To change the mind map background:
# Click the Backgrounds icon.

Y
* Select a background from the list.
To change the design of the root branch:

* Select the root branch.
* Click the Root Shapes icon.

R

» Select a shape from the list.
To change the design of a branch:
# Select the branch.
* Click the Branch Shapes icon.
o
.
* Select a shape from the list.

Compacting a mind map

By default, MindView organizes the map so that the bounding areas containing the branches and
their sub-branches do not overlap with each other. For some map layouts, this may create large
empty spaces between branches which make the map harder to overview. In those cases, the
Compact Map option may produce a better layout by bringing the branches as close to each other as
possible, as shown in the examples below.

To compact a mind map:
* Click the Compact Map icon.

=
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Mind map before compacting:
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Moving a branch

As your map grows and you start analyzing its various topics, you may realize that some of them
don't in fact belong to the branch you first allocated them to. To move one or more branches
including any sub-branches and objects attached to them, to a different position:

* Select the branch or branches you want to move.

* While keeping the left mouse button pressed, drag the branch or branches to the new location
which may be a different branch or merely a different position at the same hierarchical level

The mouse pointer changes to a different shape and a blue marker shows you where the
branch will be inserted when you let go of the mouse button.

* Release the mouse button to insert the branch or branches at the new location
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The Company ]:

Q > If you are viewing your map in the mind map or Left/Right views, you can also use the ™ Up
and ™ Down keyboard shortcuts to move the currently selected branch up or down in the map.
Similarly, the ™ Right and ™ Left keyboard shortcuts allow you to move a branch right or left in the
Top Down view.

Disabling Auto-layout

By default, MindView automatically arranges the main branches as you insert them to prevent any
overlap. You can however choose to reposition the main branches yourself after their insertion by
disabling Auto-layout mode.

# To disable Auto-layout mode, choose Format > Auto-layout in the main menu to remove the
tick mark next to the command name.

You can now position the main branches of your map as you wish by dragging them with the mouse.

Note that this only applies to main branches. MindView always arranges sub-branches
automatically.

Important: If you re-enable Auto-layout mode at any point by choosing Format > Auto-layout again
while still working on your map, the main branches you repositioned will be placed back in their
default positions. You can however choose Edit > Undo (or press &5 Z) to revert to your own
positioning.

Cutting, copying and pasting a branch

You can apply the standard Cut, Copy and Paste functions to any branch of your mind map. This
allows you to copy or move an entire branch, including all its sub-branches and attached objects, to
a different part of your map, at the same hierarchical level or at a higher or lower level, in the same
document or in a different document.

You can also apply the Cut, Copy and Paste functions to the root itself. This allows you for instance
to copy an entire map from one document and add it as a main branch or a sub-branch in a different
document. This is a very useful feature if you need to consolidate several different documents into a
master document, as described in "Pack and unpack".

* To cutaroot or a branch with all its sub-branches and attached objects to the clipboard (in
other words to place the root or branch on the clipboard while removing it from your map),
select it and then:

* Choose Edit > Cut in the main menu, or
# Choose Cut in the local menu of the branch, or
® Press & X.

* To copy aroot or a branch and all its sub-branches and attached objects to the clipboard (in
other words to place the root or branch on the clipboard while leaving it in place in your map),
select it and then:

* Choose Edit > Copy in the main menu, or
# Choose Copy in the local menu of the branch, or
# Press & C.

* To paste a root or a branch and all its sub-branches and attached objects, select its new
location, either in the same document or in a different document, and then:

# Choose Edit > Paste in the main menu, or
# Choose Paste in the local menu of the destination branch, or
® Press #V.
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The clipboard root or branch is added as a sub-branch of the destination branch you selected.
* To copy formatting (colors, fonts and so on) from one branch to another:

# Select the first branch and choose Format > Copy Style or press % % C.

# Select the target branch or branches and select Format > Paste Style or press . & V.

59 If you cut and paste a branch that is the starting point of a branch connection (see "Creating
branch connections"), the branch connection will be moved with the branch. However if you cut and
paste a branch that is the end point of a branch connection, the branch connection is not kept.

Moving a picture
To move a floating picture:
# Select the picture.
> Drag it to the new location, inside or outside a branch.
To move a branch picture:
# Select the picture. Be sure to select the picture itself, not just the branch.

#» Drag it to the new location, inside or outside the branch. If you move it outside the branch it will
become an unattached floating picture. If you move it inside the branch, the destination
depends on where you drop it.

Positioning a picture within a branch:

#» Drop the picture in the blue highlight area above, to the left or to the right of the branch label to
position it accordingly.

Creating a legend

Adding a legend to your map can make it much easier to read and interpret. You can for instance
apply a particular color to some of the branches of your map, and then use a legend to give the
meaning of this color.
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In the example below showing the tasks to be considered when organizing an event, the tasks that
have been completed have been tagged with a tick icon, and the next tasks that need to be done
urgently have been highlighted using red text.

/ Research
Legend
/ Done / Visit / review
I Urgent | <

Select

/ Engage caterers]

!I[I

Y Ty

Headcount estimateJ

Fecltios

Agree menus

_—

Requirements for breaksJ

To add a legend:

# If necessary, choose Tools > Legend (or right-click in the display and choose Legend) to
display the Legend panel.

In the Legend panel, select Color or Icon, depending on the type of legend you plan to use.
Click the plus icon (+) to add the legend.

Edit the text box next to the legend to provide a suitable description.

(Optional) Repeat the procedure to add other legends.

To remove a legend:

Y ¥ ¥ ¥

#* Inthe Legend panel, select the legend you want to remove and click the minus icon (-).

Filtering a mind map

You can filter your map to display only branches that meet specific criteria. For example, you can
show only the branches that contain the word "budget", or, if you are working on a timeline, events
starting at a given date. You can also combine different criteria, so that only the branches that meet
all or some of these criteria are shown.

All the filters you define are saved with the MindView document.

Defining a filter
In the Power Filter inspector:
# Select New Filter in the drop down list.
= Enter a name for the filter in the Filter box.

* Select any, all or none to specify how the condition or conditions you create are to be
satisfied. For example, if you choose ‘any’ then branches that satisfy any one of the conditions
will be displayed, even though they may not satisfy other conditions.

* For the first condition, select the items you want to test, for example Branch text, End date, or
Branch icons. If for instance you want to restrict the display to all the branches on which you
have placed a Priority 1 icon, select the entry "Branch icons" in the list.

# Select the criterion that will satisfy this condition, for example Contains or Does not contain.
The list of criteria depends on the items being tested. In our example, you would choose the
entry "Equal to" or "Contains" (in case some branches contain more than one icon).
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* Enter the text to be matched or, if you are testing for particular icon(s), select them. In our
example, you would choose the Priority 1 icon in the icon gallery that opens.

5? If you have chosen Contains as the criterion for matching, and then enter text for
matching, MindView will look for the text anywhere in the branch label, even in the middle of a
word.

* To add another condition, click the plus icon (+) and repeat the previous three steps.
* If you need to remove a condition, click the relevant minus icon (-).
# Click Reapply or click in the workspace to apply the new filter.

The mind map now shows only the branches that meet the criteria you have defined.

If necessary, you can add further criteria to the filter by editing it (see below) or define new filters by
repeating the procedure.

Other filter operations

# To go back to the full map display, select No Filter in the drop down list in the Power Filter
inspector.

* When you have several filters, you can apply any one of them simply by selecting it in the drop
down list in the Power Filter inspector.

* To edit afilter, select it in the drop down list in the Power Filter inspector and proceed as
described in "Defining a filter", above.

* To delete a filter permanently, select it in the drop down list in the Power Filter inspector and
click Delete.

Focusing on a branch

As your map grows, you might find it useful to concentrate on a particular area by viewing only a
chosen branch or set of branches. This also gives you more workspace to add comments, text
notes, icons, objects and so on to the particular branch or set of branches you are viewing.

To restrict the display to a branch (and its sub-branches):
#* Click the branch.

AR
% Click the Focus Branch icon - .

Or:
* Right-click the branch.

* Select Focus Branch in the local menu.
£
The Focus Branch icon changes, ~ to remind you that you are now viewing only part of the map.
Any branch connections leading to branches outside the area being viewed are not displayed.

Influential people

Influential events \

-—[ Inspirations BJ

Influential events /

To display the entire map again:

% Click the Focus Branch icon -, or

#* Right-click the branch and deselect Focus in its local menu.

Another way to focus on part of your mind map is to use Focus Mode:

I
* Click the Focus Mode icon % .

#* (Optional) Click the triangle to the right of the Focus Mode icon to select a different zoom level.
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* Click the branch you want to concentrate on, and the map becomes centered on that branch.
Click on another branch to make it the center of the display.

* To return to the normal mode of working at the end of your presentation, click the Focus Mode
icon again and select Off.

@ You can also collapse the entire mind map to just one level of branches, two levels, three levels
or four levels by using the Detail level icons:
) (2) (3] (&) (a)

The All icon expands the mind map so that it shows all its branches down to the last level.

Presenting a mind map

The MindView presentation mode lets you present your mind map to your audience branch by
branch in full screen mode. To do this:

# Click the presentation mode icon

# On the presentation mode toolbar, click ® to open the Presentation Options dialog:

Presentation Options

Present up to branch level:

010203040506 0708 @9

Expand sub-branches of the selected branch:

"t P
1 level @ 2 levels [_ none

Auto-collapse to branch:

i i i
level 1 (O level 2 @ level 3 () none

Set zoom level:

oy

50w (D 100% @ 200% () 400% () none

Lot

Select the number of levels of your map that you want to present; how many levels of sub-
branches you want to display below the branch that currently has focus; how many levels to
auto-collapse the map; and the zoom level.

» Click ' or " inthe toolbar to move forwards (clockwise) or backwards (anticlockwise)
round the mind map following the standard hierarchy.

# Click the arrow keys to move from branch to branch in the usual way.
#* Click any branch to jump to another part of the mind map.

#* To exit presentation mode, click “*in the toolbar.

Zooming in and out

The zoom features let you change the level of magnification of your mind map.
To zoom in:
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* Choose View > Zoom In or press 1} 28> one or more times.
To zoom out:
* Choose View >Zoom Out or press 1} 28< one or more times.
To specify a particular zoom factor:
#* Click the Zoom Control at the lower left of the window and select one of the
predefined zoom factors, or
# Click the Zoom Control, select Custom and enter your own value.
25%
50%
75%
¥ 100%
125%
150%
200%
300%
400%
A00%

Custam...
Size to fit

To fit the map to the dimensions of the window:

# Click the Zoom to Fit icon =%, or
* Choose View > Zoom to Fit, or
#* Press & =.
To view the map at its original size (zoom factor of 100%):
» Choose View > Actual size.
To view the map in Full Screen mode:
# Choose View > Full Screen Mode or press % 35 F.
* (optional) Press the toolbar display button at the top right of the window to hide the toolbar.
# (optional) Choose Format > Hide Format Bar, or press 1} R to hide the format bar.
#* To return to normal viewing mode choose View > Full Screen Mode or press . # F again.

Using the Multimedia Catalog

-
The Multimedia Catalog, accessed by clicking Lﬂ, contains a vast collection of high quality clip art
pictures organized in many different categories or themes.

As well as business and web-related pictures, the Multimedia Catalog contains a large number of
pictures created specifically to support both the curriculum-aligned templates included in MindView
and your own curriculum-based mind maps.

You can also store your own elements in the Multimedia Catalog. This enables you to re-use them
whenever needed by dragging them from the Multimedia Catalog into your mind maps.

Finally, you can create your own "User Area" categories and link them to hard disk folders or to
shared network folders in order to view and use their contents. This feature is particularly useful
when several users want to make use of the same multimedia elements stored on a shared network
folder.

You can for instance connect one of your user categories to a folder containing different types of
elements, such as videos, sounds or Flash files, which you can then drop onto your branches as
attached objects.

60



User Guide

® M Multimedia Catalog
¥ iy Clipart
» i Physical Sciences
b i Earth Sciences
¥ fi Life Sciences
Simple organisms
Plants - Small
Plants - Edible
Plants - Trees '
" invertebrates

Fish v

Beetle

ki

Butterfly Caterpillar Centipede E
P Properties
m—a— ] (Q 35 items
A

To open the Multimedia Catalog:

> Click B3, or
# Choose Tools > Multimedia Catalog, or
# Press L #E M.
To insert a Multimedia Catalog element into your mind map:

» Drag it from the catalog on to your mind map. If you drag it on to a branch it will be inserted as
a branch picture. Otherwise it will be inserted as a floating picture.

Overview of the Multimedia Catalog

# Clipart: Contains more than 1500 high quality illustrations covering many different educational
fields, as well as business and web-related illustrations.

® Favorites: Place in this category any element you want to be able to find again quickly.

# Recent: When you add a Multimedia Catalog element to your document, this element is
automatically copied to the Recent category. This allows you to quickly find recently used
multimedia elements in case you want to use them again.

# Find Results: This category only appears once you have done a search in the Multimedia
Catalog. It shows all the elements of the catalog that correspond to your search keyword.

# User Area: This area is reserved for your own use. You can add or drag any element to it,
create as many sub-categories as needed and even connect one or more of your user

categories to an external folder. See "Adding elements to the Multimedia Catalog" below for
more information.
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Browsing the Multimedia Catalog

» Select a category to see its contents. Use the up or down arrow key on the keyboard to select
the previous or next category.

* Click the right-pointing arrow ¥ next to a category name to see the sub-categories it contains.
Alternatively, select the category and press the right arrow key on the keyboard.

* Click the arrow again to collapse the category. Alternatively, select it and press the left arrow
key.

# Use the slider @ =@ [&] o change the size of the images in the Multimedia Catalog. To
examine a particular picture more closely, double-click it.

Using the Favorites category

If you often use the same elements, placing them in the Favorites category allows you to find them
again quickly. You can do this in two ways:

# Right-click the relevant element and choose Add to Favorites in its local menu.
# Drag the element from one of the Multimedia Catalog categories to the Favorites category.

The element is now copied to the Favorites category. If you want to remove it from this category at a
later stage, right-click it again and choose Remove from Favorites in its local menu.

Searching the Multimedia Catalog

If you need a picture related to a particular theme (for instance Europe), you can search the entire
catalog for that theme:

* Type a search word in the search box at the bottom of the Multimedia Catalog window and
press Enter. Results appear in the Find Results category.

Q USA
#* Scroll down until you find the image you require.
[ ot L
, Find Results %
[k Recent v

2. R ~© 0

| i) @

I Properties

& @ Q usa . 72 items

Searches in the Multimedia Catalog are keyword-based. Many different keywords have been
associated with the Multimedia Catalog elements to help you find rapidly what you need. By way of
example, here is a small selection of the many different keywords you can search for:

people, men, women, children, buildings, symbols, countries, maps, flags, animals, plants,
computing, transport

You can view the keywords associated with a particular element, and even add your own, as follows:
* Select the element in the Multimedia Catalog display area.
* Click the Properties arrow ¥ below the display area, or
* Choose Properties in its local menu.

62



User Guide

The Properties panel appears.
W Properties

Description: Ernest Hemingway

Keywords: | United States;USA;writers,writing;literature;
people; persons, man;men;

* Type the new keywords you want to associate with this element, separating them with semi-
colons.

@ The Properties panel also lets you edit or remove unwanted keywords or change the element's
description.

Adding elements to the Multimedia Catalog

You can keep your own elements in the Multimedia Catalog for future use, either in an existing
category or in the User Area. You can also create your own categories within the User Area, rename
them or delete them.

When you add an element to the Multimedia Catalog, the element is not copied or moved but added
as a shortcut.

To add an element to the Multimedia Catalog:
* Select the category to which you want to add the element.
* Right-click the category and choose Add Element in its local menu.
* Choose the required element in the Finder.

You can also add elements by dragging them from the Finder or the desktop to the relevant category
in the Multimedia Catalog.

Renaming an element

You can give relevant names to all the elements you add to the Multimedia Catalog or rename
existing elements as follows:

#* Right-click the element you wish to rename and choose Properties in its local menu.
#* Enter a new description for the element.

The new description will appear whenever you move the mouse pointer over the element in the
Multimedia Catalog.

Deleting an element
You can delete any element you have added to the Multimedia Catalog as follows:
# Right-click it and choose Delete in its local menu.

Creating a category within the User Area
You can create your own categories within the User Area as follows:

* Right-click the User Area or the sub-category of the User Area in which you want to create a
category.

# Choose Create Category in the local menu.
* A new untitled category appears.
#* Double-click the new category, type a name for it and press Enter.
¥ L] User Area
& My pictures m
[ My sounds

untitled

You can also rename or delete any category in the User Area by right-clicking it and choosing
Rename Category or Delete Category respectively in its local menu.
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Connecting a category to an external folder within the User Area

MindView allows you to connect one or more of your user categories to one of your hard disk folders
or a shared network folder. This feature is particularly useful when several users want to make use
of the same multimedia elements stored on a shared network folder.

You could also connect one of your user categories to a folder containing different types of
elements, such as videos, sounds or Flash files, which you can then drop onto your branches as
attached objects.

* Right-click the main User Area or one of its categories.
* Choose Connect to Folder in its local menu.

* Choose the folder you want to connect to.
B

Choose the required filter. If for instance you only want to view the available videos, choose the
Video filter.

Note that you can also type your own filter, such as *.bmp *.jpg *.gif (separating the elements
of the filter with spaces) to see only pictures using these file formats.

* (optional) Select 'Include sub-folders' if you also want to see the contents of all the sub-folders
of the connected folder.

A new category is now created within the User Area (or User Area category), filled with all the
contents of the connected folder that match the filter you specified. The new category takes the
name of the folder that you connected it to. It is identified by a special icon to show that it is a
connected category.

[ Pictures

If the contents of the connected folder are likely to change while you are working with the Multimedia
Catalog, for instance if the connected folder is a shared network folder to which other users have
access, you can refresh the connected category to make sure you see the latest contents.

* Right-click the connected category and choose Refresh in its local menu.
Note that you can also refresh any of the sub-folders of the connected category.

Finally you can change the filter used to view the contents or even change the connection by
connecting to a different folder as follows:

# Right-click the connected category and choose Modify in its local menu.
* Choose a different path and/or a different filter as described above.
You can disconnect a connected category at any time as follows:
* Right-click the connected category and choose Disconnect in its local menu.

@ Disconnecting a connected category removes the link between your User Area and the folder
you connected to, but does not affect the external folder or its contents in any way.

Resetting the Multimedia Catalog

You can restore the original contents of the Multimedia Catalog at any time by choosing Tools >
Reset Multimedia Catalog in the main menu. This removes all shortcuts and categories you may
have created.

@ This operation deletes shortcuts and categories only. It does not delete the files that were the
targets of the shortcuts.

Using the overview panel

The overview panel gives you a miniature view of your entire document. If your map is large, the
overview panel provides a quick way of reaching its different areas.
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" In
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@ The overview panel is not available when you are working in the Outline view.
To display the overview panel:

O, 8

* Choose Tools > Overview in the main menu or click the Overview icon ==l in the toolbar.
* You can resize the overview panel using the mouse wheel.

» Drag the rectangle contained in the overview panel in the direction of the map you want to
explore.

The main view changes to reflect the new position of the rectangle.

@ You can achieve the same effect by using the workspace scroll bars, but using the Overview
panel is quicker and has the advantage of giving you a complete representation of your map. You
can also move the mind map within the display area by selecting its root and dragging it to a new
position.

Using the inspectors

Many MindView components, such as the views, the root, the branches, attached objects, text notes
and so on have specific properties, displayed in the inspectors. You can use the inspectors to make
any necessary changes to these.

# Click the Inspector icon @ in the toolbar to display or hide the inspectors.

@ In many situations you should be able to work without displaying the inspectors as the format
bar, directly above the workspace area, provides access to most of the formatting options for the
current selection. See "Format bar".

By default, the inspectors display at the left of the workspace. To expand or collapse an inspector
click the disclosure triangles (¥ or ¥) at the left of its title bar.

Only inspectors relevant to the current selection are active. For example, if you select a branch that
has a picture as well as an attached text file, the Branch, Picture, Icons, and Object List inspectors
will be active as well as the inspector for the current view. If nothing is selected, only the inspector
relevant to the current view will be active.

For a complete description of all the properties available on the inspectors, see the Reference
section of this User Guide.

You can make the same change to several elements at once by selecting all the elements required
first. So if you want to change the branch color of three of your 10 branches, all you have to do is to
select the three branches and then click the color icon in the Branch Line section of the Branch
inspector.

If you select several elements of different type, only those properties that are common to all of them
can be changed in the inspectors.

Displaying inspectors in separate windows

To display the inspectors, the text note editor and the overview panel in separate windows:
# Choose MindView > Preferences and change the Layout selection to Multiple Windows.
* Restart MindView.

When displayed in separate windows the inspectors are, by default, joined together in a single
group:
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O Branch Attributes
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Branch Line
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However, you can drag them apart and position them separately if you want to:

Ow Branch Attributes
Branch Title
Phase 3
E=EE ] o e
Branch Frame | 3 Timeline Info
Border [HI| Fil [T [E0] > Ll

Branch Line

Width @ EI

Branch Options

E Include branch in export

™1 Show branch boundary

To reconnect them (in a different order if you like) just drag the top of one near to the bottom of

another and they will snap together. Similarly, if you bring together the headers of two inspectors
side by side they will automatically align horizontally.

* To reset the inspectors to their default positions, choose Tools > Reset Inspectors.

Using the object list

The object list inspector gives you a complete overview of the objects you have placed on the
currently selected branch. It allows you to perform various operations on the objects, such as
selecting them, activating them, deleting them or displaying their properties.

@ If the inspectors are not already visible, click the Inspector icon ﬁ in the toolbar to open them.
Each object listed in the inspector is identified by its name and an icon to indicate its type.
=/ Text note

E Include in export

66



User Guide

Manipulating objects in the object list inspector
In the object list inspector you can:

Edit the properties as required. See "Object list inspector" in the Reference section of this User
Guide for information about object properties.

Activate an object by choosing Execute in its local menu.
Delete an object by choosing Delete in its local menu.

If the object contains a link (e.g. Hyperlink or Picture), change the link type or its properties.
See "Creating links" for more information.

Finding and replacing text

MindView lets you search for every occurrence of a specific word or phrase and replace these
automatically with a new word or phrase you specify. You can find and replace text in the following
elements:

Branch names
Floating comments
Pop-up comments
Text notes

Object names

To find, and optionally replace, text:

e

b A A

¥ W

Choose Edit > Find > Find or press & F.

a8ann Find & Replace
Find: FPhasel 3
Loek in: ¥ Branch text ™ Text notes [ Match case
# Branch comments ™ Object labels [ I'Whaole words
E Floating comments
Replace: Phase One ﬂ
Mot found
f; Replace All _) Replace Replace & Find Previous 'x Mext ‘

Enter the text that you want to search for in the Find field of the Find & Replace dialog.
Under Look in, select the elements that you want MindView to search.
(optional) Select Match case if you want the search to be case-sensitive.

(optional) Select Whole words if you want the search to ignore matches that are not whole
words.

(optional) Enter text that you want to replace the found text with in the Replace field.
Click Next to search forwards or Previous to search backwards.

MindView goes through your document, looking for the text you specified in the elements you
selected. As soon as it finds an occurrence of the text, it selects the element containing the
text and highlights it.

Note: If the dialog disappears unexpectedly, that is probably because the main window has
been brought in front of it so that the highlighted element can be seen. Move the main window
to reveal the dialog.

Do one of the following:
# Look for the next occurrence of the text by clicking Next or Previous.
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# (optional) If you entered text in the Replace field, click Replace to replace the current
occurrence only, Replace & Find to replace the current occurrence and find the next
occurrence, or Replace All to replace all occurrences throughout the document.

* Close the Find & Replace dialog and continue your work.

After closing the dialog you can find the next occurrence of the text you last searched for by
choosing Find > Find Next or pressing # G. And Find > Find Previous or 1t 2 G will find the
previous occurrence.

Creating branch connections

MindView allows you to indicate visually that two or more branches of your map are conceptually
related by adding branch connections between them.
You can create two types of branch connections:

# |Internal branch connections, which connect two branches of the same map, or

# External branch connections, which connect two branches belonging to two different maps.

@ To create an external branch connection, both maps must be open. You must also save first the
map where you want the connection to end.

Creating a branch connection

# Click the Connection icon 17'
The mouse pointer changes to a different shape.
#* Click the branch or sub-branch you want the connection to start from.
#* Click the branch where you want the connection to end.
A dotted line ending with an arrow now connects the start branch to the end branch.

The branch connection appears in the object list for the start branch. By default, its name is the
name of the end branch. A paperclip icon & also appears to the right of the start branch label to
indicate the presence of an attached object. Moving the mouse pointer over this paperclip icon
displays a pop-up list of all the objects attached.

Owverspent areas

£ Next year
Review J: Underspent areas

.
l Contingency \

Mext year
b

Q To create several branch connections quickly, keep the ™. key down while connecting the
various branches. Release the . key before clicking the last branch. If necessary click the
Connection icon again to quit this mode.

Changing the curve of a branch connection
You can change the curve of a branch connection as follows:

#* Click the branch connection to select it. A handle appears at each end of the connection, made
up of a straight line and a circular 'handle’.

Review 'L Underspest areas &

""'-,*
Contingency p @
' §

Mextyear d
l‘"\-.'c...‘ — 'I.J‘
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* Click one of the handles and start dragging it.

The shape of the branch connection changes as you move the handle. As you extend the
handle, the branch connection becomes more curved. Conversely, if you reduce the length of
the handle, the branch connection becomes flatter.

* Move each handle in turn until you are satisfied with the shape of the branch connection curve.

Activating a branch connection

If you have a branch with a branch connection leading to another branch, you can quickly select that
other branch as follows:

* Double-click the branch connection in the object list, or
# Select the branch connection in the object list and choose Execute in its local menu.
If the connection ends in a different map, MindView opens it automatically.

Making a branch connection start or end on a different branch

You can easily change the start or end point of a branch connection without having to delete the
existing branch connection and create a new one. To do this:

#* Click the branch connection to select it, either directly on the map or in the Object list of the
start branch.

* Do one of the following:

# To make the branch connection start from a different branch, drag the dot at the start of the
connection (in the center of the branch label) to the new start branch.

#* To make the branch connection end on a different branch, drag the arrow placed at the
end of the connection (in the center of the branch label) to the new end branch.

Deleting a branch connection

To delete a branch connection, select it in the object list and do one of the following:
* Press Delete, or

# Choose Delete in its local menu.

Q Remember that if you delete a branch connection by accident, you can always cancel the
deletion by choosing Edit > Undo (3£ 2).

Branch connection properties

A branch connection has its own properties. You can use the Connection inspector to make any
necessary changes to the branch connection, as described in "Using the inspectors".

Connection

Branch Connection

Idea

E Include connection in export

Connection Line

Neormal: EI Howver EI

Width @

See "Connection inspector” in the Reference section of this User Guide for a description of the
properties applicable to a branch connection.

@ If the inspectors are not already visible, click the Inspector icon @ in the toolbar to open them.
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Creating links

Hyperlink objects, which can be displayed as buttons in exported output, allow you to create links
between a particular branch of your map and external elements, such as a file, a Web link (URL), a
folder or an email address. Once the hyperlink is inserted, activating it will automatically open the
viewer associated with the linked element on your computer (for instance your default text editor,
browser or email program).

Hyperlinks are listed in the object list inspector for the branch they belong to, but are not represented
visually on the branch. They will, however, be represented visually on the page if you export your
map to another format such as HTML, and you will be able to click them directly in order to view the
linked element. Note that you can also associate such links with attached picture files, as described
below.

Inserting a Hyperlink on a branch
Start by selecting the required branch, and then:
* Choose Attach in the main menu or the local menu, and select Hyperlink.

= Inthe Object List inspector, type a name for the new untitled hyperlink or button. If you intend
to export your map, this is the text that will make up the hyperlink or appear on the button.

# Click the default Web Link icon and choose one of the link types described below.

= If you want the hyperlink to appear as a button rather than hypertext in the exported output,
select 'Show as button'.

File link

This allows you to link a file to your hyperlink or button. When you activate the link, the file specified
will automatically open in the viewer associated with its extension type on your computer.

* Type the name of the file to link to next to the link icon (or click the Browse button).

Folder link

This allows you to create a link to a folder of your hard disk. When you activate the link, the specified
folder will open.

* Type the path for the folder to link to next to the link icon (or click the Browse button).

Web link

This allows you to link a web page to your hyperlink or button. When you activate the link, the web
page specified will be automatically displayed in your default web browser.

# Next to the link icon, type the address (URL) of the web page.

#* Select 'Open link in new window' if you want the target of the link to open in a new browser
window.

Q You can use this option if you intend to export your map but prefer not to define the link in
MindView. Just leave the field for the web address blank. This way, you can create various
hyperlinks and buttons in MindView, but only determine their functionality later.

Email link

This allows you to specify an email address to link to your hyperlink or button. When you activate the
link, a new message window will automatically open in your default email program, with the address
supplied below already filled in.

» Type the email address to link to next to the link icon.

Activating a Hyperlink
There are two ways of activating a link from within MindView:
# Select the hyperlink in the object list inspector and choose Execute in its local menu, or
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# Display the object pop-up list by moving the pointer over the paperclip icon & on the relevant
branch and double-click the icon of the hyperlink.

The linked element is then displayed in the application associated with its extension type.

Inserting a link to a Picture object on a branch

It is also possible to add any of the link types described above to a picture object attached to a
branch. This is useful if you intend to export to HTML and you want to use the picture to activate a
link. Note however that activating the picture object within MindView will always display the picture,
not the target of the link.

To add a link to a picture object:
¥* Click the picture object in the object list inspector to open its Properties panel.
= Click the link icon at the bottom of the panel to choose the link type.
* Enter the link path as described above.

Object properties

See "Object list inspector” in the Reference section of this User Guide for a full description of the
properties applicable to each type of object.

Inserting a new map

MindView allows you to create several maps in the same view by inserting several roots in it. This
can be useful if, while working on your map, you have ideas as yet unrelated to your existing topics
(i.e. branches). Once you have decided how they should be related, you can convert your new maps
into branches of your existing map, or move them to new documents altogether, as described below.

Inserting a new map in the view

To insert a new map:
# Right-click the workspace and choose Insert > New Map in its local menu, or
* Choose Insert > New mind map in the main menu.

@ You can also create a new map by detaching a branch of your existing map, either to the same
document or to a new document. See "Detaching a branch" for more information.

Attaching a newly created map to an existing map
If you have created a second map, you can integrate it to your original map as follows:
# To attach it as a main branch, drag its root to the original root.
# To attach it as a sub-branch, drag its root to the branch or sub-branch you want to attach it to.

Challenges

Personal timeline ]

Moving a map to a separate document

# Select the root of the map and choose Cut in its local menu or Edit > Cut in the main menu (or
press &£ X).

¥* Open the other document or create a new document (File > New or 35 N).

# In the other document, right-click the workspace and choose Paste in its local menu or Edit >
Paste in the main menu (or press £ V).

* (optional) Delete the default root created automatically in the new document.
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Detaching a branch

MindView allows you to create several maps in the same view by inserting several roots, as
described in "Inserting a new map". You can also create a second map by detaching an existing
branch of your mind map, either to the same document, or to a new document. This can be useful
when you realize that one of your existing topics (i.e. branch) does not in fact belong to your map, or
if you want to consider a particular branch as the source of a new map.

Detaching a branch to the same document
* Select the branch you want to detach, then either:
# Choose Edit > Detach Branch in the main menu, or
# Choose Detach > Branch in its local menu.

Detaching a branch to a new document
#* Select the branch you want to detach, then either:
#* Choose Edit > Detach Branch as New Document in the main menu, or
# Choose Detach > Branch as New Document in its local menu.

In either case the selected branch and all its sub-branches, inserted elements and attached objects
becomes a new mind map.

Views

Using different views

MindView allows you to view your mind map in different ways, depending on your personal
preference, the nature of your data and the use you want to make of it. You can change from one
view to another at any time.

— -
[ ] = e

IZII:| == ,
0 O H o =T
Mind Map Top Down Left/Right Qutline Timeline Gantt

Going from one view to another only affects the way the mind map is displayed. The contents of the
mind map are not modified, unless you edit them yourself while working in the new view.

However, most properties are stored separately for each view. This means that for each view, you
can apply colors, fonts, picture positions and so on that are tailored specifically for that view. If
necessary you can copy format information from a branch in one view to branches in another view:

* Switch to the view you want to copy formatting from, and select the relevant branch.

» Choose Format > Copy Style or press . & C.

* Switch to the view you want to copy formatting to, and select the relevant branch or branches.
# Choose Format > Paste Style or press C & V.

@ Only formatting that applies in the new view will be pasted. For example, text font and/or color
will be pasted to a branch in the Left/Right view, but frame properties, such as fill color, will not
because branch frames are not applicable to the Left/Right view.

You can switch from one view to another in any of the following ways:

% Click (¢ and select the view you want, or

#* Right-click the workspace away from any mind map element and select a view from the local
menu, or

#* Choose View on the main menu and select a view.
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The available views are:

# Mind Map view: This view represents the map with the root in the center, and all the main
branches radiating from it in a clockwise direction. See "Using the mind map view" for more
information.

# Top Down view: This view represents your map as a hierarchical pyramid, with the root at the
top, the main branches underneath, the sub-branches below the main branches, and so on.
See "Using the Top Down views" for more information.

# Top Down Vertical view: This view is the same as the top down view except that sub-
branches are arranged vertically rather than horizontally. See "Using the Top Down views" for
more information.

s | eft/Right view: This view represents your map as a list of topics placed either on the right of
the root (Right view) or on the left of the root (Left view). See "Using the Left/Right view" for
more information.

# Outline view: The Outline view represents the map as a hierarchical list which you can expand
and collapse as required. See "Using the Outline view" for more information.

# Timeline view: This view lets you display the branches of your map that contain time
information in chronological order on a horizontal time axis. See "Using the Timeline view" for
more information.

# The Gantt view is dedicated to the creation, editing and management of project plans
according to the rules of project management. This view is available only in Business Edition.
See "Using the Gantt view" and all the topics that follow it for more information.

Using the mind map view

This view represents the map with the root in the center, and all the main branches radiating from it
in a clockwise direction. This is a good view to use in Brainstorm mode, when collecting all the ideas
related to the main subject of the map without worrying about evaluating them or structuring them.
See "Using brainstorm mode" for more information about brainstorming.
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# To display your mind map in this view click the Views icon ot and select Mind Map, or
* Choose View > mind map in the main menu, or
#* Right-click the workspace and choose Mind Map.

You can apply different looks to the map by selecting from various styles. See "Changing the look of
a mind map".

Properties specific to the mind map view are displayed in the Mind Map View inspector. See "Mind
Map View inspector” in the Reference section of this User Guide.
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@ Most of the procedures described in the "Basic tasks" and "Further tasks" sections of this
documentation assume that you are using this view, one of the Top Down views or the Left or Right
view.

Using the Top Down views

These views represents your map as a hierarchical pyramid, with the root at the top, the main
branches underneath, the sub-branches below the main branches, and so on. They are useful for
displaying structured data that needs to be viewed in a hierarchical manner, in other words from the
higher level to the lowest levels. MindView uses different colors to represent each level which allows
you to identify quickly all the points listed at a particular level.

The Top Down Vertical view is the same as the regular Top Down view except that sub-branches
are arranged vertically rather than horizontally.

i = 1
Executive Executive
Director Director
™
I I = |
Duvisional Dwvisional Dwvisional
Manager Manager Manager
| P |
Departmental Departmental Departmental
Manager Manager Manager

# To display your mind map in this view click the Views icon ot and select Top Down, or
* Choose View > Top Down or View > Top Down Vertical in the main menu, or
# Right-click the workspace and choose Top Down or Top Down Vertical.

You can apply different looks to the map by selecting from various styles. See "Changing the look of
a mind map".
Properties specific to the Top Down views are displayed in the Top Down View inspector or the Top

Down Vertical View inspector. See "Top Down View inspectors" in the Reference section of this User
Guide.

@ Most of the procedures described in the "Basic tasks" and "Further tasks" sections of this
documentation assume that you are using one of these views, the Mind Map view or the Left or
Right view.

Using the Left/Right view

This view represents your map as a list of topics placed either on the right of the root (Right view) or

on the left of the root (Left view). It is a good choice when you need to present structured data in list

form (for instance a list of steps or a family tree) and want to be able to fully explore each point in the
list before going on to the next point.
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# To display your mind map in this view click the Views icon F:é and select Left/Right, or
* Choose View > Left/Right in the main menu, or
* Right-click the workspace and choose Left/Right.
You can apply different looks to the map by selecting from various styles. See "Changing the look of

a mind map".

Properties specific to the Left/Right View are displayed in the Left/Right View inspector. See
"Left/Right View inspector" in the Reference section of this User Guide. For example, you can
change the display from Right to Left and vice-versa by changing the Orientation property.

5@ Most of the procedures described in the "Basic tasks" and "Further tasks" sections of this
documentation assume that you are using this view, the Mind Map view or one of the Top Down
views.

Using the Timeline view

The Timeline view displays all the branches of your mind map that contain time information in
chronological order along a horizontal time axis. The different timescales available (standard, daily,
weekly, historic and geological) let you represent a variety of different events, such as the planning
of a product launch, the life cycle of a bee or the rise and fall of an ancient civilization.
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To display your mind map as a timeline:

Al
» Click the Views icon ot and select Timeline, or
# Choose View > Timeline in the main menu, or
* Right-click the workspace and choose Timeline in the local menu.
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Going from one view to another only affects the way the mind map is displayed. The contents of the
mind map are not modified, unless you edit them yourself while working in the new view.

The Timeline view has two components:
# The Timeline Outline

This panel, which is displayed at the bottom of the Timeline view, shows all the branches of
your map as a hierarchical list which you can expand and collapse as required.

All the branches are listed, including those that do not contain time information.

B @& E Branch Name Start Tirse  End Time
&  vExplorers
O ¥ Zhang Qian [Chang Ch'ien] (121 BC) 121 8C
Mationality
Achievernents
Biography
St Brendan (4867-578) 4B6 AD 578 AD
Leif Eriksson (3807-10207) 980 AD 1020
B Marco Polo (1254-1324) 1254 1324

The Timeline Outline works exactly as the main Outline view.
You can resize or close the Timeline Outline by dragging its upper edge.
& The Timeline

The Timeline area shows all the branches of your map that contain time information, arranged
in chronological order along a time axis.

By default, the timeline is shown in a Flat Display, meaning that all the branches and sub-
branches that contain time information are represented, regardless of the hierarchical structure
of the map.

Note: If none of your branches contain time information when you switch to the Timeline view,
the timeline will be empty.

Properties specific to the Timeline View, including the timescale of your document, are displayed in
the Timeline View inspector. See "Timeline View inspector” in the Reference section of this User
Guide.

To add time information to branches, use the Branch or Root Branch inspector. See "Inserting time

information” for details. If the inspectors are not already visible, click the Inspector icon @ in the
toolbar to open them.

You can also enter time information for your branches directly in the Timeline Outline or in the main
Outline view.

Working in the Timeline Outline

The Timeline Outline shows all the branches of your map, including those that do not contain time
information. The timeline itself however only shows the branches containing time information.

The branches are listed in the Timeline Outline in the same order as in the mind map view (going
clockwise from the top right), rather than in chronological order.

Selecting a branch in the Timeline Outline automatically selects it on the timeline. If necessary, the
timeline is scrolled to bring the branch into view. Conversely, selecting a branch on the timeline
selects it in the Timeline Outline.

When working in the Timeline Outline, you can add, delete, move, cut, copy and paste branches in
exactly the same way as in the main Outline view. You can also add text notes and attach objects
such as text files, video files, sound files, hyperlinks and so on. See "Using the Outline view" for
more information about these operations.

You can also enter time information on a branch from the Timeline Outline by double-clicking the
relevant Start Time or End Time cell and entering the time information as described in "Inserting time
information".

Any change you make in the Timeline Outline is immediately reflected on the timeline itself.
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Viewing the timeline

Viewing the events

By default, the timeline shows all the branches of your map that contain time information arranged in
chronological order along a time axis. If you have entered both a start time and an end time for a
particular event, the duration of this event is shown as a bar below the time axis.
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Abraham Lincoln | Andrew |ehnson
| 1861 - 1865 || 1865 - 1369
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1869 - 1877

# [f you don't want to see these duration bars under the time axis, you can disable them by
deselecting 'Show duration bars'. See "Timeline View inspector" in the Reference section of
this User Guide for more information about the properties applicable to a timeline.

# To display the start and end times of the timeline events underneath their label, choose Tools
> Show Branch Data (or Control-click the workspace and choose Show Branch Data) and
check Start/End time in the submenu.

Q You can then hide or show the time information on individual branches by Control-clicking
a branch, choosing Show Branch Data, and then deselecting or selecting an option you want.

® You can view pop-up comments and attached objects by clicking the commenticon & or
paperclip icon & just as in all the other views.

# The Power Filter inspector lets you hide all the timeline branches that do not meet the filter
criteria you have defined.

For more information about this procedure, see the topic "Filtering a mind map" of the " Further
tasks" section.

Zooming in and out

You can change the level of magnification of your entire timeline using the methods described in
"Zooming in and out".

Expanding and compressing
To increase or decrease the level of detail on the time axis:

* Toincrease the scale on the time axis, move the Scaling slider on the Timeline View inspector
to the right.

* To decrease the scale on the time axis, move the Scaling slider on the Timeline View
inspector to the left.

Expanding the scale makes the timeline less crowded as a given period of time occupies more
horizontal space. As a result, you may start seeing more detail on the time axis. For instance,
instead of having ticks every 5 years, you might now have a tick for every year. As you continue
expanding the scale, you might see months and days appear on the time axis.

Events on the timeline do not change size when you expand the scale: they move apart horizontally,
and they may also move vertically nearer the time axis as more space becomes available.
Contracting the scale has the reverse effect.

Inserting time breaks

You can replace empty space on the time axis with one or more break marks. This optimizes the use
of the horizontal space when events are not evenly distributed along the timeline.

* Select Show time breaks in the Timeline View inspector.
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# Toremove time breaks, deselect Show time breaks.

Focusing on part of the timeline

As in the other views, you can concentrate on a particular area by viewing only a branch or set of
branches.

* Select the branch you want to isolate by clicking it either in the Timeline Outline or in the
timeline itself.

> . . _
#* Click the Focus icon /== or right-click the branch and choose Focus in its local menu. The
)

Focus icon changes to ¥ to remind you that you are now viewing only part of the map.

The Timeline Outline and the timeline itself now show only the branch you selected together
with any sub-branches it may have.

# To return to the full view, click the Focus icon again or right-click the focused branch in the
Timeline Outline and deselect Focus in its local menu.

@ If the branch you selected does not have any sub-branches, or if its sub-branches do not
contain time information, the timeline will be empty.

Timeline viewing modes

All timelines can be viewed in two different display modes, described below. These modes only
affect the way the timeline is represented, and have no effect on its contents. You can therefore go
from one display mode to the other at any time.

Flat display

This is the default display. In this mode, all the branches and sub-branches that contain time
information are represented on the timeline, regardless of the hierarchical structure of the map.

This display is well suited to timelines which do not have many levels of branches and sub-branches.

Level display

Level mode allows you to display only the branches immediately under the root or immediately under
a selected branch. To display the branches immediately under the root:

* Make sure branch focus is off by clicking ;‘;7:; if necessary.
# Select Level display in the Timeline View inspector.

To display the branches immediately under a particular branch:
# Right-click the branch and select Focus.
* Select Level display in the Timeline View inspector.

All the branches immediately under the root, or the focused branch, are now shown on the timeline,
provided that they contain time information. Repeat the procedure to explore further branches in the
same way.

@ If none of the branches contain time information, the timeline will be empty.
* To view the timeline in Flat mode again, deselect Level display in the Timeline View inspector.
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On the timeline, branches that have sub-branches are identified by an arrow icon * at the right.
Clicking this arrow opens a hierarchical list giving you access to all the sub-branches of the branch
in question, including those that have no time information.

You can use this hierarchical list exactly as the Timeline Outline to view the comments and pictures
attached to the sub-branches and even add or modify their time information.

Working in the timeline

When working in the Timeline view, you can add icons, pictures, text notes, comments and branch
connections on any of the branches displayed in the timeline, just as in all the other views. You can
also attach objects such as text files, video files, sound files and hyperlinks.

* Select the required branch on the timeline.
* Choose the relevant command, using either the main menu or the local menu of the branch.

For more information on these procedures, see the topics "Inserting icons", "Inserting pictures",
"Inserting text notes", "Inserting comments", "Attaching objects" and "Creating branch connections".

Exporting the timeline
When working in the Timeline view, the only two export methods available are:
# Exportto HTML
For more information about this export method, see "Exporting to HTML".

# Export to picture
For more information about this export method, see "Exporting as picture".

Using the Outline view

The Outline view represents the map as a hierarchical list which you can expand and collapse as
required. It allows easy navigation through the document from top to bottom and gives you another
way to brainstorm ideas.

It is particularly useful when building a task list, as you can view all the task properties in one glance
and edit them quickly by clicking the relevant cell.

Going from one view to another only affects the way the mind map is displayed. The contents of the
mind map are not modified, unless you edit them yourself while working in the new view.

* To display your mind map in this view click the Views icon 2t and select Outline, or
# Choose View > Outline in the main menu, or
#* Right-click the workspace and choose Outline.

M [ & [ Branch Name Start Time End Time
H @& ¥ Project Management
] ¥ 1. Project definition
1.1. Deliverables
1.2. Included
& 1.3, Excluded
] ¥ 2. Constraints
= 2.1. Budget
o B 2.2. Deadlines
& 2.3. Work to be done
= w Y Dl

The Outline view is made up of several columns:

# A picture icon ** in the first column denotes the presence of a branch picture. Just move the
pointer over the icon to see a preview of the picture. Double-click the icon to display a larger
image.
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# A yellow comment icon ™ in the next column indicates that the corresponding branch
contains a pop-up comment. Just move the pointer over the icon to open the comment window.

# A paperclip icon 0 in the third column indicates that the corresponding branch contains one
or more attached objects (text notes, text files, video files and so on) or that it is linked to
another branch via a branch connection. To view an attached object, move the pointer over the
icon to display the pop-up list of attached objects and double-click the object to open it.

# [f you have inserted one or more icons from the Icon palette on the corresponding branch,
these are shown in the last column before the branch name.

# The branch names may be preceded by a number indicating their position in the map
hierarchy. You can select various numbering styles, or no numbering, on the Outline View
inspector.

# The Start Time and End Time columns show the time information you may have associated
with the branch. See "Inserting time information” to find out how to do this.

# By default, the columns on the right of the view show the Start and End dates you can
associate with the branch to describe a task, as well as its Priority, Completion level and
Resources. See "Inserting task data" for details about these fields.

# If you are working on a project plan, a Duration column also appears, as well as columns
labeled Work and Cost. See "Using the Gantt view" for more information about project plans.

You can resize a column by dragging its right-hand dividing line left or right using the mouse.
To customize the display of columns:
* Right-click the header at the top of the view.

#* In the local menu, deselect columns you do not want to display.
# To automatically hide icon columns that have no entries, select Autohide Empty Columns.

You can display text notes in the main outline display, directly under the branches to which they
belong. To do this:

* Select any branch in the display.
* Right-click and choose Embedded text notes.

Inserting and deleting branches

# You can add and delete main branches, pre-branches and sub-branches in the Outline view in
the same way as in the mind map view, except that double-clicking a branch does not add a
new sub-branch but rather activates edit mode for the branch label.

# You can also expand or collapse a particular branch or set of branches by clicking the icons
B and ¥ to the left of the branch name or by pressing the keys ™\ right arrow to expand and
A left arrow to collapse.

# Asin all the other views, the Detail level icons let you collapse the entire outline to just one
level of branches, two levels, three levels or four levels. To show all the branches down to the
last level, click the All icon.

(1] (2] (3] (4] [an]

P
# You can use the Focus icon = to restrict the display to a particular branch. The Focus icon
P
is then highlighted, ==, reminding you that you are now viewing only part of the map. Click the

icon again to view the entire outline.

For further information about any of these procedures, see the topic "Inserting branches" in the
"Basic tasks" section.

Moving a branch

You can move an entire branch, including any sub-branches and objects attached to it, to a different
branch of your outline. As you work on organizing your ideas, you can for instance decide to convert
a sub-topic to a main topic by moving the corresponding sub-branch to the root, or allocate a sub-
topic to a different main topic by moving the corresponding sub-branch to a different main branch.
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* Drag the branch you want to move to a different location.
As you drag, you can see where the branch will be inserted when you let go of the mouse button:

# When the branch is on top of another branch, that branch is highlighted. The moved branch will
become a sub-branch of the highlighted branch.

¥ Project Management
¥ Project definition Planr'gng
Description

® When the branch is between branches an indicator line with a small circle at its left end
indicates the insertion position.

Included

cl::_xcluded Planring
¥ Constraints
¥ Budget

People

If the branch above and below the indicator line are at different levels, you can use the mouse
to move the indicator left and right. The position of the circle shows what level the moved
branch will have: the level of the branch above it or the level of the branch below it.
Included

. ¢ Excluded
Planning o :

k ¥ Constraints

¥ Budget

People

* Release the mouse button to insert the branch at the required location.

Cutting, copying and pasting branches

You can apply the standard Cut, Copy and Paste functions to any branch or set of branches of your
outline. You can for instance copy or move an entire branch or set of branches, including all their

sub-branches and attached objects, to a different part of the outline, at the same hierarchical level or
at a higher or lower level.

* To copy or cut a branch with all its sub-branches and attached objects, you first need to select
it. You can then either:

# Choose Edit > Copy or Cut in the main menu, or
# Choose Copy or Cut in its local menu, or
# Press #£Cor X

* To paste the copied branch, you first need to select the branch to which it should now belong.
You can then either:

# Choose Edit > Paste in the main menu, or

# Choose Paste in the local menu of the destination branch, or
# Press &V.

To perform these operations on a set of branches, you first need to select them:

®* To select a range of branches listed one after the other, select the first branch, press and hold
down {Fand select the last branch in the range.

# To select several isolated branches, select the first branch, press and hold down 1t 2 and
select the other branches one by one.
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Adding objects and elements

You can add icons, text notes and pop-up comments on a branch in the same way as in the mind
map view. For more information on these procedures, see the topics "Inserting icons", "Inserting text
notes" and "Inserting comments" in the "Basic tasks" section.

You can also attach objects such as text files, video files, sound files, hyperlinks and so on just as in
the mind map view. For more information, see "Attaching objects".

There are however some limitations that apply when you work in the Outline view:

# You cannot create branch connections, although existing branch connections are listed in the
pop-up list identified by the paperclip icon and can be activated from that list.

# Although you can add floating pictures and floating comments, they are visible only when you
switch to another view.

Properties

Properties specific to the Outline View are displayed in the Outline View inspector. See "Outline
View inspector” in the Reference section of this User Guide.

Using the Gannt view

Using the Gantt view

The MindView Gantt view is dedicated to the creation, editing and management of project plans
according to the rules of project management.

A project plan is a series of interdependent tasks that need to be performed in a particular order.
When moving into a new office for instance, you cannot start redesigning the office space before the
lease agreement has been signed. Project plans have a specific start date, corresponding to the
start of the first task (for instance defining the requirements for the new office), and a specific end
date, corresponding to the end of the last task (for instance moving in).

Any change in the timing of a task affects all the tasks that depend on it. If a task runs ahead of
schedule, MindView automatically recalculates the dates of all the tasks that depend on it in order to
take advantage of the time gained. Conversely, if a task is delayed, all the tasks that depend on it
are automatically rescheduled, which may or may not impact the overall end date of the project.

In project management, the Gantt chart is the most common and popular way of visualizing a project
plan. It shows the tasks as horizontal bars, arranged against a background calendar display.
MindView's Gantt view displays the branches of a mind map in this way, each branch or sub-branch
representing a project task.

@ The date formats you see in MindView will depend on your computer's settings. In this
documentation we use the most common international format, putting the day first, for example 1-
Sept-2012, or 01/09/12.
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By using the Gantt view you can build and manage complete project plans in this standard, well-
defined format. You can easily add or remove tasks, set or adjust the duration of tasks (length of
bars), link tasks (for example to make one task follow immediately after another), and add
constraints (for example to specify that a task must end no later than a given date).

To help you get started, MindView includes various ready-made project plans for common business
activities (organizing a tradeshow, producing a publication, launching a product and so on). You can
use these for training purposes, or as a basis for your own project plans.

# To access one of these templates, choose File > New. In the Template Chooser that appears,
click the Business category and browse it.

To find out how to set up and build a project plan, see "Setting up a project plan".

Accessing the Gantt view
You can access the Gantt view in different ways:

# To create a new Gantt project plan from scratch, choose File > New, select Gantt in the Blank
category, and then click Choose.

To display an existing document in the Gantt view, you can either:

st and select Gantt, or

# Choose View > Gantt in the main menu, or
# Right-click the workspace and choose Gantt, or
s Press 8.

# Click the Views icon

@ Going to the Gantt view automatically converts the document to a Gantt project if this is not the
case already. The main consequences of this are:

# All parent branches become summary tasks: their start dates, end dates and durations are
calculated automatically from their sub-tasks and cannot be edited manually any longer. Any
existing time information associated with parent branches is lost.

# Tasks are only scheduled during working time, as defined by the project calendars.

Project plans have other important rules regarding links and constraints that are all described in the
following topics.

When you are working on a project plan, these project management rules apply even if you switch
temporarily to another view than the Gantt view, for instance to brainstorm your plan in one of the
Mind Mapping views, or to view it as a timeline in the Timeline view. This means that any change
you make to the project plan tasks while in one of these other views will obey project management
rules.

Elements of the Gantt view
As all the other views, the Gantt view is made up of several components:
# The Gantt Outline

This area, shown on the left of the Gantt view, presents all your project tasks as a hierarchical
list which you can expand and collapse as required.

The tasks are listed in creation order, which means that if you created them in a different view
such as the Mind Map view, they will be listed in the Gantt Outline in the same order as in the
Mind Map view (going clockwise from the top right), rather than in chronological order.

# The Gantt Chart

The Gantt chart, shown on the right of the view, represents each project task graphically as a
bar stretching from its start date to its end date. Week-ends and other non-working days are
denoted by a hash pattern. Task relationships are represented by links joining the related
tasks.

® The Task Inspector

This inspector gives you an alternative way of specifying task data such as duration, priority,
completion level or resources.
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The Task inspector is described in detail in the topic "Inserting task data".

@ If it is not visible, click the disclosure triangle next to the word Task on the left of the
workspace in Inspector.

Using the Gantt Outline

The Gantt Outline is made up of several columns. Some of these only appear if one or more of the
project tasks contains the corresponding element:

# The first column is the Entry column. It shows the unique entry number automatically allocated

to each task. The entry numbers do not necessarily represent the order in which the tasks will
be performed.

A picture icon ** in the next column denotes the presence of a branch picture. Just move
the pointer over the icon to see a preview of the picture. Double-click the icon to display the
picture in the image viewer associated with its file extension on your computer.

A yellow comment icon ™ in the next column indicates that the corresponding task contains
a pop-up comment. Just move the pointer over the icon to open the comment window.

A paperclip icon i in the next column indicates that the corresponding task contains
attached objects (text notes, text files, video files and so on) or that it is linked to another task
via a branch connection. To view an attached object, move the pointer over the icon to display
the pop-up list of attached objects and click the required object to open it in the associated
viewer.

If you have inserted one or more icons on the corresponding branch, these are shown in the
next column.

The Gantt Outline also contains columns that are specific to project management:

84

Indicators: If you have applied a constraint to a task, for example to specify that it must end no

later than a given date, a constrainticon = is displayed in the column immediately before the
Task Name column. Constraints are described in detail in "Using Constraints".

If you have made a task inactive to prevent it from affecting the scheduling of the project, the

@ is displayed in this column. For more information about inactive tasks, see "Making a task
inactive" in the topic "Enhancing a project plan”.

Task Name: The name of each task. Tasks that contain one or more sub-tasks are shown in
bold. These tasks (which correspond to parent branches in the Mind Map view) are called
"summary tasks". Ordinary tasks (corresponding to branches without sub-branches in the Mind
Map view) are shown in normal typeface and indented according to their level. See the
paragraph "Grouping tasks" in "Entering and editing tasks".

Duration: The amount of working time the task will take. Time units are indicated by letters:
mins (minutes), hrs (hours), days, wks (weeks), mths (months). The letter e before the time
unit indicates elapsed time, in which case the task will last exactly the time specified,
regardless of what the project calendar defines as working and non-working time. A question
mark means that the figure is still an estimate. By default, MindView assigns a duration of one
day to new tasks or tasks without specified duration. For more information about calendars,
see "Defining calendars".

The task bar of a summary task is automatically set to extend from the beginning of the earliest
of its sub-tasks to the end of the last of its sub-tasks. You cannot change the duration of a
summary task.

5‘? When expressed in days, weeks or months, the number shown in the Duration column (for
instance "2 days") is linked to the default number of working hours per day, week of month set
in the Project Information dialog (choose Gantt > Project Information).

For more information about durations, see "Entering a task duration" in the topic "Entering and
editing tasks".
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Start: The current start date of the task. By default, MindView schedules new tasks to start on
the project start date, as defined in the Project Information dialog (choose Gantt > Project
Information > General tab).

Although you can set start dates explicitly, it is best to let MindView set them automatically
according to the dependencies between the various tasks. See "Specifying start and end
dates" in the topic "Entering and editing tasks" for more information.

The start date of a summary task is automatically set to be the start date of the earliest of its
sub-tasks.

End: The current end date of the task. MindView calculates the end date for a task from its
start date and its duration, paying attention to the working and non-working time specified by
the project calendar. Unless the duration is specified as "elapsed", MindView only schedules
tasks during working time. For more information about calendars, see "Defining calendars".

Although you can set end dates explicitly, it is best to let MindView set them automatically
according to the dependencies between the various tasks.

The end date of a summary task is automatically set to be the end date of the last of its sub-
tasks.

Predecessors: If a task is linked to one or more earlier (predecessor) tasks, this column
shows the entry numbers of those earlier tasks. Task entry numbers are shown in the first
column. See "Using links" for more information on task dependencies.

Completion: The completion level of the task.
Priority: The priority level of the task.

Resources: If you have assigned resources to a task, they are listed in this column. See
"Assigning resources".

Cost: If you have assigned resources to a task and associated a cost with these resources,
this column shows the overall cost of the resources that have been allocated to the task. See
"Assigning resources".

Work: If you have assigned resources to a task, this column shows the overall work value for
the task. See "Assigning resources".

You can hide and show the columns of the Gantt Outline as you wish:

o

Right-click the header at the top of the Gantt Outline view and select/deselect the column
headers as required.

The Gantt Outline works exactly as the main Outline view. When working in the Gantt Outline, you
can for instance:

Add, delete, move, cut, copy and paste tasks in exactly the same way as in the main Outline
view.

Add branch pictures, icons, text notes and pop-up comments to any of your branches.
Attach objects such as text files, video files, sound files, hyperlinks and so on.

As in all the other views, the Detail level icons let you collapse the entire outline to just one
level of branches, two levels, three levels or four levels. To show all the branches down to the
last level, click the All icon.

(1] [2] (3] (4] [an]

_ e W ]

Use the Numbering menu on the toolbar or in Inspector to apply sequential numbers to the
tasks and choose between various numbering styles.

£
Use the Apply Branch Focus icon ~* of the View tab to restrict the display to a particular
£
task and click the Clear Branch Focus icon » to view the entire project plan again.

For details on how to perform these operations, see "Using the Outline view".

Viewing the Gantt Chart

You can change the level of magnification of your entire chart using the methods described in
"Zooming in and out".
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You can also view your chart in full screen mode, to give it as much screen space as possible:
* Choose View > Full Screen Mode or press . 35F.

» To return to normal viewing mode, move the mouse pointer to the top of the screen, and
choose View > Full Screen Mode again so that the checkmark disappears, or press Esc, or
press “CIF again.

You can also choose from a wider variety of combinations of calendar headings as follows:
# Make sure the Inspector is open and the Gantt Time Scale pane is visible.

Gantt Time Scale

Top tier formatting

Units: | Months =

Label: | January 2011, Februar... 3 |

Bottom tier formatting

Units: | Days =

Label: | 24 Jan'11, ... =

* Choose a unit and a label for the top tier (the top heading).
# Choose a unit and a label for the bottom tier (the bottom heading).
Note that the choices offered for the bottom tier depend on your choice of top tier.

If the task you want to view falls outside the time range shown on the Gantt chart, you can reveal
that part of the project plan to view the relevant task bar as follows:

#* Select the task in the Gantt Outline and choose View > Go to Selected in the main menu.

.Q.TO view the Gantt chart from the current date onwards, choose Go to Today's Date in the
main menu.

Customizing the Gantt Chart

MindView lets you define the visual aspect of your overall Gantt, as well as customize the display of
individual task bars.

The Gantt menu lets you apply global effects to the Gantt chart:

# To display the task name and/or the resources names after the task bars, check Task Names
and/or Resource Names.

® The Horizontal Grid and Vertical Grid options let you turn the horizontal and vertical grid lines
of the Gantt chart on and off.

# To display a vertical line identifying the current date on the Gantt chart, choose Gantt >
Today's Date.

Q You can change the color of this line in the Colors inspector.

# Finally, you can also change the color used to identify the tasks lying on the critical path (Gantt
> Critical Path) in the same way.

Customizing the task bars

The Format bar also lets you modify the fill color, fill pattern, and outline color and thickness of
summary task bars and standard task bars:

» Select the task(s) to customize.
* Inthe Format tab, select the relevant options.

| Name:|:| Hfsuurce:|:| | FiII:|:| |:|| Border: —( j—— |:||
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If you have chosen to display the task name and/or the resource names after the task bars, you can
set different colors for these labels by using the Task Bar section of the Task inspector or Name
and Resource color wells in the Format bar.

For other ways of customizing the representation of your project plan on the Gantt chart, see
"Enhancing a project plan”.

Setting up a project plan

These are the typical steps you should follow when setting up, building, managing and revising a
project plan.

e

L A A A G

e

(optional) Start by brainstorming all the tasks that make up your project plan in one of the
standard Mind Mapping views (Mind Map, Top Down or Left/Right), using the Branch inspector
to enter preliminary task data.

Define the project settings, such as its start date, end date and scheduling mode. For more
information, see "Defining the global project settings".

(optional) Define the project calendar. You may be able to bypass this step if you have already
set up appropriate calendar defaults. See "Defining calendars" for more information.

(optional) Create the global resources list. Although MindView lets you define the resources as
you need them, it is usually quicker to start by setting up a global resources list from which you
can then select resources to assign to the various project tasks. See "Assigning resources" for
details.

Enter or edit task names and durations. See "Entering and editing tasks".

Assign resources to tasks. See "Assigning resources".

Create links to specify the dependencies between the project tasks. See "Using links".
Set constraints on the tasks as necessary. See "Using constraints".

Make final adjustments to the project plan. See "Enhancing a project plan”.

Once the project has actually started, inspect it at regular intervals to detect potential problems
or scheduling conflicts and make any corrections required. See "Reviewing a project plan”.

You can also export it in XML format. For more information, see "Exporting a project plan”.

Defining the global project settings

Before doing detailed scheduling work on the tasks of your project plan, it is worth considering its
global settings, such as its start date and scheduling mode.

o

To view these settings, choose Gantt > Project Information in the main menu.

Calendars Resources

Dates Scheduling
Shedule from Praject Start Dane E Default duration unit: Days
Defaulk Task IoH Fixed Units
Start Date 2 lun 2014 9P
End Date: 9 Jun 2014 New tasks are effort-driven
Working time Currémcy
Hours perday. | 8 - Symbol: 5
Hours per week: 40 = Decimal digits 2
Days per month: | 20 = Placernent; | $1.00
Done
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This dialog contains general project information which is important in determining how the project
tasks are scheduled.

Schedule from: Defines the scheduling mode for your project. The most common way of setting up
a project is to schedule it from its start date. In this mode the default is for tasks to start as soon as
possible, which means that the whole project finishes at the earliest possible date. When you plan
backwards from the project end date, tasks are scheduled to start as late as possible so that the
whole project finishes on the specified end date. Planning from the end date is not recommended as
it does not allow any slack time between tasks. Even when you have a specific deadline for your
project, planning from the start date is the most flexible approach as it ensures that each task is
completed at the earliest possible date, leaving as much slack time as possible to deal with
unplanned problems or delays.

Start date: Specifies the first day of the first task. By default, this field is set to today's date. If your
project is due to start sometime in the future or if you are planning a project that has in fact already
started, indicate the start date of the project in this field.

By default, all the tasks you create will be scheduled to start on the project start date, unless you
assign specific timings to them or link them to other tasks.

If you are scheduling from the start date, MindView calculates the project end date automatically,
based on the duration of the project tasks, their relationships, and the project calendar.

End date: Specifies the last day of the last task. If you are scheduling from the end date, MindView
calculates the start date automatically, also by taking into consideration the duration of the project
tasks, their relationships, and the project calendar.

Scheduling

These options relate to the different ways in which MindView can schedule each task of the Gantt
project.

Default duration unit; This setting lets you choose the duration unit to be used by default when you
create a task.

Default task type: This setting lets you choose a different default for the task type used by
MindView to schedule each task. For more information about task types, see "Using scheduling task

types".
New tasks are effort-driven: This determines the effect of adding resources or removing resources
from a task on the duration and work value of that task. For more information about effort-driven
scheduling, see the topic "Assigning resources" and in particular the paragraphe "Understanding
effort-driven scheduling”.

Defining working hours

Hours per day: Defines the number of working hours in a standard working day, for example 8. You
can enter the value as a decimal number (e.g. enter 7.5 to specify 7 hours and 30 minutes).
MindView uses this value to calculate task durations that are specified in days.

Advanced notes: This setting and the next two settings determine the amount of working time
that MindView allocates to a task when you specify a duration in days, weeks or months.

When you enter durations, MindView always converts them to minutes and that is the number
it stores behind the scenes. MindView uses standard values to convert hours to minutes: one
hour equals 60 minutes. However when you specify a duration in days, weeks or months
(provided you have not specified "e" for elapsed) MindView uses the number of working hours
per day, week or month defined here to calculate the corresponding number of minutes to
store.

From the working days and working times allowed by the project calendar it then works out the
number of days required for the task and calculate its end date. For this reason, it is a good
idea to make sure that the values you choose here match the working time allowed by the
calendar as closely as possible, as it will make the entries in the Duration column of the Gantt
Outline match the lengths of the task bars more closely.

Redefining these settings after having entered tasks does not alter their real durations (since
they are stored in minutes) or the lengths of the task bars (since the amount of work has not
changed), but the numbers for days, weeks and months in the Duration column will change.
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For more information about durations, start dates and end dates, see "Entering and editing
tasks".

Hours per week: Defines the number of working hours in a standard working week, for example 40.
You can enter the value as a decimal number. MindView uses this value to calculate task durations
that are specified in weeks.

Days per month: Defines the number of working days in a standard working month, for example 20.
Enter a whole number value. MindView uses this value to calculate task durations that are specified
in months.

Currency options

These options relate to the costs you can associate with resources when working on the Gantt
project. To find out how to do this, see "Assigning resources".

Symbol: This field lets you specify the currency symbol to be used when displaying resources costs
on the mind map. You can enter here any currency symbol or any other symbol of your choice.

Decimal digits: The number of digits after the decimal separator to be used when displaying
resources costs. You can enter any value between 0 and 9.

Placement: Use the drop-down to choose the placement of the currency symbol in the cost fields.

Defining calendars

Calendars and calendar settings provide the basic information about working and non-working time
that MindView uses to schedule the tasks of a project plan. MindView does not allow work to happen
on non-working days or at non-working times.

There are three types of calendar:
® The default calendar

The default calendar provides the initial settings for any new MindView project you create. By
editing these defaults to values reflecting your company's normal working days and times, you
can minimize the changes needed when you create a new project plan.

® The project calendar

Each project plan has its own project calendar. The settings it contains affect the way
MindView schedules the project tasks. To start with, when you create a new file, the project
calendar is identical to the default calendar.

The project calendar is saved with the rest of the project properties whenever you save the file.
& Theresource calendars

These control the working and non-working time of the resources working on the project. Each
resource has its own calendar. By default, they are identical to the project calendar.

Any changes you make to the project calendar are automatically transferred to all the resource
calendars. However, specific changes you might have made to the working time of a particular
resource are preserved.

For more about resources and resource availability, see "Assigning resources".

Editing the default and project calendars
You can edit either calendar together with the relevant settings:

* To edit the default calendar, create a new Gantt project, choose Gantt > Project Calendars.
Change the calendar settings as needed and click Save in the Default User Calendar group.
Changes you make here only affect the initial settings for new files; they do not affect existing
files.

* To edit the project calendar, open the project you want, and then choose Gantt > Project
Calendars in the main menu. Changes you make here only affect the current file.

Modifying the calendars

# Click Project Calendars in the Project Calendars Settings dialog to access the calendar itself
(or Default Calendar in the Calendar panel of the MindView Options if you are viewing the
default calendar settings).
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| Generals Resources |
Calendar: | Project |
May 2014 40 r Working hours: Default User Calendar:
| Save |
01 02 03 D4 e S
05 06 07 08 09 10 11 | Restore |
12 13 14 15 16 17 18 | W |
19 20 21 FF] 23 24 25 —
26 27 28 29 30 31
Legend
Worki
it | Import Calendar... |
Non-Werking
g Non-Default Clear Defaults | Export Calendar... |

|_Done_|

Working days are shown in white and non-working days are shown in grey.

# [n the project calendar, a red dot on a particular day indicates that the working hours for that
day are different from those set in the default calendar.

# [n the default calendar, a red dot indicates that you have made a change to the working hours
of that day since opening the dialog. These red dots disappear as soon as you save the default
calendar.

Note that the distribution of red dots in your project calendars may change if you edit the default
calendar. This does not mean that your project plans have changed, only that the differences
between the default and project calendars have changed.

* To see the working hours for a particular day, select the day by clicking it.
The working hours appear in the boxes on the right of the calendar grid.

Displaying a particular day
If the day you want to examine is not currently visible on the calendar grid, you can browse to it in
several ways by using the calendar header:

May 2014 -9 »

# Click the arrows until the correct month and year appear.
# Click the circle between the arrows to return to today's date.

Selecting one or more days

To change the working times defined by the calendar, start by selecting the day or days to be
modified:

# To select one day only, just click it.

# To select several contiguous days, select the first day and drag the mouse until the last day in
the range. You can also select the first day, press the Shift key and click the last day in the
range.

# To select several non-contiguous days, select the first day and press the Command key while
selecting all the other days.

® To select all Fridays (for example), click FR in the column header. This selection applies to the
whole duration of the project, not just the displayed month. You can select several columns by
Shift- or Command-clicking them.

Editing one or more days

# Select one or more days as described above.
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If you select several days with different working hours, the boxes on the right show the working
hours of the earliest day in the range.

You can now make changes:
# To change the working hours, enter new values in the boxes on the right.
# To make the day(s) non-working, click Clear to delete the time entries from the boxes.
# To reset the working times to the default calendar values, click Default.

Saving and restoring defaults

# To save the current project calendar as the new default calendar, open the Project Calendars
dialog and click Save in the Default User Calendar group. Your existing default calendar will
be overwritten.

® To return all project calendar settings to those of the default calendar, open the Project
Calendars dialog and click Restore.

You can return the default calendar to the original MindView settings as follows:

* Choose Gantt > Project Calendars, and then click Reset in the Default User Calendar
group.
Your current default calendar is overwritten with the original MindView default calendar.

Importing and exporting calendars
You can also import calendars from other projects or export your calendars for use by colleagues.

# To import a previously saved MindView calendar, click Import Calendar. Existing settings will
be overwritten.

Q You can also import the calendar of an existing Microsoft Project document by exporting
that document to XML from Microsoft Project, then choosing the exported XML document in
this dialog.

# To export your current calendar for use on a different project for instance, click Export
Calendar.
@ When exported, the MindView calendar is saved the MindView XML format.

Editing resource calendars

* Use the pop-up menu at the top of the Project Calendars dialog to select the calendar of the
resource you want to edit.

* Make the changes required. The steps to follow to edit a resource calendar are exactly the
same as for the project calendar.

For more about resources and resource availability, see "Assigning resources".

Entering and editing tasks

When working in the Gantt view, you can use the Gantt Outline to work on tasks exactly as in the
main Outline view. You can for instance:

# Add, delete, move, cut, copy and paste tasks as in the main Outline view.

# Add branch pictures, icons, text notes and pop-up comments to any of your tasks.
® Attach objects such as text files, video files, sound files, hyperlinks and so on.
.

Use the Numbering pop-up menu from the Format bar to apply sequential numbers to the
tasks and choose between various numbering styles.

should be visible.

® Use the Apply Branch Focus icon 2 {0 restrict the display to a particular task and click the
Clear Branch Focus icon 8 to view the entire project plan again.

For details on how to perform these operations, see "Using the Outline view".
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@ By default, all the tasks you create in a Gantt project with MindView are given the scheduling
task type Fixed Units. For more information about task types, see "Using scheduling task types".

Entering a task duration

By default, tasks have a duration of one day and are marked with a question mark, to indicate that
the duration is only an estimate. As soon as you edit the duration, the question mark disappears.
You can modify the duration of a task in various ways:

# On the Gantt chart, position the cursor at the end of the task bar until it changes to +l+, and
drag the end of the bar to the right or left.

# [n the Gantt Outline, type a number of days in the appropriate cell in the Duration column. You
can follow the number with letter(s) to indicate time units other than days: m (minutes), h
(hours), d (days, the default), w (weeks), mo (months). You can enter the letter e before the
time unit (for instance "3ed") to indicate elapsed time, in which case the task will last exactly
the time specified, regardless of what the project calendar defines as working and non-working
time.

You can indicate that a duration is still an estimate by adding a question mark.

# Select the task and choose Gantt > Task Information in the main menu. In the dialog that
appears, enter a value in the Duration field as described above.

# Select the task and, in the Task inspector, enter a value in the Duration field as described
above.

The duration of the task is now indicated on the Gantt chart by a bar extending from its start date to
its end date.

@At this stage, although the task has a duration, it does not have any work associated with it,
because you have not yet assigned any resources to it. Work represents the amount of effort the
resource or resources will need to spend on the task to complete it. For more information about
work, and the effect of adding resources to tasks, see "Assigning resources".

Advanced notes: When you enter durations, for example "4 hours", MindView converts them to
minutes and that is the number it stores behind the scenes. MindView uses standard values to
convert hours to minutes: one hour equals 60 minutes. However if you specify a duration in days,
weeks or months (provided you have not specified "e" for elapsed) MindView uses the number of
working hours per day, week or month set in the Project Information dialog (click Settings in the
Project pane of the Inspector), to calculate the corresponding number of minutes to store. See
"Defining calendars" for more information about these settings.

While durations determine the amount of working time that you allocate to a task, the length of the
task bar indicates how long the task will actually take. These are not necessarily the same. For
example, because MindView does not schedule work on non-working days, any task bar spanning a
week-end is automatically lengthened to take account of this. Similarly, if your working day is
specified as having 8 hours, but the relevant section of the calendar restricts work to only 4 hours a
day, a task with a duration of one day (8 hours) will actually take two days (4 hours each day) to
complete.

The labels shown in the Duration column, for example "2 days", are calculated from the stored
number of minutes for each task. For durations initially specified in days, weeks or months MindView
uses once more the number of working hours per day, week or month set in the Project Calendars
Settings dialog to convert the stored number of minutes back to days, weeks or months.
Consequently if you redefine the number of working hours in a day, week or month set in that dialog,
the numbers in the Duration column will change, but the underlying number of minutes, and
consequently the length of the bars, will remain the same.

Specifying start and end dates

@ Although you might be tempted to enter specific start and end dates for your tasks, it is not
recommended unless you understand the implications of doing so. A better practice is to link tasks
so that they follow on logically from one another, and let MindView calculate the dates
automatically. In MindView and similar project management applications, entering an explicit start
date is equivalent to setting a 'Start No Earlier Than' constraint. Similarly, entering a specific end
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date is equivalent to setting a 'Finish No Earlier Than' constraint. Although applying constraints in
this way is perfectly legitimate if your tasks must indeed obey these constraints, it is best to avoid
them wherever possible as they limit the flexibility of your project plan. For more information on the
different types of constraints and their effects, see "Using Constraints".

If you must enter a specific start date, you can do so in different ways:
# Move the cursor to the center of the task bar and drag the bar to the new position.
# Click the Start Time entry of the task in the Gantt Outline and type or select a date.
# Select the task. In the Task inspector, select a date in the Start date field.
]

Select the task and choose Gantt > Task Information in the main menu. In the dialog that
appears, select a date in the Start field.

You can enter an end date in the following ways:
# Click the End Time entry of the task in the Gantt Outline and type or select a date.
# Select the task. In the Task inspector, select a date in the End date field.

# Select the task and choose Gantt > Task Information in the main menu. In the dialog that
appears, select a date in the End field.

e

@ When you enter a specific start or end date, a constraint icon ~*/ appears next to the task
name in the Gantt Outline. Hovering this icon with the mouse displays a tooltip with details about the
constraint.

To remove the constraint set by entering an explicit start or end date:
# Choose Gantt > Task Settings and remove the check mark from the Constraint date field.

Constraint type: | Start Mo Earlier Than = | 121 Constraint date: 24 May 2014

Constraint type: | Start Mo Earlier Than = | || Constraint date:

Grouping tasks

You can group tasks together by creating sub-tasks under a parent task, called a summary task.
This allows you to divide your project into logical units, each with its own collection of tasks. The
start dates, end dates and durations of summary tasks are calculated automatically from their sub-
tasks.

A summary task is indicated on the Gantt chart by a solid bar extending from the beginning of the
first sub-task to the end of the last one.

e ————————————m |
e

e

If you add sub-tasks to a task that already has a duration assigned to it, this assigned duration is
automatically replaced by the new duration obtained from the sub-tasks. Once a task becomes a
summary task, it is no longer possible to specify its start date, end date or duration manually. If you
change the timing of a sub-task, the summary task duration is automatically adjusted to reflect the
change.

The duration of a summary task is the number of available working days between its start and its
end, regardless of whether work is actually happening on any given day. The figure is calculated
from the available working hours between the two dates, as specified on the project calendar, and
the 'Hours per day' figure set in the Project Information dialog. For more information about calendar
settings, see "Defining calendars".

Sub-tasks are sub-branches, and you create them in the Gantt view in the same way as in any other
view. The parent task is converted automatically to a summary task when you add its first sub-task.

You can convert an existing task to a sub-task or move it to a different level in the task hierarchy just
as in the Outline view:

* Drag the task you want to move to a different location.
As you drag, you can see where the task will be inserted when you let go of the mouse button:
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# When the branch is on top of another branch, that branch is highlighted. The moved branch will
become a sub-branch of the highlighted branch.
¥ Project Management
¥ Project definition Planning

R

Description

® When the branch is between branches an indicator line with a small circle at its left end
indicates the insertion position.

Included

CI:Echuded Planring
¥ Constraints
¥ Budget

Peaple

If the branch above and below the indicator line are at different levels, you can use the mouse
to move the indicator left and right. The position of the circle shows what level the moved
branch will have: the level of the branch above it or the level of the branch below it.

Included
. ¢ Excluded
Planning o -
k ¥ Constraints
¥ Budget
People
#* Release the mouse button to insert the task at the required location.

The root of the mind map, the first task in the Gantt Outline, is a summary task extending across the

whole of the project plan. The end of this summary task bar indicates the current end date of the
project.

You can expand and collapse summary tasks just as in the main Outline view. See "Using the

Outline view" for details. Collapsing summary tasks is a useful way of making large project plans
easier to view.

Specifying other task properties
The tasks of your project plan can have many other properties. You can for instance:
* Define the task as a milestone.
# Set a deadline on the task.
# Give the task a priority.
# Specify a percentage completion for the task.
® Hide the task bar in the Gantt chart.
* Make the task inactive.

All these operations are described in detail in "Enhancing a project plan®.

Assigning resources

MindView allows you to assign resources to your task lists and project plans. Resources are the
people and materials needed to complete the tasks to be performed.

MindView lets you define two types of resources:
& Work resources
Work resources are the people who perform the work.

For each work resource, you can define their availability (i.e. how much of their working day
they can devote to it), and their rate (i.e. how much they will need to be paid per unit of work).

94



User Guide

@Work resources also have their own calendar, defining their working and non-working time.
By default, resource calendars are identical to the project calendar. For more information, see
"Defining resource calendars" below.

# Material resources

Material resources are the consumable items (paper, electricity, nails, sand etc.) that you need
to carry out the project.

You can also associate a unit cost to each material resource, so that you can track the overall
cost of your project in human as well as in material resources.

@ If you are working on a simple task list in Task Management mode (i.e. when your document
type is set to "Task Management" in the Gantt View inspector), all resources are assumed to be of
type Work, and you cannot define their availability or rate.

@Adding resources to tasks when working in Task Management mode has no effect on the task
duration. If however you are working in Project Management mode (typically on a Gantt project),
adding resources to a task may affect its duration. For more information on this, see "Understanding
effort-driven scheduling" below.

All the resources used in your project are listed in the resource list for the entire project, called the
global resources list. Although it is usually quicker to start by setting up the global resources list,
from which you can then select the resources to assign to the different tasks, you can also create
resources as you need them by assigning them to tasks.

Assigning resources to tasks
You can assign resources to a task as follows:
# Select the task.

* Inthe Task Information panel of the Task inspector, type the resource names in the
Resources field, separating them with semi-colons.

If the global resources list for the project already contains resources which names start from the text
that you have typed, a pop-up menu appears so that you can select names from it.
Resources
Builder 1st class | &
—
| Builder 2nd class
| Builder

:iettings._.

TOTTINTIETTL

@ Resources that are not already listed in the global resources list and that you create by entering
them in this way are assumed to be of type Work, i.e. human resources. Resources of type Material
need to be created in the global resources list, as described in "Setting up a global resources list"
below.

The resources you have entered above are now assigned to the task, and added to the global
resources list if they are not listed there already.

Q Where possible, it is better to select rather than type resource names. That way you don't run
the risk of adding wrongly spelled entries to the global resources list.

To de-assign a resource, simply delete it from the field. Note that this removes the resource from the
task, but not from the global resources list.

You can also assign resources to a task from its Task Information dialog:

e
# Click the Resources button |*"| to the right of the Resources field.
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{ General Predecessors

Resources Email address Units Cost
Business Advisor 100% £ 0.00
Add Resource... v

Delete |

| Done |

# Click an empty row in the Resources dialog and enter the resource by typing it.
* (optional) If you also intend to use MindView for task distribution and task tracking, enter an

B
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email address for the resource. To know more about these features, refer to "Exporting to
Microsoft Outlook" and "Managing and tracking tasks". This only applies to resources of type
Work (i.e. human resources).

5@ Once entered, email addresses can only be edited by clicking Project Resources at the
bottom of the dialog to access the global resources list.

(optional) The Units field indicates how much of the resource's available time is being used to
work on the task. By default, resources are assumed to be able to devote 100% of their
working time on the task. If the resource is only available part of the time, for instance because
they also have other duties, specify here the percentage of their working time that they can
spend on the task. You can also enter a higher value, for instance 300% if your resource is a
"virtual" resource representing a group of three equivalent human resources.

ﬁThe Units value is based on the availability of the resource as shown in its resource
calendar. By default, all resource calendars are identical to the project calendar. If however
you have modified the calendar of the resource to indicate a different work pattern, the units
value will be based on that modified resource calendar. For more about resource calendars,
see "Defining resource calendars” below.

If the resource is a material resource, enter the number of units that you will need for the task.

The Cost field is a calculated field which shows you the cost of the resource for that task. For
human resources (type Work), it is based on the unit percentage specified in Units, the cost
per unit of the resource (rate), and the duration of the task. For material resources (type
Material), it is based on the number of units and the cost per unit. As the field Cost is a
calculated field, it cannot be edited.

Note that the Cost field is not refreshed automatically when you edit the Units field. It is only
updated when you close the dialog.

To see how to specify the cost per unit of a resource, refer to "Setting up a global resources
list" below.
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@You can customize the symbol used to represent the cost, its placement and the number of
decimal digits used. For more information, see "Setting up your preferences".

@The Units and Cost fields are only available when working in Project Management mode.

To de-assign a resource, select it and click Remove. Note that this removes the resource from the
task, but not from the global resources list.

If you are working on a project plan in the Gantt view, you can also enter resources in other ways:
# Select the task and choose Gantt > Task Resources in the main menu.

# Select the task and click Settings in the Task inspector. Click the Resources tab in the dialog
that opens.

# Click the Resources cell of the task at the far right of the Gantt Outline. Type the resource
name(s), separating them with semi-colons.

Setting up a global resources list

Although MindView lets you define the resources as you need them as we have just seen, it is
usually more efficient to start by setting up a global resources list from which you can then select
resources to assign to the various tasks.

The global resources list associated with a task list or project plan is saved whenever you save the
file. Each task list or project plan has its own global resources list.

You can access the global list of available resources in different ways:
# Click the Resources button at the Project pane of the Inspector.

# [f you are working on a project plan in the Gantt view, choose Gantt > Project Resources in
the main menu.

The Project Resources dialog lists all the resources that are currently assigned to tasks, as well as
any that you import or type in directly.

| Generals Calendars | (loasilie=s

| Resources Email /Material Label Rate Type

Senior management gwillis@buildingind... § 0.00/h Work
Real estate manage... £ 0.00/h Work
IT management % 0.00/h Work

Add Resource | |

| Delete | | Import... | | Export... |

| Done |

#* To add a new resource to the list, double-click the field which has gray words Add Resource in
it and enter the resource name.
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* (optional) If you want to be able to track the overall cost of your project, you can specify the
cost per unit of the resource in the Rate field. Although the default time unit is h (per hour), you
can enter other time units: m (per minute), d (per day), w (per week), mo (per month), y (per
year). To specify a rate of $320 per day for instance, you would enter 320/d.

P@You can customize the symbol used to represent the rate, its placement and the number of
decimal digits used. For more information, see "Setting up your preferences".

> (optional) By default, all resources are assumed to be of type Work, i.e. human resources. The
column Type lets you change the type of a resource from Work to Material.

The rate of a material resource is its cost per unit.

If you want to indicate a unit of measurement for a material resource (e.g. tons, cubic meters,
boxes, etc.) you can do so by clicking the Edit button and entering this information in the
Material label field of the dialog box that appears.

@The Rate and Type fields are only available when working in Project Management mode.

The Project Resources dialog lets you perform other operations:
® To delete one or more resources, select them and click Delete.

Q Use the Shift key to select contiguous resources and the Command key to select non-
contiguous resources.

# To import a previously exported global resources list, click Import and select the required list.

Q You can also import the resources list of an existing Microsoft Project document by
exporting that document to XML from Microsoft Project, then choosing the exported XML
document in this dialog.

® To export the global resources list for use in other documents or for sharing with colleagues,
click Export, and choose a folder and file name for your exported list.

5‘? When exported, the global resources list is saved in the MindView XML format.

Defining resource calendars

As soon as you create a new resource, MindView creates a resource calendar for it, defining the
working and non-working time of the resource. By default, resource calendars are identical to the
project calendar. If all your resources follow the work pattern defined by the project calendar, you do
not need to edit any of their calendars. If on the other hand some of your resources only work part-
time for instance, you can indicate this in their calendars, so that MindView can take this into
account when scheduling tasks to which they have been allocated.

Any changes you make to the project calendar are automatically transferred to all the resource
calendars. However, specific changes you might have made to the working time of a particular
resource are preserved.

For more information about how to edit a resource calendar, see "Defining calendars”.

Understanding effort-driven scheduling

Before you assign any resources to a task in a Gantt project, the task has no work associated with it.
It is the process of assigning resources to a task that define its work value, which is the amount of
effort the resource or resources will need to spend on the task to complete it.

For each resource, work is defined according to the scheduling formula : Work = Duration x Units.
The overall work value for the task is the sum of the work performed by each resource.

Therefore if you have just one resource working 100% of their time on the task, the work value for
the task will be the same as the duration, as the example below shows.
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Task Name Duration Start End Resources Work
Subject 1 day 04.06.14 04.06.14 8 hrs
Task1 1 day 04.06.14 04.06.14 Johm 8 hrs

In general, the work value will differ from the duration only if you assign more than one resource to
the task, or if the resource does not work full-time on the task.

The example below shows the effect of adding another resource, Bill, also working 100% of their
time, on Taskl. As Bill is also going to produce 8 hours of work, the overall work value for the task
goes from 8 hours to 16 hours, but the duration is still only 1 day.

Task Name Duration Start End Resources Work
Subject 1 day 04.06.14 04.06.14 16 hrs
Task1 1 day 04.06.14 04.06.14 John;Bill 16 hrs

You may however want to produce a different result and expect that by adding another full-time
resource to the task, the amount of work needed to perform the task should remain constant, and it
should therefore be completed in half the time. This scheduling method is known as effort-driven
scheduling. By default, MindView does not apply effort-driven scheduling, but you can choose to
activate this scheduling method on your tasks. With effort-driven scheduling activated, adding Bill to
Task 1 in our 1st example would produce the result below:

Task Name Duration Start End Reszources Work
Subject 0.5 day 04.06.14 04.06.14 8 hrs
Task1 0.5 day 04.06.14 04.06.14 John;Bill 8 hrs

You can see that the amount of work has now remained constant at 8 hours, but the duration has
decreased to half a day.

* To activate effort-driven scheduling for a task, open its Task Information dialog on its
General tab and check the Effort-driven option.

Constraint type: | As Scon As Posible : EI Constraint date: 1lanl
Task type: | Fixed Units 5 E‘I Deadline: llanl

L\j Effort-driven

@ Effort-driven scheduling only affects the scheduling of a task when you assign or remove
resources from it, and is independent from the scheduling type of the task. For more information
about task types, see "Using scheduling task types".

Using scheduling task types

As we have seen in "Assigning resources", it is the process of assigning resources to a task in a
Gantt project that define its work value, which is the amount of effort the resource or resources will
need to spend on the task to complete it.

For each resource, work is defined according to the scheduling formula Work = Duration x Units,
where Duration is the duration of the task and Units is the percentage of availability of the resource
for the task.

The overall work value for the task is the sum of the work performed by each resource.

Understanding task types

Fixed Units tasks

By default, all the tasks you create in a Gantt project with MindView are given the task type Fixed
Units. This means that the percentage of availability of each resource (units) you defined when you
assigned the resources to the task always remains the same, regardless of any changes you might
make to the Duration or Work values.
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# |[f for instance you increase the task's duration, the work value will be recalculated and
increased accordingly.

# [f you increase the task's work value, the duration is recalculated and increased accordingly.
In either case, the percentage of availability of the resources (units) remains unchanged.

Let us consider for instance a task of one day (Duration = 1 day), allocated to John and Bill, each
working at 100% of their availability (Units = 100%).

The Work value of the task is therefore 16 hours (8 hours for John + 8 hours for Bill).

Task Name Duration Start End Resources Work
Subject 1 day 04.06.14 04.06.14 16 hrs
Task1 1 day 04.06.14 04.06.14 Johm;Bill 16 hrs

# In the first example, we increase the duration from 1 day to 2 days. In consequence, the work
value is increased automatically to 32 hours.

Task Name Duration  Start End Resources Work
Subject 2 days 04.06.14 05.06.14 32 hrs
Task1 2 days 04.06.14 05.06.14 John;Bill 32 hrs

# In the second example, we decrease the work value from 16 hours to 8 hours. In consequence,
the duration is decreased automatically to half a day.

Task Mame Duration Start End Resources Work
Subject 0.5 day 04.06.14 04.06.14 3 hrs
Task1 0.5 day 04.06.14 04.06.14 John:Bill & hrs

In both cases, the units value for John and Bill has remained unchanged at 100%.

This default behavior may however not be what you would want to happen. For this reason,
MindView supports two other task types, Fixed Duration and Fixed Work.

@The fact that a task has the type Fixed Units does not mean that you cannot change the
percentage of availability of its resources (units). It only defines what happens when you modify the
other two values in the scheduling formula, i.e. Duration and Work.

Fixed Work tasks

In a Fixed Work task, when you change the task's Units or Duration value, MindView recalculates
the other value accordingly.

# |[f for instance you increase the percentage of availability of the resource (units), the duration
will be recalculated and decreased accordingly.

# [f you increase the task's duration, the percentage of availability of the resource (units) is
recalculated and decreased accordingly.

@ You can still change the Work value of Fixed Work tasks. This task type only defines what
happens when you modify the other two values in the scheduling formula, i.e. Duration and Units.

Let us consider again a task of one day (Duration = 1 day), allocated to John and Bill, each working
at 100% of their availability (Units = 100%).

The Work value of the task is 16 hours (8 hours for John + 8 hours for Bill).

Task Name Duration Start End Resources Work
Subject 1 day 04.06.14 04.06.14 16 hrs
Task1 1 day 04.06.14 04.06.14 Johm;Bill 16 hrs

# In the first example, we decrease the percentage of availability (units) of both John and Bill to
50%. As the work value must remain fixed, the duration is increased automatically to 2 days.
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Task Name Dwuration  Start End Resources Waork
Subject 2 days 04.06.14 05.06.14 16 hrs
Task1 2 days 04.06.14 05.06.14 John[50%]: Bill[50%:] 16 hrs

# [|n the second example, we decrease the task duration from 1 day to 0.5 days. As the work
value must remain fixed, the percentage of availability (units) of both John and Bill is increased
automatically to 200%.

Task Name Duration Start End Resources Work
Subject 0.5 day 04.06.14 04.06.14 16 hrs
Task1 0.5 day 04.06.14 04.06.14 John[200%];Bill[200%] | 16 hrs

In both cases, the work value has remained fixed at 16 hours.

Fixed Duration tasks

In a Fixed Duration task, when you change the task's Units or Work value, MindView recalculates
the other value accordingly.

# |[f for instance you increase the percentage of availability of the resource (units), the work value
will be recalculated and increased accordingly.

# [f you increase the task's work value, the percentage of availability of the resource (units) is
recalculated and increased accordingly.

@You can still change the Duration value of Fixed Duration tasks. This task type only defines what
happens when you modify the other two values in the scheduling formula, i.e. Units and Work.

Let us consider again a task of one day (Duration = 1 day), allocated to John and Bill, each working
at 100% of their availability (Units = 100%).

The Work value of the task is 16 hours (8 hours for John + 8 hours for Bill).

Task Name Duration Start End Reszources Work
Subject 1 day 04.06.14 04.06.14 16 hrs
Task1 1 day 04.06.14 04.06.14 Johmn;Bill 16 hrs

# [n the first example, we decrease the percentage of availability (units) of both John and Bill to
50%. As the duration value must remain fixed, the work value is decreased automatically to 8

hours.
Task Name Duration Start End Resources Work
Subject 1 day 04.06.14 04.06.14 8 hrs
Task1 1 day 04.06.14 04.06.14 John[50%]:Bill[50%] | & hrs

# [|n the second example, we increase the work value from 16 hours to 32 hours. As the duration
value must remain fixed, the percentage of availability (units) of both John and Bill is increased
automatically to 200%.

Task Name Duration 3tart End Resources Work
Subject 1 day 04.06.14 04.06.14 32hrs
Task1 1 day 04.06.14 04.06.14 John[200%];Bill[200%] @ 32 hrs

In both cases, the duration has remained fixed at 1 day.

Summary

The effect of changing units, work and duration on a task of different types can be summarized by
the table below:
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TASK TYPE If you increase Units If you increase Work If you increase Duration
Fixed Units Duration decreases Duration increases Work increases
Fixed Work Duration decreases Duration increases Units decrease
Fixed Duration Work increases Units increase Work increases

Changing the task type

* To change the scheduling type of a task, select the task and choose Gantt > Task Information
in the main menu.

Constraint type: | As Soon As Posible 5| |

Task tyoef RNV | |

Fixed Duration
Fixed Work

|| Set task as milestone

|| Hide task bar in chart

@ Setting a task type to Fixed Work automatically sets the Effort-driven option. Fixed Work tasks
cannot have effort-driven scheduling turned off as their work value must remain fixed. For more
information about effort-driven scheduling, see "Understanding effort-driven scheduling" in the topic
"Assigning resources".

@ If you want MindView to apply the same task type to all the tasks of the documents you create,
you can specify this in the MindView preferences. For more information, see "Setting up your
preferences". You can also choose to apply a particular task type only for the new tasks of the open
document. To do this, choose Gantt > Project Information and set the Default task type option to
your chosen task type.

Using links

Project plans normally require tasks to be performed in a specific order. For instance, a publication
must be written and proofread before it can be printed. To achieve this, MindView lets you link tasks
so that they depend on each other. By default, tasks are linked in a 'Finish to Start' relationship
(dependency), which means that the first task you select (the predecessor task) must end before
the next task you select (the successor task) can start, and so on.

This is represented on the Gantt chart by lines with arrowheads joining each task to its successor.
The arrowhead indicates the direction of the link: it goes from the predecessor to the successor.

Z)

A task can have more than one predecessor. In this case its start date is determined by the
predecessor link that gives it the latest start date. As dates and times change during the course of
the project, the predecessor link that determines the start date of the task may also change.

e,

Similarly a task can have several successors. In this case the task determines the start date of all its
successor tasks.

]
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When you are scheduling a project plan from its start date (see "Defining the global project
settings"), MindView calculates the end date of the project automatically, on the basis of the task
durations, the task dependencies and the project calendar.

The possibility of linking tasks in this way is what makes project management software particularly
powerful: you can change the duration of one or more tasks, add a task or remove a task from a
chain of linked tasks, and all the dates are recalculated automatically so as to maintain the task
dependencies you have defined.

Linking tasks
You can link tasks in the following ways:

# Select the tasks to be linked, in the order you want them to be linked, by Shift-clicking them (for
contiguous tasks) or Command-clicking them (for non-contiguous tasks), then choose Gantt >
Link Tasks.

# Place the pointer on the bar of the predecessor task. When it changes to an icon with four
arrows, drag the pointer downwards (or upwards) until a line emerges from the task bar and a
link icon appears under the pointer. Continue dragging until the line reaches the bar of the
successor task and release the mouse button.

=]

# Select the task to be linked to. Click its Predecessors cell in the Gantt Outline and type the
entry number(s) of the predecessor task(s). Separate multiple numbers by semi-colons.

# Select the task to be linked to and choose Gantt > Task Settings in the main menu. Click the
Predecessors tab and select the predecessor task(s).

@ All these methods create the default task relationship, namely 'Finish to Start'. See below to find
out how to create other types of relationships.

In the example below, the proofreading task (successor) has been linked to the writing task
(predecessor). The proofreading task cannot start before the writing ends. If the writing task is
delayed or takes longer than planned, the start date of the proofreading task is recalculated
automatically so that the task relationship is always maintained.

Wiriting e e e ey
Proofreading e

You can link summary tasks in the same way as other tasks, but not to one of their own sub-tasks.
Linking a summary task to another summary task has the same effect as linking its last sub-task to
all of the sub-tasks in the other summary task. To make your project plan easy to read, it is usually
best to link summary tasks only to summary tasks and sub-tasks to sub-tasks (within the same
summary task), like this:

R

Alternatively you may prefer to restrict linking to regular tasks. Links from summary tasks to regular
tasks tend to confuse the display.

@ A summary task can only be linked to its predecessors with a 'Finish to Start' or 'Start to Start’
relationship.

Unlinking tasks
You can unlink tasks in the following ways:
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# Select the tasks by Shift- or Command-clicking them, then choose the Gantt > Unlink Tasks in
the main menu.

# On the Gantt chart, Control-click the link you want to remove and choose Edit Link in its local
menu. This opens the task information dialog to the Predecessors. Select the predecessor task
you want to remove and click Delete.

# Select the task whose predecessors you want to remove. Click its Predecessors cell in the
Gantt Outline and delete the number(s) of the predecessor(s) you want to remove.

Defining lead or lag time

By adding a lead or lag time you can extend a link backwards or forwards so that the successor task
starts earlier or later than it otherwise would. For a default 'Finish to Start' link, this either introduces
an overlap (lead time), so that the successor task starts before its predecessor ends, or it introduces
a delay (lag time) that makes the successor task start some time after its predecessor ends.

When planning the production of a marketing brochure for instance, you could use lead time to make
the creation of artwork start a few days before the writing phase is over. The two tasks are however
still linked, which means that a delay of the writing phase will also delay the creation of the artwork.

* Select the successor task and click Task Settings in the Task inspector.
* Click the Predecessors tab.

# Inthe Lag column for the task, enter the appropriate lead or lag time. A positive value indicates
a lag time (a delay); a negative value indicates a lead time (an overlap). You can follow the

number with letter(s), for example w for weeks, as described in the paragraph "Entering a task
duration" in "Entering and editing tasks".

You can also enter percentage values, for example if you enter "-25%" the task will start 75%
of the way through the predecessor task. Note that percentages relate to the duration of the
predecessor task.

In the following example, we start with three linked tasks (to save space, the Start and End columns
are not shown):

Jh‘ﬂ.‘_"'15

Painting work 10 days (R B R R R R R R R
2 Prepare surface | 4 days m;

3 Undercoat 3 days 2 ml

4 Top coat 3 days 3 L

Notice that the Predecessors column shows the number of each task's predecessor. Experience
shows that we can actually start applying undercoat when surface preparation is three quarters
complete, in other words when only 25% remains to be done. To give the desired overlap (lead time)
we enter a lag of -25%, as described above:

ru'lay15

Painting work 5 days S e e e
2 Prepare surface | 4 days W@j
3 | Undercoat 3 days 2F5-25% e
4 Top coat Jdays 3 e,

Because surface preparation has currently been allocated 4 working days, the undercoat task starts
after the third working day. As usual, no work is scheduled during non-working days. Notice that the
Predecessors column now includes the type of link (FS, or 'Finish to Start’), and the amount of lead
time (-25%).

Now we want to allow a 1-day gap after the undercoat task to ensure that the undercoat is fully dry
before the top coat is applied. To give the desired delay we enter a lag of 1 day, as described above:
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18 ME.Y "5

Painting work 10 days [ e e S ]
2 Prepare surface | 4 days W@j

3 Undercoat 3 days 2F5-25 % m—'L

4 Top coat Jdays 3F 5+1 day e

If we now have to change the duration of the surface preparation task to 8 days, everything moves
out. However, the 25% overlap (which now represents 2 working days) and the 1-day delay are
preserved:

18 May 15

Painting work 13 days o ——————————————————— |
2 Prepare surface | 8 days e

3 | Undercoat 3 days 2F5-25% i

4 Top coat 3 days 3F 5+1 day S

Although the example above shows tasks linked by the default 'Finish to Start' relationship, you can
apply lead or lag time to any type of task relationship.

@l Moving linked bars by dragging does not set lead or lag times, but instead sets constraints
which override the linking. See "Using constraints" for more information.

Using other task relationships
MindView supports four different relationships (dependencies) between tasks:

# Finish to Start (FS) - the default: The task cannot start before its predecessor ends, although
it may start later. This is the most common type of relationship and the only link you can create
by clicking the Link icon , as described above. Typically the successor starts as soon as the
predecessor is complete. You can introduce an overlap or delay by using lead and lag times,
but still, if the end date of the predecessor task moves, so will the start date of the successor.

# Start to Start (SS): The task cannot start until the predecessor starts, although it may start
later. This can be useful if you have a task whose start date depends on the start date of
another task.

# Finish to Finish (FF): The task cannot end before the predecessor ends, although it may end
later.

# Start to Finish (SF): The task cannot end before the predecessor starts, although it may end
later. This task relationship is rarely used.

To change the relationship between two tasks:

* Select the successor task and click Task Settings in the Task inspector to open the task's
Task Information dialog.

Q You can also just double-click the link between the predecessor and the successor task
on the Gantt chart.

#* Select the predecessor on the Predecessors tab.
* Inthe Type column, select the new relationship type.

Finish To Finish

v Finish To Start

Start To Finish
Start To Start
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Example

The following project plan for the preparation of a publication illustrates all these kinds of
relationships.

“Hdul 15 27 Jul “15 3 Aug '15
T"“""a'“e M| T |W M| T |W M[T |W|T | F

1 | Publication

Planning

:’—‘L
Writing
Editing I:::I
Creating artwork |:|
Final changes | 11
Printing I—j:
Paper to printers BT

In this example:

# The writing task follows on directly from the planning task. If the end date of planning changes,
so will the start of writing. This is the normal Finish to Start relationship.

® The editing task starts some way through the writing task. The writers and the editors work
together as a team until the text is complete. Their tasks effectively end at the same time. If the
end date of writing changes, so will the end date of editing. This is a Finish to Finish
relationship.

03| =~ | | e M

# The creation of artwork depends on the start of writing. In this case a lag has been introduced
so that it doesn't start exactly when writing starts. Even so, if the start of writing changes, so
will the start of artwork creation. This is a Start to Start relationship.

® The final changes task depends on the end of artwork creation, but an overlap is included so
that it actually begins two working days before the end date of artwork creation. If artwork
creation is delayed, so will be the start of final changes. This is the normal Finish to Start
relationship.

® Printing starts after final changes are complete. This is also a Finish to Start relationship.

® The transferring of paper from the warehouse to the printers must be complete in order for
printing to start, but is not related to any of the preceding tasks. The printers have limited
storage capacity and do not want the paper to arrive until it is needed, so the start of printing
drives the delivery of paper. If the start of printing changes for some reason, so will the end
date for getting paper to the printers. This is a Start to Finish relationship.

Here each task has a single predecessor, the simplest arrangement. However, a task can have
several predecessors. In such situations you will need to think carefully about possible undesirable
consequences. For example, if you added another predecessor to the "Paper to printers" task
above, it would be possible for that predecessor to push out "Paper to printers" so that its end date
was later than the start of printing.

Using constraints

Constraints define the degree of flexibility available to MindView when scheduling or rescheduling a
task by imposing restrictions on its start or end date.

MindView supports 8 types of task constraints, offering different degrees of flexibility.

Constraint types
Two "constraints" are actually so flexible that they are not generally regarded as constraints at all:

# As Soon As Possible (ASAP): This is the default constraint when you schedule your project
from its start date, as is normally the case (see "Defining the global project settings"). You
should try to keep this default whenever possible as it gives MindView the most scheduling
flexibility. If you apply this constraint to an unlinked task, the task will be scheduled to start at
the project start date. If you apply it to a linked task, it will start as soon as the dependencies
with its predecessor tasks will allow.
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# As Late As Possible (ALAP): This is the default constraint when you schedule your project

from its end date. If you apply this constraint to an unlinked task, the task will be scheduled so
that its end date coincides with the end date of the overall project. If you apply it to a task
linked to a successor task, the task will be scheduled to end when the successor needs to
start. On the whole, you should avoid this constraint as it does not leave any slack time to deal
with possible problems. Any delay on the task is likely to impact the overall end date.

The following constraints all restrict MindView's flexibility when scheduling tasks. Although you might
be tempted to use them if you are new to project management, you need to make sure you
understand the implications. Keeping their use to a minimum (especially the last two) will allow you
to take full advantage of MindView's automatic scheduling possibilities.

Start No Earlier Than (SNET) This means that the task, whether linked or not, may not
start before the given date. However, MindView still has the flexibility to start the task later than
the given date.

@ If you change a task's start date, for instance by typing a new date in the Gantt Outline or
by moving its task bar on the Gantt chart, this constraint is automatically applied.

@ If you drag a linked task backwards, a SNET constraint is set for the start date
corresponding to the new position of the task bar, but the bar immediately moves back to its
original position. This is because the start date determined by the link comes later than the
SNET date. The SNET date is therefore applied, but does not change the original scheduling
of the task.

Start No Later Than (SNLT) [5J: This means that the task, whether linked or not, may not start
later than the given date. However, MindView still has the flexibility to start the task earlier than
the given date.

@ When you are scheduling your project from its end date, changing a task's start date
automatically applies this constraint.

Finish No Earlier Than (FNET) This means that the task, whether linked or not, may not
end before the given date. However, MindView still has the flexibility to end the task later than
the given date.

@ If you change a task's end date, this constraint is automatically applied.

Finish No Later Than (FNLT) [5J: This means that the task, whether linked or not, may not
end later than the given date. However, MindView still has the flexibility to end the task earlier
than the given date.

@ When you are scheduling your project from its end date, changing a task's end date or
moving its task bar on the Gantt chart automatically applies this constraint.

Must Start On (MSO) . This rigid constraint means that the task, whether linked or not,
must start on the given date. Even if the preceding task is completed earlier, MindView cannot
pull in the constrained task to take advantage of the time gained.

Must Finish On (MFO) : This rigid constraint means that the task, whether linked or not,
must end on the given date. As above, even if the preceding task is completed earlier,
MindView cannot pull in the constrained task to take advantage of the time gained.

When you apply one of these constraints to a task, a constraint icon appears next to its name in the
Gantt Outline. Hovering this icon with the mouse displays a tooltip with details about the constraint.

7 Printing | 4 days 03.08.15 06.08.15

A constraint is set on this task:
Must Finish On 06.08.15

107



MindView 5 Documentation

Q If you decide to apply one of these constraints to a task, it is good practice to attach a note or a
comment to the task to explain why you did so. If the constraint causes scheduling conflicts later on
as your project evolves, you will be able to refer to the note to decide whether to keep the
constraint, change it or remove it altogether. Such notes also allow you to distinguish easily
between the tasks you have constrained yourself deliberately and the tasks you may have
constrained inadvertently by moving their task bar or editing their start or end date manually.

You can sometimes avoid using constraints by setting deadlines instead (see "Setting deadlines" in
the topic "Enhancing a project plan™). If you have an important date to meet, it is usually better to set
a deadline on the task rather than a constraint such as 'Must Finish On'. Not only this type of
constraint restricts MindView's scheduling flexibility, but it may in fact increase the likelihood of
missing the deadline, as the example below shows.

ﬁ’l The effect of a constraint is not always obvious when you schedule your project plan from its
end date, so take care to check that it does give the result you want.

Example

The following example shows some tasks in the preparation of a brochure for a mail shot. The mail
shot is scheduled for September 14th. The tasks are linked, but we have set a 'Must Finish On'
constraint on the printing task for September 11th, the latest date that will allow the mailing to go
ahead on the following Monday, September 14th. The constraint, as usual, overrides the link. By
setting a 'Must Finish On' constraint for September 11th, we have effectively moved the task out so
that it ends exactly on September 11th, regardless of whether it could have been completed earlier
or not.

24 Aug '15 31 Aug "15
Ta“"“’““ M|T|W[T|F RSB M|T|W|T|F _.._..“M T |w
Brochures —

1
2 Writing T

3 Design :)1

4 Review 22—
5

6

Cormections B 1
% Printing A

A constraint is set on this task
Must Finish On 11.09.15

The problem with this is that if the printing task takes longer than expected, the mailing date will be
missed. It would be much better to take advantage of the unused time after the end of the
corrections task to get started with printing. However, we still need to keep an eye on the September
11th deadline. To do this, we remove the constraint from the printing task, so that the link will
determine its start date, and add a deadline marker instead.

- - e :
. 24 Aug™5  [31Aug'15 7 Sep '15

M| T |W|T mem T (WI[T|FEERERM|T|W|T|F EREE M
1 | Brochures —

2 Writing T

3 Design :l;

4 Review [:)—‘L
5 Cormections I:)l
6

Printing [ | 8

Now there is a useful gap between the end of printing and the deadline, and the deadline is clearly
indicated. The printing task is now much less likely to appear on the critical path, and the deadline
indicator will warn us if the task moves past its deadline.
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Interaction between task dependency links and constraints

Constraints combine with task dependency links to affect the timing of tasks. In some cases,
applying a constraint to a task in addition to a task relationship may create a scheduling conflict.
When such a conflict arises, the constraint always takes precedence over the task dependency.

Let us consider the example below. Here the "Print" task is linked to the "Final changes" task with
the default 'Finish to Start' relationship. The "Final changes" task ends on Oct 1st. In normal
circumstances, this would mean that the "Print" task cannot start before Oct 2nd. However, because
you imperatively need the printed materials on Sept 28th for a training session, you have set a 'Must
Finish On' constraint on the "Print" task for Sept 28th, as evidenced by the constraint indicator. Since
the constraint set on a task always overrides any relationship it may have with other tasks, the start
date of the "Print" task has been rescheduled automatically to end on Sept 28th.

5 Final changes | 9 days 21.09.15 01.10.15 [ I—|
6 »,';3 Print 3 days 24,0915 28.09.15 I-bI:|

A constraint is set on this task:
Must Finish On 28.08.15

The constraint set on this task
overrides the task dependency.

In this case the constraint has led to an illogical relationship with the predecessor task: printing is
now scheduled to start before final changes are complete. Note that MindView conveniently flags

this as a possible problem using the ® icon, which shows that a link has been overridden by a
constraint.
If you later decide to remove the constraint, for instance because the training session has been
postponed, the task dependency link is enforced again, as shown here:

5 Final changes | 9 days 21.09.15 01.10.15 | '1

6 | Print 3 days 02.10.15 06.10.15 A

For more information about how to detect and solve potential scheduling conflicts, see "Reviewing a
project plan”.

Setting a constraint
You can apply a constraint to a task as follows:

# Select the task and choose Gantt > Task Information in the main menu to open the task's
information dialog.

* Select the constraint type. For constraints other than 'As Soon as Possible' or 'As Late As
Possible', you also need to set the constraint date required.

Constraint type: Must Finish Cn ~ | Constraint date: 02.09,15 E~

As mentioned above, changing a task's start date by editing it in the Gantt Outline or moving its task
bar on the Gantt chart applies a 'Start No Earlier Than' constraint automatically (assuming you are
scheduling from the project start date). Changing a task's end date applies a 'Finish No Earlier Than
constraint.

When scheduling from the end, changing a task's start date applies a 'Start No Later Than'
constraint. Changing a task's end date applies a 'Finish No Later Than' constraint.

* Toremove a rigid constraint, select 'As Soon as Possible' in the task's Information dialog (or
'As Late As Possible' if you are scheduling from the end).

Enhancing a project plan
There are various things you can do to make your project plan easier to use. For example:

# You can add explanatory notes to tasks. This is especially useful for tasks that have
constraints. Constraints override links and can lead to illogicalities or schedule conflicts in the
plan, so you will need to keep an eye on them.
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# You can highlight the critical path in order to see at a glance the tasks that are currently directly
affecting your project end date.

You can set milestones or deadlines to mark key dates.

You can give tasks priorities.

You can show a percentage completion for any task, visible on the task bar.

You can prevent some tasks from appearing on the Gantt chart by hiding their task bar.

You can make some tasks inactive, so that they no longer affects the scheduling of the project.
You can customize the display of the project plan on the Gantt chart.

All these operations are described in detail below.

Adding notes

You can add notes and comments to any task, just as in all the other MindView views. See "Inserting
text notes" and "Inserting comments".

Viewing the critical path

In a project plan, the critical path corresponds to the tasks or chain of linked tasks that cannot be
delayed without delaying the entire project. A task lies on the critical path if a change to its start date
or duration affects the end date of the project (or the start date if you are scheduling from the end of
the project).

Keeping a close eye on the status of your critical tasks at any time is therefore key to good project
management. If the overall project duration is too long, the only way to make it shorter and bring in
its end date is to shorten the critical path.

* To toggle the critical path on or off, choose Gantt > Critical Path. Tasks on the critical path are
highlighted in red.

Q You can change the color used to highlight the critical tasks from the Color inspector.

EE

i

Setting milestones

A milestone is a task with zero duration. It appears on the Gantt chart as a solid diamond.
Milestones are generally used to indicate important dates on the project plan, often key events or
goals. For example, you might use milestones to mark desired completion dates, or project review
meetings.

&
As with any task, a milestone can be linked to other tasks. However, milestones are generally used
as fixed markers and are therefore not normally linked.
To enter a milestone:
* Create a task and give it a duration of 0.
To convert a task to a milestone:
# Select the task and give it a duration of zero, or

# Select the task and choose Gantt > Task Information in the main menu to open the task's
information dialog. Check the option Set task as milestone.

To convert a milestone to a task:
* Select the milestone and give it a non-zero duration.
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Setting deadlines
You can add a deadline marker to any task. This does not affect any of MindView's Gantt
calculations, but places a visible marker on the Gantt chart as a reminder.
*
Production B days e I

If the task end date moves past the deadline, a missed deadline icon appears in the Indicators
column of the Gantt Outline.

+*
4 Production 6 days e e e ]

To add a deadline to a task:

# Select the task and choose Gantt > Task Information in the main menu to open the task's
information dialog. In the Deadline field, select the deadline date.

To remove a deadline from a task, you open the Task Information dialog again and remove the
check mark from the Deadline field.

Assigning priorities
You can assign a priority to a task in the following ways:

# Select the task and choose Gantt > Task Information in the main menu to open the task's
information dialog. Enter a priority number in the Priority field.

# Select the task. On the Task/Branch panel, enter a priority number in the Priority field.
Although priorities can range from 0 to 1000, you can use any convenient scale, for example 1

(highest priority) to 10 (lowest priority).
Setting completion values

You can indicate the progress that has been made towards completing a task by entering a %
completion value. A thick line on the task bar indicates progress.

e S,

You can enter or modify a % completion value for a task in the following ways:
# Move the cursor to the left of the task bar (or to the right end of the completion line if the task

already has a completion value) until it changes to +|?x. and drag rightwards or leftwards until
the appropriate completion position is reached.

# Select the task and choose Gantt > Task Information in the main menu to open the task's
information dialog. Select a value in the Completion (%) field.

# Select the task. On the Task/Branch panel, select a value in the Completion (%) field.

Hiding the bar of a task

If you are working on a large project plan, with many tasks, you might want to hide some of the task
bars from the Gantt chart to improve its legibility and allow you to concentrate on some of the more
important tasks.

To prevent the bar of a task to be displayed on the Gantt chart:

* Select the task and choose Gantt > Task Information in the main menu to open the task's
information dialog. Check the option Hide task bar in chart.

The task stays listed in the Gantt Outline, but its bar is no longer shown in the Gantt chart.

Making a task inactive

If you want to keep a task in your project plan, but prevent it from affecting its scheduling, you can
make it inactive. This can be useful for instance if you are forced to remove some tasks from your
project for budget or deadline reasons, but want to keep a record of them, in case you may be able
to re-introduce them later if you get additional funding or extra time.
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Once inactive, a task is no longer taken into account by the scheduling engine, which means that its

dates, duration and any resources allocated to it no longer have any impact on any of the other tasks
of the project plan.

You can inactivate a task in different ways:

# Select the task and choose Gantt > Task Information in the main menu to open the task's
information dialog. Check the option Inactive.

# Select the task and choose Gantt > Task Active in the main menu so that the checkmark
disappears.

To reactivate an inactive task, just repeat one of these operations.

Inactive tasks are identified by a special indicator @ in the Gantt Outline, and their task bar appears
in white on the Gantt chart.

9? Inactivating a summary task automatically inactivates all its sub-tasks.

@Be careful when inactivating a task that is linked to other tasks. If you inactivate a task with
successors, the successors will be re-scheduled as if that task had been deleted. If you want to

keep the link between two tasks after inactivating their connecting task, you will need to re-link the
two tasks manually.

Task Name Duration Start End !
1 | Subject 12 days 09.03.2015 24.03.2015 e
2 Task 1 3 days 09.03.2015 11.03.2015 I:Il
3| Task2 | 4days 12.03.2015 17.03.2015 | i}
4 | Task3 | Gdays 18.03.2015 24032015 | |
‘!j Task Mame Duration  Start End !
1 Subject Gdays | 09.03.2015 13.03.2015 p—
2 Task 1 3 days 09.03.2015 11.03.2015 R )
3le ddays |12032015 (1703205 || | | |
4 Task 3 & days 09.03.2015 13.03.2015 N e
ﬂ Task Mame Duration  Start End !
1 Subject 8 days 09.03.2015 18.03.2015 e
2 Idays | 09.03.2015 11.03.2015 >]
3 @| Task2? 4 days 12.03.2015 17.03.2015 . [ __
4 Edays | 12.03.2015 18.03.2015 Loy

Customizing the Gantt chart display

For more information about this, refer to the paragraph "Customizing the Gantt Chart" in the topic
"Using the Gantt view".

Reviewing a project plan

It's a good idea to review your project plan regularly in order to locate conflicts or other problems.
You can then make appropriate changes to remove them.

Checking deadlines

Have any tasks overshot their deadline? If so, you will see red warning markers in the Indicators
column:

b
4 Production 6 days ] S
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To overcome the problem you may need to reschedule tasks. Alternatively, if the overshoot is
acceptable, you can change the deadline by opening the Task Information dialog (double-click the
task bar) and assigning a new date. To remove the deadline altogether, remove the check mark from
the Deadline field.

Checking the project end date
Is the project on course? Check that the end date of your project looks reasonable.

When you are scheduling a project plan from its start date (see "Defining the global project
settings"), MindView calculates the end date of the project automatically, on the basis of the task
durations, the task dependencies and the project calendar.

You can check the project end date in several ways:

* View the end date of the first task in the project plan, either in the Gantt Outline or in the Gantt
chart. This is the root summary task that covers the whole project.

1 | Painting work 14 days 19.01.15

* View the end date of the last task in the project plan, either in the Gantt Outline or in the Gantt
chart.

Q If the task bar of the last task is not visible in the Gantt chart, select the task in the Gantt
Outline and choose Gantt > Go to Selected in the main menu.

# Choose Gantt > Project Information in the main menu to view the start and end date of the
overall project.

If the end date is too late, and the suggestions described in the following paragraphs cannot help,
you may need to apply more resources to one or more tasks. For example, if you assign two people
rather than one to a task, you should be able to halve its duration.

Checking the project start date

If unconstrained tasks start later than you expect them to, check the project start date (choose Gantt
> Project Information in the main menu).

In the following example, Taskl and Task2 actually start on the project start date, as they should.
However, Task3 has a 'Must Start On' constraint that is earlier than the project start date. This
effectively extends the project backwards before its official start date. This also happens when a task
is given a lead time that pushes its start date before the project start date.

The project start date is nevertheless maintained, and any new task you add is scheduled to start on
the official start date.

lm Task Name [ [12Janv5 _ _ _ [19Jan5_ __ __ __ [26Jan'i5]|
FRSESM|T |(W|T|F (SLS(M|T|W|T|F (ELSIM|T|W

1 Project plan P

2 Task1 e

3 Task2 [z

4 [F] Task3 CZZZ—

5 Taskd4 e

Checking the dependencies

Are all the links between tasks necessary? By unlinking tasks that don't actually depend on each
other, you will make use of all the slack time available, thereby shortening your schedule and
maximizing its flexibility.

Alternatively, consider whether some tasks could overlap each other to reduce the overall duration of
the project. If so, assign appropriate lead times (see "Defining lead or lag time" in the topic "Using
links"). Another possibility is to redefine some of your 'Finish to Start' relationships to either 'Finish to
Finish' or 'Start to Start' if the logic of your schedule allows it.
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Checking the constraints

Are the constraints working as you expect’> Look in the Indicators column of the Gantt Outline for

tasks that have constraint markers . If you have been adding an explanatory note to every
constraint you set, read the notes to check that your intentions are still being met. And look for tasks
that have a constraint but no note: these may have been created inadvertently and be causing
trouble.

Do the tasks that have constraints fall where you expect them to? Do they fit logically with the other
tasks around them? Check that their start and end dates are neither too early nor too late.

Look for unexpected overlaps or gaps (see below) between linked tasks: often this is caused by a
rigid constraint on one or other of the tasks, in which case you should see a constraint marker in the
Indicators column. However, remember that overlaps and gaps can also be caused by intentional
lead or lag times. Displaying the Predecessors column in the Gantt Outline will allow you to check for
the presence of lead or lag time.

Because constraints override links, they can introduce schedule conflicts, identified by the icon ®in
the Indicators column. For example, in the following case, final changes are taking longer than
expected, but the 'Must Finish On' constraint set on the printing task prevents it from moving out.
The result is that printing is now scheduled to begin well before the final changes are complete.

5 Final changes | 9 days 21.09.15 01.10.15 [ I—|
6 Jﬂ Print Jdays 24,0915 28.08.15 I-b|:|

A constraint is set on this task:
Must Finish On 28.08.15

The constraint set on this task
overrides the task dependency.

To resolve this problem, assuming that you want to maintain the end date of Sept 28th for printing:
# Double-click the task bar for the printing task to open its Task Information dialog.

* Remove the rigid constraint by deselecting the Constraint date checkbox and revert to the
default 'As Soon As Possible' constraint. The link from "Final changes” will now determine the
start of printing.

# Inthe Deadline field, select 28.09.15 to put a deadline marker on the printing task so that you
are reminded of the required completion date. The deadline marker is simply a marker: it does
not apply a constraint of any sort. Click OK to close the dialog.

* Shorten the time allowed for final changes (or one of its predecessor tasks), for example by
assigning more people to the task, so that printing finishes on or before the deadline.

Final changes 4 days 17.08.15 22.09.15 :1

Print 3 days 23.09.15 25.09.15 A ¥

Looking for gaps

Are there any gaps where work could be allocated but has not been? Gaps can occur when a rigid
constraint has been applied to a task. The task's predecessor finishes early, leaving a gap (slack
time). Because of the constraint, the task cannot move backwards to take advantage of the slack.

ROCT—
Brochures

2 Wiriting |

3 Design |:|_¢

4 Review :11

5 Corrections l:l-‘L

6 Paper to printers |:"—J«

7 Printing |

A constraint is set on this task:

Must Finish On 09.09.15 slack time
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To overcome problems like this, and make use of the slack time, consider removing the rigid
constraint and replacing it by the default 'As Soon As Possible'.

Checking the critical path

Are there tasks on the critical path that should not be there? A task is on the critical path if it directly
contributes to the duration of the project. Removing a task from the critical path will shorten the
overall project.

* Choose Gantt > Critical Path to highlight in red the tasks that are on the critical path.

q
I P ————

“MTWTFHHMTWTFHHMTWTFHHM
Brochures
Wiriting e
Design EZZZZZ2D,
Review ),
Corrections @1
Paper to printers @—'L

4| Printing o

= | @ s W M

In this example, the "Paper to printers" task is on the critical path, but actually it could be done in
parallel with the other tasks. The printing task is overshooting its deadline (green arrow), hence the
red exclamation mark indicator. Taking the "Paper to printers" task off the critical path reduces the
overall duration of the project and meets the deadline for completion of printing:

[ [Tesk Name e
1  Brochures

2 Writing |

3 Design

4 Review

5 Corrections E]

6 Paper to printers A

7 Printing IE |

Redefining a 'Finish to Start' relationship to either a 'Finish to Finish' or a 'Start to Start' relationship
is also a useful way of taking a task off the critical path.

Exporting a project plan
All the export methods are available when working on a project plan. The export methods that are
particularly relevant to project plans are the following:

Export to HTML: This export method is only available when you are viewing your project plan in a
view other than the Gantt view. It lets you export your project plan as a standard web site. See
"Exporting to HTML" for more information.

Export to XML: This method lets you export your project plan in two different XML formats, namely
MindView XML and Microsoft Project XML. For more information, see "Exporting to XML".

Printing a project plan
You can print your project plan in the same way as in the Map views.

MindView enables you to spread your printout on several pages, which is very useful in the case of
project plans. Increasing both horizontal and vertical page spread values, for instance, will allow you
to create a legible printout of your entire plan, spread over several pages.

For a full description of the printing options, see "Printing a mind map".
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Spellchecking

Checking spelling

To check the spelling of your mind map, use the options on the Edit > Spelling submenu. They vary
according to the version of Mac OS you are running, and the spelling options you may have
installed.

Typical options are:

# Show Spelling and Grammar, which shows a dialog for setting parameters such as dictionary
language.

# Check Spelling, which runs a spell check of the document.
Printing

Printing a mind map
To preview and print your map:

* Click the Print Preview icon hgd choose File > Show Print View or press s p.

#* Inthe Print View, set the scaling, the number of pages across which to print, and so on. See
"Using the Print View", below, for detalils.

* (optional) If necessary, move the map by dragging it. This allows you to determine where the
joins between pages will fall.

#* When you are satisfied with the way the printed map will look, click Print in the Print View
inspector to open the standard Print dialog.

To close the Print View at any time and return to the previous view, click the Print Preview icon
again, click Close in the inspector, or choose File > Hide Print View.

To print your timeline without previewing:
# Choose File > Print or press & P to open the standard Print dialog.

Using the Print View

The Print View shows you what your map will look like on paper. The preview of the map
immediately reflects the changes you make in this dialog, allowing you to experiment with the
various settings.

The Print View inspector contains the following options:
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Print View

Document Info

Author |W

| More settings...

Maodified Jun 1, 2014, 12:00 AM

Orientation

(=) Portrait () Landscape
Page Spread

Horizontal: 1 |§| Vertical: 1 |§|
EE |3 BE| BE
O DO i 3 =
Scaling

Scale: - )
| Actual Size | | Scale to Fit Pages |
Print Area

# | Entire Document

Focus or Filtered Map

Show Legend

Scale:

Document Information

|| Show document information

| Close

| |@ Print...

User Guide

Orientation: Choose Portrait to print on vertically oriented page(s) or Landscape to print on

horizontally oriented page(s).

Page Spread: These options allow you to spread your map on several pages. This is very useful for
large maps. If for instance your map is quite wide (as may be the case in Top Down view), you can
increase the horizontal page spread number to ensure that its entire contents will be printed at a

suitable size.
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Scale: Use the slider to resize the print image on the page(s).

Actual Size: Click to print the map at its actual size. If your map is large, this may mean that some
part of it will be outside the print area.

Scale to Fit Pages: Click to resize the map so that its entire contents fit on the single page or page
spread chosen.

Print Area: These options are available if only part of the map is displayed as a result of focusing
(see "Focusing on a branch") or filtering (see "Eiltering a mind map"). Select 'Entire Document' to
print the entire map or 'Focused or Filtered Map' to print only the partial map displayed as a result of
focusing or filtering.

Document Information: If you select this box, the name of the author and the date at which the
map was last modified will be shown in the lower right corner of the printed page. If you are printing
the map on several pages, this information is shown on the last page in the range.

Print: Click to print the map as shown in the Preview area.

Exporting

Exporting: introduction

MindView lets you convert your map into any of the following formats:

& HTML (a web site)
Microsoft® Word® .docx format (files can be opened in Pages® '08)
Microsoft PowerPoint® .pptx format (files can be opened in Keynote® '08)
RTF or RTFD format
Various picture formats

These export possibilities mean that you can use MindView to brainstorm your ideas, organize them
visually and collect all the associated material, and then convert the map into the format you require.
In this way, you immediately obtain a professional-looking document, which you can process further
if necessary using tools such as Dreamweaver® (for HTML export), Keynote, Pages, Word or
PowerPoint.

Exports can be done in the following ways:
# Using Quick Export
# Using Standard Export

The export settings you choose for a particular export format (HTML, Word etc.) are saved with the
MindView document itself and re-used for the next export in that format. This means that you do not
need to specify your preferred settings every time you want to re-export your map to a particular
format after making alterations to it.
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The branches of the map are exported in the order in which they are displayed in the mind map
view, starting from the top right in a clockwise direction.

You can exclude entire branches (and their sub-branches) from the export by deselecting 'Include
branch in export' in the Branch inspector.

E Include branch in export

@ If you choose to exclude some of the elements from the export in the Export dialog, none of the
elements of this type will be exported, regardless of the value of their individual ‘Include in export'
property in the relevant inspector.

Exporting to HTML

Exporting to HTML: overview

This export method lets you export your mind map as a set of web pages in HTML format. It allows
you to obtain a professional-looking web site very quickly, without having to worry about web design
techniques.

@ Although you do not need to have a web browser installed on your machine in order to use this
export method, you obviously need one to view the web site created.

The exported HTML pages are placed in a folder which, by default, is given the name of the root
branch of the mind map you are exporting.

Pictures from the Multimedia Catalog that are included in your map are placed in a sub-folder of the
export folder named 'img'. Pictures you have added from outside MindView are placed directly in the
export folder. And pictures generated for by the export process are placed in a folder named
'mvfiles’. As it creates the HTML pages, MindView automatically modifies all the references to
external files contained in your document so that they point to the correct output folder.

Each branch is exported as a HTML page of the same name as the branch, and each page contains
a menu of all its sub-branches and optionally, a menu of the main branches. The root is exported as
a file 'index.htm".

A Site Map button containing a link to an interactive picture of your entire map, a 'You are here'
locator showing you the complete path from the root, and a Home button are included by default on
each HTML page. You can deselect any of them if you want to.

Unless you define a different arrangement in the Export dialog, all the objects attached to a branch
are exported below each other and left aligned on the page.

The branches of the map are exported to HTML in the order in which they are displayed in the mind
map view, starting from the top right in a clockwise direction. You can however exclude entire
branches and sub-branches from the export by disabling their 'Include branch in export' property in
the Branch inspector.

E Include branch in export
If you want a specific description to appear when the user moves the mouse pointer over a picture in
the browser, enter the description as the name of the picture in the appropriate inspector (Root,

Branch, Floating Picture or Object List). The description is converted to an HTML Alt tag during the
export.

Export modes
There are two export modes available:
® Quick export

Quick export allows you to export your map quickly using the MindView defaults or the last
export settings you used for an HTML export.

& Standard export

Standard export lets you choose from a number of professional ready-made templates with
various navigation layouts which you can customize to your liking. You can also specify the
elements of your map to be exported and how they should be treated. Moreover, if you have
created a particular folder structure for the external files used by your document, you can
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ensure that MindView preserves this structure when exporting to HTML by specifying the list of
folders that need to be included in the export folder.

The export settings you choose are saved with the MindView document and used as the
default next time you export your map to HTML. This means that you do not have to redefine
them every time you make a small alteration to your map.

Relationship between MindView and HTML elements and objects

The following table indicates how the various MindView elements and objects are exported on the
HTML page.

MindView element| Exported to HTML as

Branch name Page title

Text note Inserted as text

Branch picture Inserted as a picture

Floating picture If connected to a branch, inserted as a picture

If not connected to a branch, not exported

Floating comment | If connected to a branch, inserted as text
If not connected to a branch, not exported

Pop-up comment | Inserted as text

Branch connection| Inserted as hypertext link

MindView object | Exported to HTML as

Text file Inserted as a hypertext link

Picture file Inserted as a picture

Video file Inserted as a video object

Sound file Inserted as a sound object

Hyperlink Inserted as a hypertext link or as a button,
depending on your selection in the object list
inspector

Flash file Inserted as a Flash object

Exporting to HTML: quick export
#* Choose File > Quick Export.

P E‘u:plgrer\g. S EE——— ‘T!

Where: | B Desktop T*

Export to: | HTML | :j

#* Enter a name and choose a location for your new web site.

MindView will create a folder with the name you enter in the location you specify, and place all
the files making up your web site in this folder.

* Inthe Export to list, select HTML.
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Click Save.

The settings used for the export are:

The settings you last used, if you have already done a standard export to HTML for your map.
If your document contains several maps, one of these settings specifies the map to export.

Or, if there are no last-used settings, the settings in a predefined MatchWare export template
(with top and side navigation menu). If your document contains several maps (roots), the first-
created map will be exported; if you want to export a different one you will need to use the
standard export procedure.

To view the exported project:

e

Double-click 'index.htm' in the project folder.

Exporting to HTML: standard export
To export to HTML:

o

¥ W

W

5

(optional) Before exporting, you may wish to review some parts of your mind map. Bear in mind
the following:

* Floating pictures and floating comments are exported only if they are connected to a
branch. If you want to export these items check that they are connected to appropriate
branches. Note that the connection lines might be invisible, having the same color as the
background or zero opacity. To see if such an item is connected, look for Detach as an
active option in its local menu.

# If you have external folders that you want to include in the export, make sure that they
contain only the files that you need to export. This will speed the export process and keep
down the size of the exported project.

Choose File > Export.
In the Export dialog, select HTML.

(optional) If your document contains more than one map (root), go to the Options panel and
choose the one you want to export in the 'Select map to export' list.

Select each of the four panels in turn and make selections and adjustments as necessary. The
panels are described in detail below. They are:

The Template panel.
The Preview panel.

The Options panel.

The Placement panel.

Click Export.

Choose a destination folder for your new web site and click Save.

(optional) To open your exported project, double-click the file index.htm in the output folder.

Selecting a template
This panel allows you to select a navigation layout for the pages of your web site.

Tree List - Top and Side Bar

e

{Template | Preview Options  Placement -

¥ Predefined Templates
Tree List - Side Bar Only

Eodloals [hiosciilmm

Level List - Side Bar Only
Level List - Top and Side Bar
Buttans
User Templates
Template 4 Template 5 Template 6

If necessary, click Template to select the Template panel.
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* Select a template design on the left and a specific template on the right.

You can choose from many Predefined Templates. These are professional MindView export
templates with ready-made top and side navigation. They are available in the following navigation
styles:

Tree List: With this design, the list of side links is shown as a tree whose levels you can
expand and collapse. All the pages of the web site are available from the Tree List.

Site Map

= Company web site
About us
Homepage
Products
Buy mow
Support
Downloads
Contact us

Level List: With this type of navigation, you only see a maximum of three levels of links on the
side: the current page, any pages at the level just above it, and any pages at the level just
below it.
Home
Site Map
About us
Homepage
Introduction
Mews | Specials / Highlights
Privacy policy
Copyright notice
Terms and Conditions
Products

Buttons: In this design, the side bar contains a list of links, where each link represents a sub-
branch of the branch corresponding to the current page.

1i[s Stimulus | Char

If you have previously saved an export template you can also choose from User Templates. See
"Saving the customized template”, below, for information on how to save your own export template.

Preview

e

122

Click Preview to select the Preview panel. You will see a preview of the opening page of the
web site in the area at the bottom of the panel. Above the preview area are properties that
relate to whatever is selected in the list at the top left of the panel.
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! Template | Preview | Opticns | Placement -

_General e ] L Save Template _}
Site Nawvigation ' Site Metadata
# Include "Home' button Description: |

# Include "Site Map' button
E Include ou are here' locator

Keywords:

web site

Aboutus  Homepage Products Buynow  Support  Downloads  Contactuz  Sbe mag

St Map Company web site
Company web ske Purposa: To plan and create an ouverview of & campany's web site, allocate and attach fils
c]

! About us Direclions:
= Homepage + Start by entaring the name of the web aite in the roak

i
{
1
i
f
1
!
i
!

» To make changes to the look of the page, select an option from the list at the top left.
* Review the properties and make changes if necessary. The properties are described below.
* Repeat the previous two steps as needed for other parts of the page.

The preview area reflects any changes you make.

Customizing the General properties (optional)
# Select General in the Preview dialog.
The properties are shown in the illustration above. They are:

Include 'Home' button: This inserts a Home hyperlink or button on each of your web pages,
allowing you to return to the main page (root) of your map in just one click.

This option is inactive if you have chosen a Tree List design, as this design always allows you
to return to the root of your map with one click, making a 'Home' button superfluous.

Include 'Site Map' button: This inserts a Site Map hyperlink or button on each of your web
pages. Clicking it will display an interactive picture of the entire web site.

Include 'You are here' locator: This inserts a dynamic link on each page of the web site to
show the complete path from the root web page to that particular page.

Description: Any text entered here will be inserted in the <description> tag of each of the
HTML pages created.

Keywords: Similarly, any keywords entered here (separated by commas) will be inserted in
the <keywords> tag of each of the HTML pages created.

Customizing the Top Bar (optional)
# Select Top Bar - Title.

Title Font Verdana - 20 { SetFont.. )  Color |

[ Same title on all pages

By default, the title displayed on each web page is the branch name. Here you can change the
font, attributes and color for this title or even enter your own title, which will be displayed on all
the pages of the web site.

* Select Top Bar - Background.
Color || ™ image . dTemplates/Tree List - Top and Side Barftempl0_top.gif -L'___Ilruwse... _:J

Here you can select a plain color or a different background picture for the top bar.

If you want to change the background picture, the best approach is to make a copy of the
existing picture in the exported HTML output and edit its design to suit your requirements,
making sure that the picture size stays unchanged so that it still fits the template.

» Select Top Bar - Links.
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Colors:  Mormal | |  Pressed |-! Hovered -|

I Make all links same width
Note: The Links option is only available if the top bar of the template chosen contains buttons
or hyperlinks.

Here you can select different colors for the top bar links depending on their state, i.e. "Normal”,
"Pressed" (the link is clicked) or "Hovered" (the mouse pointer is placed on the link).

You can also choose to make all the links the same width, or have their width vary according to
the length of their label.

Customizing the Side Bar (optional)
# Select Side Bar - Background.

Coler | l M image .. Templates/Tree List - Top and Side Bar/templ0_side.gif 'Zf Browse.. |

Here you can select a plain color or a different background picture for the side bar.

As for the top bar, the best approach if you want to change the background picture is to make
a copy of the existing picture in the exported HTML output and edit its design to suit your
requirements.

* If you have chosen a Tree List design select Side Bar — Tree List.

Link Font Verdana - 11 I:’_ Set Font... | | Underline

Color | [N

With this design, the list of side page links is shown as a tree whose levels you can expand
and collapse. All the pages of the web site are available from the Tree List.

Here you can modify the default font, attributes, size and color of the links.
# If you have chosen a Level List design select Side Bar — Level List.

Link Font “erdana - 10 'E}
Colors:  Mormal |- Pressed [ Hovered | |
Number of levals; (3 = o

Here you can choose how many levels the list should show. You can also define the font and
color of the links.

#* If you have chosen a Buttons design select Side Bar — Links.

Colors: Mormal | FPressed |- Hovered | [ N

With this design, the side bar contains a list of links, where each link represents a sub-branch
of the branch corresponding to the current page. Here you can select different colors for the
side bar links depending on their state, i.e. "Normal", "Pressed" (the link is clicked) or
"Hovered" (the mouse pointer is placed on the link).

Customizing the Content Area (optional)
# Select Content Area - Background.

Color ™ Image ..s/Predefined Templates /Buttons ftemp05_main.gif (EWWSE--- :l

—a )
lr.-

Image placement = Center

Here you can select a plain color or a different background picture for the body of the page.
* Select Content Area - Link Type.
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Place branch connections ™ On hypertext
) On button

Place sounds Eﬁ On hypertext
H_,, On button

Place text documents ™ On hypertext
) On buttan

If your map contains branch connections, sound files or attached text documents, these
options let you decide whether you want to place these objects on hypertext links or on
buttons.

* Select Content Area - Link Style.

Hypertext Font Verdanma - 10 { Set Font.. ) | Underline
Hypertext Color  Mormal M| Pressed [ Hovered IEI

sucons: || Butonsl

Here you can choose styles for any buttons or hyperlinks contained in your map.

Define the hypertext style required by selecting a font, attribute and size. You can also define
different colors depending on the state of the hyperlink, i.e. "Normal", "Pressed" (the link is
clicked) or "Hovered" (the mouse pointer is placed on the link).

fa
ha

Scroll through the various buttons available to choose the one you prefer.

Saving the customized template (optional)

* You can save your customized export template for later use by clicking Save Template. The
Save User Template dialog that opens contains a list of the export templates you have already
saved. Enter the name of your new export template and click Save.

Options
= Click Options.

! Template Preview | Options | Placement |

Map to export: | Space Programs (manned) &

Include ¥ Text notes Floating comments
@ Branch pictures ¥ Comments
™ Floating pictures # Branch connections
@ Pictures @ Buttons
M videos M Hyperlinks
@ Sounds @ Text documents
Eﬁ Flash files

Include checked folders inte HTML Export and Pack & Go
Folder Path
M jUsers/my name/Documents/Additional

Add... Remove

¥* If your document contains more than one map (root), select the one you want to export.
* Select the MindView objects you want to export.

Note: If you exclude some elements from the export by deselecting them here, none of the
elements of this type will be exported, regardless of the value of their individual 'Include in
export' property in the relevant inspector. Let's suppose for instance your map contains a
floating picture whose 'Include in export' property is enabled. If you choose to exclude floating
pictures from the export here, your floating picture will not be exported. Conversely, if you
specify here that floating pictures should be exported, only the floating pictures whose 'Include
in export' property is enabled will be exported.
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E Include in export

External files attached to branches will normally be put into the main folder of the HTML output.
However, if you have created a particular folder structure for the external files, you can ensure that
MindView preserves this structure in the output by specifying the folders that need to be included in
the export folder as follows:
* (optional) The folders that contain objects referenced in your mind map are already listed. Click
Add to add any other folders to the list. Click Remove to remove folders from the list.

Note: The list of folders is shared with the Pack function.

-@ If you purchased MindView 5 from the App Store, you will need to grant access to any
external folder. See Using MindView 5 purchased from the App Store.

* Select each of the folders that you want to appear in your output. Deselect any folders you do
not want to appear in the output. The folders you selected, and their contents, will be included
in the output.

Note: Before exporting you may want to check that the selected folder(s) do not include any
files that do not need to be exported.

As it creates the HTML pages, MindView automatically modifies all the references to external files
contained in your document so that they point to the correct output folder.

Placing the objects on the page

# Click Placement. On the Placement panel you determine where the various objects attached
to each branch are to be placed on the corresponding HTML page.

| Template | Preview  Options | thmem}

o = Purpose: ... %= Florence Dugma
¥ Political I! =
¥ Type of Governmant % House_renaissance

Monarchy
Democracy ¥ Leonardo da vinci_Mona Lisa
Dictatorship

Domestic Policy

Foraeign Policy

Economics

{ Analyzing an Historical Period

-
Political Important Individuals  Culture  When and Where? Impact of the Peried  Major Events

B sitem analyzing an Historical Pariod
) SonElen Purpasat To halp students understand and
i B Analvzing an Historical analyza important pariods in histary, This
H B Politicsl rarmnplate is relavant to US and UK schacl
. P aurriculum modules that relate to tha study of
e el histarical pariods.
C*] ,|':| Culburs
B3 when and Where # Start the Mind Map by antering tha narma
or dascription of the historical perad in
H [E Impack of the Pe tha raot.
# [E Major Events = Uzing onlina, text and othar rezources,

ramard Bha birma amd larstinn  Addbiral
* Select a page (branch) on the list at upper left. The objects associated with that page, if any,
are then shown in a positioning panel at upper right, and a preview in the lower part of the
dialog shows how the page will look. The arrangement of objects in the positioning panel
determines how they will be arranged on the HTML page. By default they are positioned one
above the other and occupy the full width of the page.

Note: Pages that have objects, but which have not been viewed, are listed in bold type. Pages
that have objects, but which have been viewed, are listed in ordinary type. Pages that do not
have objects are listed in gray. Pages whose objects have changed since the last export are
considered not to have been viewed, and are shown in bold type.

» Move and resize the objects in the positioning panel as necessary to achieve the page layout
you want (see below).
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* Repeat the procedure for the other pages.
Placement settings are saved when you save the document.

Moving and resizing objects
Using the mouse in the positioning panel, you can:
# Move an object up or down in the list.
# Move an object to the left or right of any other object in the list.

& Change the width of an object in the list by dragging its left or right edge. The full width of a row
represents the full width of the page, so if you size an object to occupy 25% of the row width it
will occupy 25% of the page width in the output.

# Introduce horizontal space at the left or right end of any row by dragging the outermost left or
right edge.

# Move a horizontal space created as in the previous step to any other position within the row.
To change the horizontal or vertical alignment of an object, or hide it:

#* Right-click the object and choose one of the options in the local menu.
To remove a horizontal space:

# Right-click it and select Delete.

Exporting to Word

Exporting to Word format

This export method lets you export your mind map as a Microsoft® Word .docx format document. If
for instance you have created a mind map to brainstorm the structure of a report or essay, this
export mode provides you with a ready-made outline of your map as a Word document, which you
can then turn into a fully blown essay by working directly in another program such as Word® or
Pages®.

Each branch is exported as a paragraph heading at the relevant level, in other words Heading 1 for
main branches, Heading 2 for sub-branches, Heading 3 for sub-sub-branches and so on, using
hierarchical numbering (unless you disable it in Standard Export). Attached objects and inserted
elements are listed below the heading.

As Microsoft Word only supports 9 heading levels, any MindView branch deeper than 9 levels is
exported as Heading 9.

By default, MindView automatically includes an overall picture of your map on the first page of the
document, followed by a Table of Contents.

The branches of the map are exported to Word in the order in which they are displayed in the mind
map view, starting from the top right in a clockwise direction. You can however exclude entire
branches and sub-branches from the export by disabling their 'Include branch in export' property in
the Branch inspector.

E Include branch in export

Export modes
There are two export modes available:
® Quick export

Quick export allows you to export your map quickly using either the last settings you chose if
you have already used Standard Export to Word, or the MindView defaults.

# Standard export

Standard export allows you to choose a template for your Word document. You can also
specify the elements of your map to be exported and how they should be treated.

The export settings you choose are saved with the MindView document and used as the
default next time you export your map to Word. This means you do not have to redefine them
every time you make a small alteration to your map and want to export it again to Word.

127



MindView 5 Documentation

Relationship between MindView and Word elements and objects

The following table indicates how MindView treats the various inserted elements and attached
objects contained in your map when exporting it to Microsoft Word.

MindView element| Exported to Word as

Branch name Heading at relevant level with hierarchical
numbering

(3 levels by default)
Hierarchical numbering can be disabled in Standard

Export.

Text note Text inserted under the branch heading

Branch picture Picture inserted under the branch heading

Floating picture If connected to a branch, inserted under the branch
heading

If not connected to a branch, not exported

Floating comment | As for Floating picture

Pop-up comment | Word comment on the branch heading

Branch connection| Cross-reference prefixed by "See" under the start
branch heading, pointing to the end branch heading

MindView object | Exported to Word as

Text file Hyperlink

Picture file Picture inserted in the Word document

In Standard Export, you can choose instead to
insert the file as a hyperlink.

Video file Hyperlink
Sound file Hyperlink
Hyperlink Hyperlink
Flash file Hyperlink

Quick export
# Choose File > Quick Export.

Save As: .Energv [:]
Where: | [[% Documents i
Expart to: f_Wl:-rl:I ;:]

¢ Cancel _), { Save }

* Specify a folder and a file name for the new Word document.
* Inthe Export to list, select Word.
# Click Save.
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@ When opening the exported .docx file in Word, if you see a message telling you that some fields
may refer to external files and asking if you want to update them, choose Yes, otherwise you will not
see a table of contents.

The settings used for the export are:

The settings you last used, if you have already done a standard export to Word for your map. If
your document contains several maps, one of these settings specifies the map to export.

Or, if there are no last-used settings, the settings in a predefined MatchWare export template. If
your document contains several maps (roots), the first-created map will be exported; if you
want to export a different one you will need to use the standard export procedure.

Standard export

e

e
e
e

B

(optional) Before exporting, you may wish to review floating pictures and comments in your
mind map. These are exported only if they are connected to a branch, so if you want to export
them check that they are connected to appropriate branches. Note that the connection lines
might be invisible, having the same color as the background or zero opacity. To see if such an
item is connected, look for Detach as an active option in its local menu.

Choose File > Export.
In the Export dialog, select Word.

Choose your preferred template in the Templates panel or select Use Word 2008 template
and browse for a template of your own (Word .dotx format).

[ Templates | Options

Word document templates:

Title TITLE Title Title

1. Heading | 1 Heading 1 1 Heading 1 1. Heading 1 |

1.1 Heading 5 (1) Heading 5 1.1 Heading & 1.1 Heading 5

Body Text Body Tex Body Text Baoky Text
Venture Burgundy Baseline Structure

The APA and MLA templates supplied with MindView are designed to help you format your
documents according to the APA (American Psychological Association) and MLA (Modern
Language Association) standards, commonly used in the United States. The MLA template
contains further styles which you can use when finalizing your document, such as "block
guotes" and "works cited".

Note: You can easily define your own Word template to be used when exporting from
MindView. All you need to do is to define the Title style as well as styles for Headings 1 to 9
and save the document as a Word template (.dotx). You must also make sure the template
does not contain any text.

In the Options panel, choose the required general export settings and specify which elements
of your map you want to export.
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Map to export:  Subject

Add: M Map image
(v Table of Contents
Include Title Page
™ Include Bibliography

Bibliography style: = Template defined
Number until: | Branch level 3

Export: [V Text notes
(v Branch pictures

¥ | a,11,110

Attachments

Include: ¥ Hyperlinks
v Text documents as hyperlinks
v Sound files as hyperlink
!Flash files as hyperlinks
v Video files as hyperlinks
v Icons
_\/Dates

Not included
As hyperlinks
t¢) In document

Pictures:

I\:/J Floating pictures
(¥ Floating comments
[+ Comments Display names of inserted objects

Iﬂ Branch connections

# |f your document contains more than one map (root), select the one you want to export in
the 'Map to export' list.

# Select the level of numbering for headings, or None for no numbering of headings.
# Specify the elements and objects that are to be exported.

Note: If you exclude some elements from the export by deselecting them here, none of the
elements of this type will be exported, regardless of the value of their individual ‘Include in
export' property in the Branch inspector. Let's suppose for instance your map contains a
floating picture whose 'Include in export' property is enabled. If you choose to exclude floating
pictures from the export here, your floating picture will not be exported. Conversely, if you
specify here that floating pictures should be exported, only the floating pictures whose 'Include
in export' property is enabled will be exported.

E Include in export

# Click Export.
* Specify a folder and a file name for the new Word document and click Save.

@ When opening the exported .docx file in Word, if you see a message telling you that some fields
may refer to external files and asking if you want to update them, choose Yes, otherwise you will not
see a table of contents.

Exporting to PowerPoint

Exporting to PowerPoint format

You can export your mind map as a presentation in PowerPoint .pptx format. If for instance you have
created a mind map to brainstorm the structure of a business presentation, this export mode allows
you to transfer it to another program such as PowerPoint® or Keynote®8 in order to refine it further
before delivering it to your audience.

The root makes up the first slide, with the root label as the slide heading, followed by a list of the
main branches.

Each branch is then exported as a slide, with any sub-branches listed below the slide heading.
Inserted elements and hyperlinks are placed on the right side or at the bottom of the slide.

The branches of the map are exported to PowerPoint in the order in which they are displayed in the
mind map view, starting from the top right in a clockwise direction. You can however exclude entire
branches and sub-branches from the export by disabling their 'Include branch in export' property in
the Branch inspector.

E Include branch in export
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There are two export modes available:

& uick export

User Guide

Quick export allows you to export your map quickly using either the last settings you chose if

you have already exported to PowerPoint, or the MindView defaults.

# Standard export

Standard export allows you to choose a template for your PowerPoint document. You can also

specify the elements of your map to be exported and how they should be treated.

The export settings you choose are saved with the MindView document and used as the
default next time you export your map to PowerPoint. This means you do not have to redefine
them every time you make a small alteration to your map and want to export it again to

PowerPoint.

Relationship between MindView and PowerPoint elements and objects

The following table indicates how MindView treats the various inserted elements and attached
objects contained in your map when exporting it to PowerPoint.

MindView element

Exported to PowerPoint as

Branch name

Slide heading

Text note

Text object

Due to PowerPoint limitations, if the text note
contains tables, these elements will be exported as
regular text. Similarly, if the text note contains a
hyperlink, it will be exported as text.

Branch picture

Picture on the right of the slide

In Standard Export, you can choose instead to
insert the branch picture as a hyperlink.

Floating picture

If connected to a branch, inserted as a picture on
the right or at the bottom of the slide

If not connected to a branch, not exported

Floating comment

If connected to a branch, inserted on the slide as a
PowerPoint comment

If not connected to a branch, not exported

Pop-up comment

PowerPoint note in the bottom Notes pane

Branch connection

Hyperlink in a text object

MindView object

Exported to PowerPoint as

Text file Hyperlink in a text object

Picture file Picture on the right or at the bottom of the slide
In Standard Export, you can choose instead to
insert the file as a hyperlink in a text object

Video file Hyperlink in a text object
In Standard Export, you can choose instead to
embed the video directly on the slide

Sound file Hyperlink in a text object

Hyperlink Hyperlink in a text object

Flash file Hyperlink in a text object
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Quick export
#* Choose File > Quick Export.

Save As: Energy E]

Where: 3 Desktop )

R —saaaaass_narssananass i
Export to: | PowerPoint 4]

( Cancel ) £ Save )

» Specify a folder and a file name for the new document.
* Inthe Export to list, select PowerPoint.
#* Click Save.

The settings used for the export are:

®* The settings you last used, if you have already done a standard export to PowerPoint for your
map. If your document contains several maps, one of these settings specifies the map to
export.

# Or, if there are no last-used settings, MindView's default settings. If your document contains

several maps (roots), the first-created map will be exported; if you want to export a different
one you will need to use the standard export procedure.

Standard export

* (optional) Before exporting, you may wish to review floating pictures and comments in your
mind map. These are exported only if they are connected to a branch, so if you want to export
them check that they are connected to appropriate branches. Note that the connection lines
may be invisible, having the same color as the background or zero opacity. To see if such an
item is connected, look for Detach as an active option in its local menu.

# Choose File > Export.
In the Export dialog, select PowerPoint.

* Inthe Templates panel, choose your preferred template or browse for a template of your own
(PowerPoint .potx format).

¥

Presentation templates:

i

* Inthe Options panel, choose the required general export settings and specify which elements
of your map you want to export.
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Attachments

Include: (¥ Hyperlinks

a

Map to export: = Subject
Add: ¥ Map image v Text documents as hyperlinks
v Sound files as hyperlinks
(v Flash files as hyperlinks
Videos: Not included
(*) As hyperlinks
In document

Export: (¥ Text notes
v/ Floating pictures
f Floating comments
v Comments
v/ Branch connections as hyperlinks

v/ Empty sub-branches Pictures: Not included

(*) As hyperlinks

Branch pictures: Not included
In document

As hyperlinks
(®}In document

# |f your document contains more than one map (root), select the one you want to export in
the 'Map to export' list.

# Specify the elements and objects that are to be exported. A hyperlink will be exported as a
button if 'Show as button' is selected in its object list entry.

Note: If you exclude some elements from the export by deselecting them here, none of the
elements of this type will be exported, regardless of the value of their individual ‘Include in
export' property in the relevant inspector. Let's suppose for instance your map contains a
floating picture whose 'Include in export' property is enabled. If you choose to exclude floating
pictures from the export here, your floating picture will not be exported. Conversely, if you
specify here that floating pictures should be exported, only the floating pictures whose 'Include
in export' property is enabled will be exported.

E Include in export

* Click Export.
# Specify a folder and a file name for the new PowerPoint document and click Save.

Exporting to RTF

Exporting to RTF

Exporting your mind map to RTF (or RTFD) format is useful if you want to process your document
further in a word processor, but do not have access to a program that can open Word .docx files.

Each branch is exported as a paragraph heading at the relevant level, in other words Heading 1 for
main branches, Heading 2 for sub-branches, Heading 3 for sub-sub-branches and so on, using
hierarchical numbering (unless you disable it in Standard Export). Attached objects and inserted
elements appear below the heading.

By default, MindView automatically includes an overall picture of your map on the first page of the
document.

The branches of the map are exported in the order in which they are displayed in the mind map
view, starting from the top right in a clockwise direction. You can however exclude entire branches
and sub-branches from the export by disabling their 'Include branch in export' property in the
relevant inspector.

E Include branch in export

Export modes
There are two export modes available:
® OQuick export
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Quick export allows you to export your map quickly using either the last settings you chose if

you have already exported to RTF, or the MindView defaults.

# Standard export

Standard export allows you to specify the elements of your map to be exported and how they

should be treated.

The export settings you choose are saved with the MindView document and used as the
default next time you export your map to RTF. This means you do not have to redefine them
every time you make a small alteration to your map and want to export it again to RTF.

Relationship between MindView and RTF elements and objects

The following table indicates how MindView treats the various inserted elements and attached

objects contained in your map when exporting it to RTF.

MindView element

Exported to RTF as

Branch name

Heading at relevant level with hierarchical
numbering (3 levels by default)

Hierarchical numbering can be disabled in Standard
Export.

Text note

Text inserted under the branch heading

Branch picture

Picture inserted under the branch heading

Floating picture

If connected to a branch, inserted under the branch
heading

If not connected to a branch, not exported

Floating comment

As for Floating picture

Pop-up comment

Text under the branch heading

Branch connection

Cross-reference under the start branch heading,
pointing to the end branch heading

MindView object

Exported to RTF as

Text file Cross-reference to the file

Picture file Picture embedded in the RTF document
In Standard Export, you can choose instead to
insert a cross-reference to the file.

Video file Cross-reference to the file

Sound file Cross-reference to the file

Hyperlink Cross-reference to the file

Flash file Cross-reference to the file

Quick export

#* Choose File > Quick Export.
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Save As: Energy E!
Whare: | BB Desktop -
Exportto: (RTFD )

(Cancel ) (Save )

* Specify a folder and a file name for the new document.
* Inthe Export to list, select RTF.
# Click Save.

The settings used for the export are:

# The settings you last used, if you have already done a standard export to RTF for your map. If
your document contains several maps, one of these settings specifies the map to export.

# Or, if there are no last-used settings, MindView's default settings. If your document contains
several maps (roots), the first-created map will be exported; if you want to export a different
one you will need to use the standard export procedure.

Once export is complete, you can start working directly on your new document.

Standard export

* (optional) Before exporting, you may wish to review floating pictures and comments in your
mind map. These are exported only if they are connected to a branch, so if you want to export
them check that they are connected to appropriate branches. Note that the connection lines
may be invisible, having the same color as the background or zero opacity. To see if a floating
item is connected, look for Detach as an active option in its local menu.

® Choose File > Export.
In the Export dialog, select RTF.

W

* If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Map to export' list.

* Choose the required general export settings and specify the elements of the map to export.

Attachments
Map to export: | Subject v Include: ™ Hyperlinks
Add: ¥ Map image ¥ Text documents as hyperlinks
Numb T ~ (1, 11,111 v Sound files as hyperlinks
B EEIE | EletdEn (e z ¥ Flash files as hyperlinks
Export: ¥ Text notes V Video files as hyperlinks
v Branch pictures Pictures: Not included
¥/ Floating pictures As hyperlinks
¥/ Floating comments *) In document

v/ Comments

v/ Branch connections
: Output format: | RTFD

Note: If you exclude some elements from the export by deselecting them here, none of the
elements of this type will be exported, regardless of the value of their individual 'Include in
export' property in the relevant inspector. Let's suppose for instance your map contains a
floating picture whose 'Include in export' property is enabled. If you choose to exclude floating
pictures from the export here, your floating picture will not be exported. Conversely, if you
specify here that floating pictures should be exported, only the floating pictures whose 'Include
in export' property is enabled will be exported.

E Include in export

# Select the Output format. ‘RTFD’ is typically used for Mac applications, ‘RTF for MS Word’ for
applications that expect the Microsoft Word RTF format.
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# Click Export.
* Specify a folder and a file name for the new RTF document and click Save.

Exporting to XML

Exporting to XML
This export method lets you export your document in XML format.

® The Microsoft Project XML file type allows you to create a version of your MindView
document that can be opened in Microsoft® Project with the standard File > Open command of
that application. You can use the Microsoft Project XML export method even if you do not have
Microsoft Project on your computer.

Only the elements of the MindView project plan that are supported by Microsoft Project are
exported. This means that branch pictures, icons, attached objects and so on are not exported.
Text notes are exported as Microsoft Project task notes. Pop-up comments are not exported.
Procedure
# Choose File > Export to MS Project XML.

* Choose a file name and a destination for the exported file.
* Click Save.

@ The property 'Include in export' of the Properties dialog is ignored when exporting to XML.
Exporting as picture

Exporting as picture

This export method lets you save the contents of your workspace, whether it contains one map or
several, as a picture file. The picture file formats supported are tiff, jpg, png and pdf.

Quick export
# Choose File > Quick Export.

Save As: Energy [:]

Where: | B Desktop )

Export to: | Picture )
[ Cancel ) { Sawe

* Specify a folder and a file name for the new picture file.
# Inthe Export to list, select Picture.
* Click Save.

The settings used for the export are:

® The settings you last used, if you have already done a standard export to a picture for your
map.

# Or, if there are no last-used settings, MindView's default settings.

Standard export
* Choose File > Export.
# Select the Picture panel.
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Include
'Elr Branch connections
"\_ﬁ Floating pictures
'5\_‘ Floating comments
I,_.H Ohject indicator

_ Comment indicator

Format
CITIFF
& rc
L PNG
) PDF

JPC quality

="
s == 5

i 70%

* If you do not want to include branch connections, floating pictures, floating comments, object
indicators or comment indicators in the picture, clear the corresponding check marks.

Note: Since this export method creates a picture of your entire map, all elements chosen
above are displayed on the picture, regardless of the value of their individual ‘Include in export'
property in the relevant inspectors. Similarly, all branches will be visible, regardless of the
value of their individual 'Include branch in export' property.

* Select the required picture format.

If you choose the .jpg format, you can use the 'JPG quality’ slider to define the level of quality
needed. Note that decreasing the quality level increases the level of compression, and
therefore reduces the file size.

# Check the effect of your settings in the preview display and click Export.
* Specify a folder and a file name for the picture file and click Save.

Note that icons and branch pictures are always displayed and that it is not possible to display text
notes.

The export settings you choose are saved with the MindView document. This means that you will not
have to specify these settings again if you make changes to the map and want to re-export it as a
picture with the same settings.

Pack and unpack

Pack and unpack

@ If you purchased MindView 5 from the App Store, pack and unpack will work rather differently. In
particular, the packed file format is always used. See Using MindView 5 purchased from the App
Store.

Packing is useful if your mind map references external files. It creates a packed version of the mind
map file that includes not only the original mind map document but also all the external files
referenced by it. The packed file can be sent via email, shared over the network or distributed via
CD-ROM.

Packing is, for instance, ideal for students who need to send their assignments to their teacher, so
that he or she can consolidate them in a master map.

* Open the MindView document.

* (optional) You can include other folders, and the files they contain, in the packed file. To do
this, use the Additional Folders list (see below).

Note: Files directly referenced by the MindView document, for example picture files and/or
attached files, will always be included in the packed file: you do not have to use the additional
folders list in order to include these.

® Choose File > Pack.
# Choose File > Save to save the packed file.

137



MindView 5 Documentation

The packed file contains:

# The MindView document in Mac format (.mvd file) with file references adjusted to the structure
of the packed output.

# The picture files and attached external files. These are contained in folders with the same
name as the original folders on your machine.

#* Any external folders included on the additional folders list (see below), and the files they
contain.

To access the packed document:
* Open the relevant version of the MindView document.

Additional folders

If you want to include other folders, and the files they contain, in the packed output, add them to the
Additional Folders list:

#* Choose Tools > Additional folders.

# Click Add to add folders to the list. Click Remove to remove a selected (highlighted) folder
from the list.

* Select each of the folders that you want to appear in your output. Deselect any folders you do
not want to appear in the output. The folders you selected, and their contents, will be included
in the output.

Note: To ensure that the packed file is no bigger than it needs to be, check that the selected
folder(s) only include files that are actually needed in the output.

The list of folders is shared with the HTML Export function.

Merging packed mind maps into a master map

You can easily merge into a master map several mind maps that have been packed:
# Open your master map in MindView.
* Open each packed map in turn. Each document opens in a separate window.

* Merge each packed map into your master map by copying its root (Edit > Copy or # C) and
pasting it onto the relevant branch of your master map. See "Moving a branch" for more
information about copying and pasting branches.

Importing

Importing: introduction

MindView lets you import documents from the following formats:

* Microsoft® Word® .docx format.

# Microsoft PowerPoint® .pptx format.

# Microsoft Project XML .xml format.
To import such files simply use File > Open. See "Opening a mind map" for more information.
To save a file after importing, use File > Save As to save it as a new MindView document.

Importing from Word

Importing from Word format

MindView lets you import Microsoft® Word .docx documents. If the Word format document was
originally created by exporting from MindView, the new mind map will have the same branch
structure and layout as the original mind map. Otherwise, in order to see a useful branch structure
after importing, the document should be organized in paragraphs containing headings defined with
the Microsoft Word heading styles "Heading 1" through to "Heading 9".
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MindView imports each paragraph of the Word document as a branch at the relevant level. In other
words paragraphs with a Heading 1 title become main branches, paragraphs with a Heading 2 title
become sub-branches, paragraphs with a Heading 3 title become sub-sub-branches and so on.

If the Word document starts with a main heading with the style "Title", then this heading is used as
the root name. Otherwise the name of the Word document is used as the root name.

Procedure
¥* Choose File > Open or press % O.
» Select the Word document you want to import.
* Click Open.

There may be elements of the Word document that MindView cannot import. If this is the case,
MindView displays a dialog listing these elements.

@ When exporting a mind map to Word, MindView inserts bookmarks in the Word document to
keep track of how the various elements should be re-imported back into MindView if you choose to
do so. You should take care not to delete these bookmarks, which are hidden by default. To make
them visible while you work, select 'Show bookmarks' in Word > Preferences (Mac) or Office button
>Word Preferences (PC).

Relationship between Word and MindView elements and objects

The following table indicates how MindView converts the various elements of your Word document
to MindView elements and objects.

Word element Imported in MindView as
Title Root of the mind map
(with Title style) If the Word document does not contain a Title

heading at its very top, the name of the Word
document is used as root name.

Heading 1 Main branch

(with Heading 1

style)

Heading 2 Sub-branch of the corresponding higher level
(with Heading 2 | Pranch

style)

And so on until...

Heading 9 Sub-branch of the corresponding higher level
(with Heading 9 | Pranch

style)

Regular text Imported as a text note of the corresponding branch

(with Normal style)| If the document was created by exporting an
original MindView mind map, imported as text note
or floating comment of the corresponding branch as
in the original document

Picture embedded| Floating picture of the corresponding branch
in paragraph
heading

Picture embedded | Imported as a picture embedded in a text note of
in body text the corresponding branch

If the document was created by exporting an
original MindView mind map, imported as branch
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picture, floating picture or attached picture file of the
corresponding branch as in the original document

Comment Pop-up comment for the corresponding branch

Importing from PowerPoint

Importing from PowerPoint format
MindView lets you import Microsoft® PowerPoint presentations saved using the .pptx file format.

» |[f the presentation was created by exporting a MindView document, the original branch
structure of the MindView document is preserved, provided that you have not removed any
slide. If you have added new slides, they are imported as main branches.

#* Otherwise, the title of the first slide becomes the root name of the new MindView document.
Each bulleted list item of the first slide becomes a new main branch. All the other slides are
imported as further main branches. If a slide contains a bullet list, each bulleted list item
becomes a sub-branch of the corresponding MindView branch.

Procedure
* Choose File > Open.

* Select the pptx document you want to import.
# Click Open.

@ There may be elements of the PowerPoint presentation that MindView cannot import. If this is
the case, MindView displays a dialog listing these elements.

140



Reference

Format bar

The format bar lies directly above the workspace and allows you change format settings for the
current selection without accessing the relevant inspector.

This means that in most situations you can benefit from an enlarged workspace area by hiding the
inspectors.

| (o] [E[E=[=| W] | Frame: W] Fil: [ | [ || Une: ©— (B | Cexport branch

The options in the format bar change according to what is selected. If nothing is selected, options for
the current workspace are shown. The various options are described in the Reference section of this
documentation: for example, see "Branch inspector"” for branch options, "Picture inspector" for
picture options and so on.

# Choose Format > Show/Hide Format Bar, or press 1t 3£ R, to show or hide the format bar

# Click @ show or hide the inspectors, which are needed for non-format operations such as
entering time information.

Inspectors and properties: Overview

Many MindView components, such as the views, the root, the branches and any attached objects
have specific properties, displayed in one or other of the inspectors. You can use the inspectors to
make any necessary changes to these properties, as described in "Using the inspectors.”

The inspectors you see depend on what is selected. For example, the Branch inspector displays
only if a branch is selected. If nothing is selected you will see the view inspector for the view you are
in, for example the Mind Map View inspector or the Timeline View inspector.

By default, the inspectors display at the left of the workspace. To expand or collapse an inspector
click the chevrons (¥ or ¥) at the left of its title bar. If you prefer to see the inspectors in a separate
window, you can change MindView's display mode. See "The MindView workspace."

Display of the inspectors can be toggled on or off by clicking the Inspector icon @

The topics in this section describe in detail the properties available on each of the MindView
inspectors.

Branch inspector

This inspector displays when a branch or sub-branch is selected. In Multiple Windows mode you can
choose Tools > Branch to display the inspector (see "The MindView workspace").
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v

Branch

Branch Title

Idea

===

Branch Frame

| (] |o=]

Border |WEN| Fill || ||

Shadow | Off =
Angle an’ Color | IFEE
Distance | 0
Blur I 0

Branch Line

Width = ————— [

Time Information

Start 10 Apr 2014
End 10 Apr 2014
Duraticn 1 day?| | Days %

Task Information

Priority 500 - |
Completion | 0% ¥ |
Resources -
o]

Settings...

Branch Options

[EI Include branch in export
[EI Show branch boundary

Boundary

5? Some properties apply only in certain circumstances. For example, the Branch Frame properties
have no effect if the branch does not have a frame, as is the case if you use the Left/Right or Top
Down views, or Style 12 in the Mind Map view. And branch text size cannot be changed in the

Line (| Fill ||

Line Style | =

Width

Roundness =——1 r————

Timeline view.

Title

You can edit the title or enter a new one by typing in the input field. If 'Word wrap text' is selected on
the View inspector for the current view, your text will automatically be wrapped when you finish

142



Reference

editing. To force the start a new line, for example if 'Word wrap text' is not selected, press "\ Enter.
Only one line can be displayed at a time in the inspector. When editing you can use the up and down
arrow keys to move between lines.

Below the title text are icons that allow you change its font, alignment (you can resize the frame of a
branch by dragging the left or right edge, so it can be wider than the title text) and/or color. The
second color icon changes the text background color.

'Q'> To copy formatting (colors, fonts and so on) from one branch to another, select the first
branch and choose Format > Copy Style or press C 3 C. Then select the target branch or
branches and select Format > Paste Style or press C V.

Frame
Border: Click to choose a new color for the border surrounding the branch shape.

Fill: Click the first color icon to choose a new color for the background of the currently selected
branch. Click the second color icon if you want to choose a second color in order to achieve a
gradient effect.

Line
Width: Use the slider to adjust the width of the line connecting the branch to its parent.
Color: To the right of the slider is a color icon that lets you change the color of the line.

Timeline Info

Start: If you are creating a timeline, you can enter a start time for the selected branch in this field. An
assistant panel displays automatically. You can continue typing the data directly and MindView will
interpret what you type if it can, or you can use the assistant panel. Click Sliders or Calendar to see
different versions of the panel.

4 Jul 1776, 11:11:03 Calendar 4Jul 1776, 11:11:03 Sliders
vear [5 SR N July 1776 N
— SM TWTTF & A Y Ty
Month @ e A ST Y
1 2 3 5 6 Mo >
L N T T T T T T T T O I | [ .II.] - )
Day ¥ =iy 7 8 910111213 [/ \‘(,//:I
Time B Hour .'-.’:{-'. Minute - Second N 14 15 16 17 18 18 20 i 8
: 4.

21 22 23 24 25 26 27 L
28 29 30 31 :

How precisely you specify the date and/or time will depend on your subject. For example, for a
historical subject, if you are using the Standard timescale, you might choose just a year, or just a
year and month, without specifying an exact date or time. See "Inserting time information” in the
Basic Tasks section of this User Guide for information about timescales and entering dates and
times.

If you are working in the Geological timescale, you can use decimals. So, if millions is selected, -
1.45 will mean 1,450,000 years ago. The abbreviations 'ty' and 'my' are used for thousands of years
and millions of years.

End: You can optionally enter an end time for the selected branch in this field. You do not need to
specify an end time if your event has no extended duration. For example, to enter the date of an
event that happened on a particular day, all you need to do is to specify the date as the Start time.

The assistant panels for the End field usually display a checkbox 'Include ... in the period'. If the box
is selected the timeline bar will run to the end of the End time you entered; if the box is not selected
the timeline bar will run to the beginning of the End time you entered. See "Inserting time
information” for more details.
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@ You can also enter time information directly in the Outline view or the Timeline Outline panel
shown in the Timeline view.

Options

Include branch in export: This option is selected by default, so that the branch (and its sub-
branches) will be included in any export to another format (HTML, Word, PowerPoint and so on).
Disable it if you do not want the branch or its sub-branches to be exported.

Show branch boundary: Select this box to show a boundary around the branch and all its sub-
branches.

Boundary

These options are displayed only if 'Show branch boundary' is selected.

Line: Click to choose a new color for the boundary line.

Fill: Click to choose a new color for the space within the boundary.

Line style: Click to choose a style for the boundary.

Width: Use the slider to adjust the width of the boundary line.

Roundness: Use the slider to determine how rounded the corners of the boundary should be.

Connection inspector

This inspector displays when a branch connection is selected.
Connection

Branch Connection

Idea

E Include connection in export

Connection Line

Normal: IEI Howver IEI

Width &

Branch Connection

The name given to the branch connection is, by default, the name of the end branch. You can
change this if necessary by editing the text here.

Include connection in export: This option is selected by default. Disable it if you intend to export
your map to another format (HTML, Word and so on) but do not want the branch connection to be
exported.

Connection Line
Normal: Click to choose a new color for the branch connection.

Hover: Click to choose a new hover color for the branch connection. This is the color taken by the
branch connection when you just move the mouse pointer over it.

Width: Edit this field to increase or decrease the width of the branch connection.

Floating Comment inspector

This inspector displays when a floating comment is selected.
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Comment

Comment

Update this bramch with end Q1 dat

[4] EI=[Z[E] [wm] [mm]

E Include comment in export

Comment Frame

Border E| Fill E|
width —&——————

Connection Line

Width =——@r—————— IEI

Comment

You can edit the comment or enter a new one by typing in the input field. To force the start a new
line press ™ Enter. Only one line can be displayed at a time in the inspector. When editing you can
use the up and down arrow keys to move between lines.

Below the comment text are icons that allow you change its font, alignment and/or color. The second
color icon changes the background color.

Include comment in export: This option is selected by default. Disable it if you intend to export
your map to another format (HTML, Word, PowerPoint and so on) but do not want the floating
comment to be exported. Note: Floating comments that are not connected to a branch are never
exported, except to picture files.

Comment Frame

Border: Click the small rectangle to choose a new color for the frame surrounding the comment.
Fill: Click the small rectangle to choose a new frame fill color.

Width: Use the slider to increase or decrease the width of the frame surrounding the comment.

Connection Line
These options are displayed only if the comment is attached to a branch.

Width: Edit this field to increase or decrease the width of the line connecting the floating comment to
the branch.

Color: Click the color icon to choose a new color for the line connecting the floating comment to the
branch.

Left/Right View inspector

This inspector displays when the Left or Right View is selected.
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Left Right View
Document Info
Author MEB

Last modified Jun 20, 2011 10:19 AM
Display Options

E Show branch connections

E Word wrap text

Branch Spacing

Vertical Gap -fr————
Horizontal Gap ——fr———
Minimum Width —fr——r

Document Time Scale

Standard -4 ] &)

Default Colors

Page I:I Branch EI
Text NEEM| Branch Fill [ |

Document Info
Author: The name of the author of the document. You can edit this as necessary.

Display Options

Show branch connections: This box is selected by default. Deselect it if you do not want branch
connections to be visually represented on your map. See "Creating branch connections" for more
information.

Word wrap text: Select this option if you want the text to wrap automatically to the next line when
you enter long branch names. This setting applies to all the branches of your document.

Orientation: Select Left to display the mind map from left to right (with the root on the left) or Right
to display the mind map from right to left.

Branch Spacing

Vertical gap: The value determines the vertical spacing between each set of branches. The default
value depends on the view used.

Horizontal gap: The value determines the horizontal spacing between each set of branches. The
default value depends on the view used.

Minimum width: The value determines the minimum length of the horizontal part of the branch
underlying the branch label. However if the branch label is longer than the minimum width defined
here, MindView chooses a branch width sufficient to underline the entire label.

Document Time Scale

Here you select a timescale for the document. See "Inserting time information" in the Basic Tasks
section of this User Guide for information about timescales.

Caution: If you change the timescale of a document you will lose any time data that it already
contains.

Default Colors
The colors specified here apply to the Left/Right view only.
Page: Click to choose a new color for the page (i.e. the workspace).
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Text: Click to choose a new default color for root and branch labels. This is the text color that is
used for all new branches and for all existing branches in the Left/Right view, except those that have
been assigned a different text color by the current style or by using the Root or Branch inspector.

Branch: Click to choose a new default color for the branches and sub-branches of your map. This is
the color that is used for all new branches and for all existing branches in the Left/Right view, except
those that have been assigned a different color by the current style or by using the Root or Branch
inspector.

Branch fill: Click to choose a new default color for the label background of all the branches and
sub-branches of your map. This is the fill color that is used for all new branches and for all existing
branches in the Left/Right view, except those that have been assigned a different fill color by the
current style or by using the Root or Branch inspector.

Mind Map View inspector

This inspector displays when the Mind Map View is selected.
Mind Map View

Document Info

Author MEB
Last modified Jun 20, 2011 10:19 AM
Display Options

E Show branch connections

E Word wrap text
Branch Spacing
Vertical Gap -fr————
Horizontal Gap ——@r—
Minimum Width —&——

Document Time Scale

Standard - (2

Default Colors

Page I:I Branch EI
Text NEEM| Branch Fill [ |

Document Info
Author: The name of the author of the document. You can edit this as necessary.

Display Options
Show branch connections: This box is selected by default. Deselect it if you do not want branch

connections to be visually represented on your map. See "Creating branch connections" for more
information.

Word wrap text: Select this option if you want the text to wrap automatically to the next line when
you enter long branch names. This setting applies to all the branches of your document.

Branch Spacing

Vertical gap: The value determines the vertical spacing between each set of branches. The default
value depends on the view used.

Horizontal gap: The value determines the horizontal spacing between each set of branches. The
default value depends on the view used.
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Minimum width: The value determines the minimum length of the horizontal part of the branch
underlying the branch label. However if the branch label is longer than the minimum width defined
here, MindView chooses a branch width sufficient to underline the entire label.

Document Time Scale

Here you select a timescale for the document. See "Inserting time information" in the Basic Tasks
section of this User Guide for information about timescales.

Caution: If you change the timescale of a document you will lose any time data that it already
contains.

Default Colors
The colors specified here apply to the mind map view only.
Page: Click to choose a new color for the page (i.e. the workspace).

Text: Click to choose a new default color for root and branch labels. This is the text color that is
used for all new branches and for all existing branches in the mind map view, except those that
have been assigned a different text color by the current style or by using the Root or Branch
inspector.

Branch: Click to choose a new default color for the branches and sub-branches of your map. This is
the color that is used for all new branches and for all existing branches in the mind map view,
except those that have been assigned a different color by the current style or by using the Root or
Branch inspector.

Branch fill: Click to choose a new default color for the label background of all the branches and
sub-branches of your map. This is the fill color that is used for all new branches and for all existing
branches in the mind map view, except those that have been assigned a different fill color by the
current style or by using the Root or Branch inspector.

Object list inspector
This inspector displays properties for objects attached to a root, branch or sub-branch. To display
this inspector, select a root, branch or sub-branch that has one or more attached objects.

Include All in Export: This checkbox allows you to change the 'Include in export' settings for all
objects at once. You can also change them individually (see below).

Text note object

= Text note
f Include in export

By default, the name of the object is the first few words of its initial text. You can change it if you
want to.

The setting 'Include in export' is enabled by default. Disable it if you intend to export your map to
another format (HTML, Word, PowerPoint and so on) but do not want the object to be exported.

Text file object

= Text file
f Include in export

file:/Users/m... Text file.txt &

By default, the name of the object is the text file name. You can change it if you want to.

The setting 'Include in export' is enabled by default. Disable it if you intend to export your map to
another format (HTML, Word, PowerPoint and so on) but do not want the object to be exported.

The path of the attached text file is shown. You can enter a new folder and/or file name or click the
Browse icon & to choose a different text file.
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Picture file object

it Photo

f Include in export
file:/Users/m...p/Photo.jpg &

@ Mo Link)

By default, the name of the object is the picture file name. You can change it if you want to. If you
export your document to HTML, this picture name will also be inserted in the Alt meta-tag for the
picture in the .html file. When viewing the HTML page in the browser and moving the mouse pointer
over the picture, you will therefore see the name of the picture appear in a small frame under the
picture.

The setting 'Include in export' is enabled by default. Disable it if you intend to export your map to
another format (HTML, Word, PowerPoint and so on) but do not want the object to be exported.

The path of the attached picture file is shown. You can enter a new folder and/or file name or click
the Browse icon & to choose a different picture file.

If you intend to export to HTML, and you want to use the picture to activate a link, click the link icon
at the bottom to choose (or change) the link type. The icon changes to indicate the link type, and the
inspector now lists additional properties:

# For afile link (i) or folder link (i.--:.), you can edit the path of the file link or enter a different
path.

® ForaWeb link (a'ﬁ), you can edit the URL of the link or enter a different web address. Select
'Open link in new window' if you want the link to open in a new browser window.

# For an Email link ((2]) you can edit the email address of the link or enter a different address.

Video file object
5 video

f Include in export

file:/Users/m...p/Video.mpg &

By default, the name of the object is the video file name. You can change it if you want to.

The setting 'Include in export' is enabled by default. Disable it if you intend to export your map to
another format (HTML, Word, PowerPoint and so on) but do not want the object to be exported.

The path of the attached video file is shown. You can enter a new folder and/or file name or click the
Browse icon & to choose a different video file.

Sound file object

A4 Sound file

f Include in export

file:/Users/m...ound file.mp3 &'

By default, the name of the object is the sound file name. You can change it if you want to.

The setting 'Include in export' is enabled by default. Disable it if you intend to export your map to
another format (HTML, Word, PowerPoint and so on) but do not want the object to be exported.

The path of the attached sound file is shown. You can enter a new folder and/or file name or click
the Browse icon # to choose a different sound file.

See also "Inserting sounds".
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Flash file object

¥ Flash animation

f Include in export

file:/Users/m...animation.swf &’

By default, the name of the object is the Flash file name. You can change it if you want to.

The setting 'Include in export' is enabled by default. Disable it if you intend to export your map to
another format (HTML, Word, PowerPoint and so on) but do not want the object to be exported.

The path of the attached Flash file is shown. You can enter a new folder and/or file name or click the
Browse icon = to choose a different Flash file.

Hyperlink

&8 Hyperlink

f Include in export

£ (Web Link)

f Show as button

1 Open link in new window
By default, the hyperlink is untitled. Enter a suitable name for it. The setting 'Include in export' is
enabled by default. Disable it if you do not want this object to be exported if you export the map.
Click the link icon to choose (or change) the link type. You can edit the link properties as necessary.

# For afile link (&) or folder link ([.'--:'), you can edit the path of the file link or enter a different
path.

® For aWeb link (ﬁ), you can edit the URL of the link or enter a different web address. Select
'‘Open link in new window' if you want the link to open in a new browser window.
# For an Email link ((5J) you can edit the email address of the link or enter a different address.
Options for HTML output:
# Select 'Show as button' if you want the link to be displayed as a button rather than hypertext.

# Select 'Open link in new window' if you want the target of the link to open in a new browser
window.

Outline View inspector

This inspector displays when the Outline View is selected.

Qutline View

Document Info

Author MB
Last modified Jun 20, 2011 10:41 AM

Document Time Scale

[ r
Standard i+ r;':‘}

Numbering

" No numbering scheme i :]

Document Info
Author: The name of the author of the document. You can edit this as necessary.
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Document Time Scale

Here you select a timescale for the document. See "Inserting time information" in the Basic Tasks
section of this User Guide for information about timescales.

Caution: If you change the timescale of a document you will lose any time data that it already
contains.

Numbering
If you want branches in the Outline View to be numbered, select a numbering style from the list.

Picture inspector
This inspector displays when a floating picture, or a branch that has a branch picture, is selected.

Picture

Photo 1
E Include picture in export
E Maintain aspect ratio
Picture Size & Opacity
Size =~
Opacity 0

Picture File

...ictures{Photo Booth/Photo 1.jpg

| Browse... |

Picture

By default, the name of the picture is the name of the picture file. You can however replace it with a
name of your choice.

If you export your document to HTML, this picture name will also be inserted in the Alt meta-tag for
the picture in the .html file. When viewing the HTML page in the browser and moving the mouse
pointer over the picture, you will therefore see the name of the picture appear in a small frame under
the picture.

Include picture in export: This option is selected by default. Disable it if you intend to export your
map to another format (HTML, Word, PowerPoint and so on) but do not want the picture to be
exported. Note: Floating pictures that are not connected to a branch are never exported, except to
picture files.

Maintain aspect ratio: This option is selected by default. Disable it if you do not want to preserve
the proportions of the picture (in other words, the ratio between its width and its height) when
resizing it.

Picture Size & Opacity

Opacity: Use the slider to adjust the opacity from completely transparent (leftmost setting) to fully
opaque (rightmost setting).

If ‘Maintain aspect ratio' is selected:

Size: Use the slider to adjust the size of the picture.

If '‘Maintain aspect ratio' is not selected:

Width: Use the slider to adjust the width of the picture.
Height: Use the slider to adjust the height of the picture.
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Connection Line
These options are displayed only if the picture is attached to a branch.

Width: Edit this field to increase or decrease the width of the line connecting the floating picture to
the branch.

Color: Click the color icon to choose a new color for the line connecting the floating picture to the
branch.

Picture File

This section displays only if the branch picture is an external file, rather than a picture from the
Multimedia Catalog.

You can enter a new folder and/or file name or click the Browse button to choose a different picture.

Power Filter inspector

This inspector allows you to display only those branches that satisfy conditions you specify (see
"Filtering a mind map"). By default it displays in a collapsed form: click the icon at top right to expand
it.

Power Filter

Region 1 -#] E]

Filter Region 1

If any + of the conditions are met

L

Branch text : Contains

Spain = At
Branch text + Contains S
Portugal = A
Reapply Delete

Drop down list: Select New Filter to create a new filter, No Filter to switch off filtering, or the name
of an existing filter you want to apply.

Name: A suitable name for the filter.

The ‘If’ line: The selector on this line specifies how the conditions are to be applied. You can
choose any (if any one condition is satisfied the filter will select the branch for display), all (only if all
conditions are satisfied will the filter select the branch for display), or none (only if none of the
conditions is satisfied will the filter select the branch for display).

The conditions: The lower part of the inspector displays the condition or conditions. Each
comprises:

# The branch element to be tested, for example Branch text or Branch icons.

* How the condition will be satisfied, for example Contains (the condition will be satisfied if the
branch element contains the specified text or item) or Is equal to (the condition will be satisfied
if the branch element is the same as the specified value).

* The text, value or item that is to be compared with the branch element to be tested, for
example a word that is to be matched against the branch text, a date that is to be matched
against the branch end or start date, or an icon that is to be matched against the icons on the
branch.

Buttons:
# Click + to the right of a condition to add a new condition.
#* Click — to the right of a condition to delete that condition.
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# Click Reapply to apply a new or edited filter to the mind map.
* Click Delete to permanently delete the current filter.

Print View inspector

This inspector displays when you click the Print Preview icon é or choose File > Print preview.
See "Printing a mind map" for more information.

¥ Print View

Document Info

Author | W

| More settings...

Modified Jun 1, 2014, 12:00 AM

Orientation

(») Portrait () Landscape
Page Spread

Horizontal: 1 |§| Vertical: 1 |§|
BB | B Bh | BD
BB B I -
Scaling

Scale: -« )
| Actual Size | | Scale to Fit Pages |
Print Area

* | Entire Document
Focus or Filtered Map
Show Legend

Scale: L J

Document Information

[ | Show document information

| Close | [i& Print...

Author
If necessary enter or edit the author name.

Orientation

Choose Portrait to print on vertically oriented page(s) or Landscape to print on horizontally oriented
page(s).

Page Spread

These options allow you to spread your map on several pages. This is very useful for large maps. If
for instance your map is quite wide (as may be the case in Top Down view), you can increase the
horizontal page spread number to ensure that its entire contents will be printed at a suitable size.
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Scaling
Scale: Use the slider to resize the print image on the page(s).

Actual Size: Click to print the map at its actual size. If your map is large, this may mean that some
part of it will be outside the print area.

Scale to Fit Pages: Click to resize the map so that its entire contents fit on the single page or page
spread chosen.

Print Area

These options are available if the map is focused on a particular branch (see "Focusing on a
branch"). Select 'Entire Document' to print the entire map or 'Focused Map' to print only the focused
branch and its sub-branches.

Document Information

If you select 'Show document information’, the name of the author and the date at which the map
was last modified will be shown in the lower right corner of the printed page. If you are printing the
map on several pages, this information is shown on the last page in the range.

Root Branch inspector

This inspector displays when a root branch is selected.

@ Some properties apply only in certain circumstances. For example, in the Timeline view, text
properties for the root branch cannot be changed.

Root Branch

Branch Title

Subject

==

Branch Frame

AL Ll

Border NN Fil [ | [ 1]

Timeline Info

Start:

End:

Title

You can edit the title or enter a new one by typing in the input field. If '‘Word wrap text' is selected on
the View inspector for the current view, your text will automatically be wrapped when you finish
editing. To force the start a new line, for example if 'Word wrap text' is not selected, press . Enter.
Only one line can be displayed at a time in the inspector. When editing you can use the up and down
arrow keys to move between lines.

Below the title text are icons that allow you change its font, alignment (you can resize the frame of a
branch by dragging the left or right edge, so it can be wider than the title text) and/or color. The
second color icon changes the text background color.

Frame
Border: Click to choose a new color for the border surrounding the root shape.

Fill: Click the first color icon to choose a new color for the background of the selected root. Click the
second color icon if you want to choose a second color in order to achieve a gradient effect.
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Timeline Info

Start: If you are creating a timeline, you can enter a start time for the root branch in this field. You
can type directly in the box, or make selections in the Sliders or Calendar assistant panels which

display automatically.

4 Jul 1776, 11:11:03 Calendar 4 Jul 1776, 11:11:03 Sliders
Year E ——T— July 1776 e

- SMTWTTF S O T WA
Manth ‘f [ T T N R .|. | R I | o i 3 N
1 2 3@ 5 6 1 r 3k
L N T T T T T T T T O I | [ IJ s N
Day B et 7 B 910111213 II '-9 \‘(/’,;
Time M Hour .:-;:i-:. Minute .:-;_-*.\-:. Second .:-;-.‘;-:. 14 15 16 17 18 18 20 | :'. 8 4
T T T 21 22 23 24 25 26 27 O oy

T & 3.4

28 29 30 31 T T

How precisely you specify the date and/or time will depend on your subject. For example, for a
historical subject, if you are using the Standard timescale, you might choose just a year, or just a
year and month, without specifying an exact date or time. See "Inserting time information” in the
Basic Tasks section of this User Guide for information about timescales and entering dates and
times.

End: You can optionally enter an end time for the selected branch in this field. You do not need to
specify an end time if your event has no extended duration. For example, to enter the date of an
event that happened on a particular day, all you need to do is to specify the date as the Start time.

The assistant panels for the End field usually display a checkbox 'Include ... in the period'. If the box
is selected the timeline bar will run to the end of the End time you entered; if the box is not selected
the timeline bar will run to the beginning of the End time you entered. See "Inserting time
information” for more details.

@ You can also enter time information directly in the Outline view or the Timeline Outline panel
shown in the Timeline view.

Timeline View inspector

This inspector displays when the Timeline View is selected.
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Timeline View
Document Info
Author MEB

Last modified Jun 20, 2011 10:34 AM

Document Time Scale
' Standard ) '/.\7:>

Display Options

1 Level display
E Show timeline title
E Show duration bars
) Show time breaks
E Word wrap text
Spacing
Scaling ——

Default Colors

Page |:| Text El

Document Info
Author: The name of the author of the document. You can edit this as necessary.

Document Time Scale

Here you select a timescale for the document. See "Inserting time information" in the Basic Tasks
section of this User Guide for information about timescales.

Caution: If you change the timescale of a document you will lose any time data that it already
contains.

Display Options

Show timeline title: By default, the timeline displays the root name as title, or, if you are focusing on
a branch, the name of that branch. Deselect this property if you don't want to see a title, or if you
prefer to create your own title by inserting a floating comment in the timeline.

Show duration bars: By default, if you have entered both a start time and an end time for a
particular event, the duration of the event is shown as a bar below the time axis. Deselect this
property if you do not want to see these duration bars below the time axis.

Show time breaks: Select this option to replace empty space on the time axis with one or more
break marks. This optimizes the use of the horizontal space when events are not evenly distributed
along the timeline. For example, if you have a timeline of ancient history with some events before the
year 2800 BC and the remaining events after the year 2000 BC, inserting breaks replaces the empty
central section of the time axis with a break mark.

Word wrap text: Select this option if you want the text to wrap automatically to the next line when
you enter long branch names. This setting applies to all the branches of your document.

Spacing

Scaling: The slider increases or decreases the level of detail on the time axis. Expanding the scale
makes the timeline less crowded as a given period of time occupies more horizontal space. As a
result, you may start seeing more detail on the time axis. For instance, instead of having ticks every
5 years, you might now have a tick for every year. As you continue expanding the scale, you might
see months and days appear on the time axis.
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Events on the timeline do not change size when you expand the scale: they move apart horizontally,
and they may also move vertically nearer the time axis as more space becomes available.
Contracting the scale has the reverse effect.

Default Colors
The colors specified here apply to the Timeline view only.
Page: Click to choose a new color for the page (i.e. the workspace).

Text: Click to choose a new default color for root and branch labels. This is the text color that is
used for all new branches and for all existing branches in the Timeline view, except those that have
been assigned a different text color using the Root or Branch inspector.

Gantt View inspector

This inspector is available when you are working in the Gantt view.
¥ Ins pector

Document Info

Author | Znd Assistant

| More settings...

Modified Apr 10, 2014, 12:00 AM
Document Type

ar

| Project Management

Timescale from 1984 to 2049
Project

Calendars... Resources...
Settings...

Colors

Today EI Critical IEI

Gantt Time Scale

Top tier formatting

Units: | Weeks

ar

Label: | 24 Jan '11, ...

'

Bottom tier formatting

Units: | Days =
Label: | M, T, W, ... =
MNumbering

'

| Mo numbering scheme

Start numbering from root

Document Info

Display the name of the document's author. Click More Settings to change the document's title,
subject, author, manager, and company name, as well as to assign a category and keywords and
provide general comments on the document.
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Document Type

Choose a working mode you need. For example, in Task Management mode all resources are
assumed to be of the Work type, and adding resources to tasks has no effect on the task's duration.
In Project Management mode, however, adding resources may affect the task's duration.

Project

Click the Calendars, Resources, or Settings button to open the project information dialog with
corresponding pane active. For more information, see "Defining the global project settings",
"Defining calendars", and "Assigning resources".

Colors

Critical: Click the color well to choose a different color for the tasks highlighted when viewing the
project's critical path (to display the critical path, choose Gantt > Critical Path).

Today:Click the color well to choose a different color for the vertical line displayed on the Gantt chart
to highlight the current date (to display the current date, choose Gantt > Today's Date).

Gantt Time Scale

Use Units and Label pop-up menus to choose units and labels for the top tier (the top heading) and
the bottom tier (the bottom heading). Note that the choices offered for the bottom tier depend on
your choice of top tier.

Numbering

Use the pop-up menu to apply sequential numbers to the tasks and choose between various
numbering styles.

Task inspector

This inspector is available when a task is selected in the Gantt view.

158



Reference

¥ Task
Time Information
Start 28 May 2014
End 2 Jun 2014
Task Bar

Hardware evaluation

Task Name |l | Resource | I

Task Frame

Border || R —

Fill || |
E‘I Task Active Bar Hidden
Duratich 3 days?| | Days  + |

Task Information

Priority 500 ¥
Completion 0% L4
Resources

IT Dept | &

Task 5Settings...

Time Information

Start and End fields show the task's start and end dates respectively. Although you can click these
fields to add or change start dates and end dates of your project tasks, it is not recommended unless
you understand the implications of doing so. It is normally better to let MindView calculate the start
and end dates of the tasks automatically with reference to the project start date, the task durations,
and the task links that you might have set up in the Gantt view. For detailed information about how
MindView handles start and end dates in a project plan, refer to the paragraph "Specifying start and
end dates" in "Entering and editing tasks".

Task Bar

Name text field: Type the task name. The name appears both in the Gantt Outine and the Gantt
Chart.

Click the Task Name and Resource color wells to change color in which task name and task
resource are displayed in the Gantt Chart.

Task Frame
Use the Border color well and a slider next to it to define color and width of the task bar's outline.
The Fill color wells allow you to change the task bar's color.

Task Active: Uncheck this option to make the task inactive, so that it no longer affects the project
schedule. See the paragraph "Making a task inactive" in the topic "Enhancing a project plan" for
more information.

Bar Hidden: Check this option to hide the bar representing the task or event from the chart or
timeline. See the paragraph "Hiding the bar of a task" in the topic "Enhancing a project plan" for
more information.

Duration: Enter a Duration, using the pop-up menu on the right to choose between different
duration types (minutes, hours, days, weeks, months).
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For detailed information about the different ways of entering a duration and how MindView uses this
value to schedule tasks in a project plan, refer to the paragraph "Entering a task duration" in
"Entering and editing tasks" (Gantt view).

Task Information

Priority: Define the task's priority.

Completion: Specify the degree of the task's completion.

For information on tasks' priority and completion levels refer to the "Enhancing a project plan" topic.

Resources: Lists resources assigned to this task. Click the button next to this field to manage the
task's resources.

Settings: Click this button to open the task's information dialog. Use the dialog to change settings
which are not present in the Task inspector, such as the task's predecessors and constraints.

Top Down View inspectors

The Top Down or Top Down Vertical inspector displays when one of the top down views is selected.

Top Down View
Document Info
Author  MB
Last modified Jun 20, 2011 10:19 AM
Display Options

E Show branch connections
E Word wrap text

Branch Spacing
Vertical Gap -@r—————
Horizental Gap ——r————
Minimum Width —@r————

Document Time Scale

Standard (2= ] &)

Default Colors

Page I:I Branch IEI
Text NEEE|  Branch Fill [ |

Document Info
Author: The name of the author of the document. You can edit this as necessary.

Display Options

Show branch connections: This box is selected by default. Deselect it if you do not want branch
connections to be visually represented on your map. See "Creating branch connections" for more
information.

Word wrap text: Select this option if you want the text to wrap automatically to the next line when
you enter long branch names. This setting applies to all the branches of your document.

Branch Spacing

Vertical gap: The value determines the vertical spacing between each set of branches. The default
value depends on the view used.

Horizontal gap: The value determines the horizontal spacing between each set of branches. The
default value depends on the view used.
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Minimum width: The value determines the minimum length of the horizontal part of the branch
underlying the branch label. However if the branch label is longer than the minimum width defined
here, MindView chooses a branch width sufficient to underline the entire label.

Document Time Scale

Here you select a timescale for the document. See "Inserting time information" in the Basic Tasks
section of this User Guide for information about timescales.

Caution: If you change the timescale of a document you will lose any time data that it already
contains.

Default Colors
The colors specified here apply to the Top Down view only.
Page: Click to choose a new color for the page (i.e. the workspace).

Text: Click to choose a new default color for root and branch labels. This is the text color that is
used for all new branches and for all existing branches in the Top Down view, except those that
have been assigned a different text color by the current style or by using the Root or Branch
inspector.

Branch: Click to choose a new default color for the branches and sub-branches of your map. This is
the color that is used for all new branches and for all existing branches in the Top Down view,
except those that have been assigned a different color by the current style or by using the Root or
Branch inspector.

Branch fill: Click to choose a new default color for the label background of all the branches and
sub-branches of your map. This is the fill color that is used for all new branches and for all existing
branches in the Top Down view, except those that have been assigned a different fill color by the
current style or by using the Root or Branch inspector.
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Shortcuts

Keyboard shortcuts

The table below lists all the keyboard shortcuts provided by MindView.

Keyboard | Description

shortcut

Enter Add a new branch at the same level as the
selected branch

_Enter Add a new sub-branch to the selected branch

. drag Move the display.

{FEnter Add a pre-branch to the selected branch

Delete Delete the selected branch or element

Up Select the branch placed above the currently
selected branch

L Up Move the selected branch up (Mind Map,
Left/Right and Outline views only)

Down Select the branch placed below the currently
selected branch

“_Down Move the selected branch down (Mind Map,
Left/Right and Outline views only)

Left Select the branch to the left of the currently
selected branch in the map. In the Outline view,
collapse the selected branch.

N Left Move the selected branch left (Top Down view
only)

Right Select the branch to the right of the currently
selected branch in the map. In the Outline view,
expand the selected branch.

_Right Move the selected branch right (Top Down view
only)

NEL Mind Map view

NE2 Top down view

nES Top down vertical view

NE4 Right view

N FES Left view

N FE6 Outline view

NE7 Timeline view

FES Gantt view

FEA Select all

& B Make selected text bold

e Italicize selected text
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FU Underline selected text

&+ Increase size of selected text

& - Decrease size of selected text

&% Right Expand or collapse the sub-branches below the
selected branch.

i+ 3cC Show Colors dialog

a5 ? Help

Spacebar Edit the name of the selected branch or the
selected floating comment

LEB Toggle Brainstorm mode

FE= Resize the map so that it fits entirely in the
workspace

a5 Spelling dialog

a5 ; Spell check the selected element

i, Preferences dialog

dEE Export dialog

NHE Display text note editor panel or window

NEF Toggle Full Screen mode

EI Display or hide inspectors

NEO Display overview panel or window

TEN Insert or edit a pop-up comment on the selected
branch

NE Specify a start time for the selected branch

EH] Specify an end time for the selected branch

G F Find and replace text in document

=G Find next

3G Find previous

& M Minimize window

EM Open the Multimedia Catalog

FEN Create a new document

FEW Close the active document

=) Open and browse for an existing document

FEP Print the active document

irsep Print preview

&S Save the active document

{+3s Save the active document under a new name

NET Special characters

FZ Undo the last action

i3z Reverse the last Undo

e C Copy the selected data to the clipboard
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LEC Copy style to the clipboard

& X Cut the selected data to the clipboard

FEV Paste the data contained in the clipboard to the
selected destination

NEV Paste style from the clipboard

ab= Zoom to Fit

1 %> Zoom in

i #< Zoom out

1 #R Show/Hide format bar.

E= Switch between open documents

Shortcuts
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Business use of Mind Maps .........ccooccvveeeeeennn. 7
BULLON .. 45
hyperlink ... 88
Buttons navigation............cccccvveveeeeniicinnnenn. 154
C
Checking spelling ......cccccvveeviviiiieieee s 148
Clipart
iNSerting PICtUres .........eeveeeiniiiiiiieeee e 41
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INKS. oo 88
mind map
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168

OULIINE ..o 100
POP-UP COMMENES......ccvviiiiiiiiiiiiii e 51
PowerPoint presentation.............cccceee..... 166
RTFD document..........cccceeeeeeiiiiiieeneennn. 170
Xt NOLES ...ceviiiiiii a7
tMENNE ..o 95
WED SIte .. 151
Word doCUmMeNt ........cocvverveeiie e 162
Curriculum-aligned templates............cccccceneeee. 8
(G101 (0] 1017741 o To [P RERR 27
Cutting abranch..........cccccceiiiiiii s 68
D
Daily timescale.........ccccceeiviiiiiiiee 57
Dash Style ... 181
Default colors
in left/right VIeW........occooi 186
iN MINd Map VIEW.......ccovvveeeeeiciiieeeeeen 187
in timeline VIEW ... 197
iN tOp dOWN VIEW.......cevviiiiieeiiiiiiieeeeeee 202
Deleting
abranch ... 33
a branch connection............ccccccoeeiiiiiiinen. 86
a branch picture........cccccoeccvieeeee e, 41
a branch section.........cccocccuiieeiinniiiiee. 33
a floating comment..........ccoocceeiiineennnen. 51
a floating picture ........cccoeeeviiieie e, 41
ANNK ..o 45
a pPop-up COMMENt ......oviriiriiiiiii e 51
atemplate........ccooeeeeieiiiii 63
ATEXINOLE...coee e 47
an attached object..........cccocceeiiiiiiiiiiiennn. 45
=g oo ] I 40
Detaching
abranch ..o, 91
a branch picture.........cocccevii, 41
a floating comment.........cccccvvvvvvvvivienennnen. 51
a floating picture ..., 41
Distributing a Mind Map ..........ccccccccvvinnnnnns 175
DoCcUmMENt......ooviiiiiiiii 28
Document - see Mind Map...........cocceeeernneen. 29
docx
exporting to Word .........ccccovvvveeeiniieeeen 162
importing from Word............................... 176
Dragging a piCture..........ccceeevvieeeiniieeenniienn, 41

Duration bars



timeline view iNnSpector ............cccooccvvveeen. 197
using the timeline View ...........cccccceveeevienns 95
E
Editing
abranch........ccooccii 64
editing a root or branch ........................ 64
inserting branches ...........cccocccis 33
a floating comment ............cccccoiiiiinnn. 51
ANNK oo 88
a POP-UP COMMENT.....ccoeeiiiiiiiiiiiiieieeeeeee, 51
ATO0 .. e 64
atextnote ... 47
[T [0 Tor=1 1o o [0S 6
End time
branch inspector ...........cccccooiiiiiiieennnn. 181
inserting time information ..............cccceee. 57
root branch inspector............cocccieeeeeeenn. 196
using the timeline View ...........cccccovvveeeennee. 95
Expanding branches ............ccccccciiiiiiinnn. 33
Expanding/collapsing a Mind Map ................ 38
EXPOIt ... 12
T 0o 1] T I 150
AS PICLUIE ... 173
floating comments ...........ccevvvvvvvvviiiieeeeennn. 51
floating PICtUre .........coovveeeeiiiiiieiiiee e, 41
OVEIVIEW.....iiiiiie e e 150
Pack and unpack ..........ccccceeeeieiiiiiiiicnnnnns 175
to HTML
export dialog .......coeeeeeieiiiiieiecn 154
exporting to html.........cococeeeinieinnn. 151
quick export .......ccooeeeieiiiieee 153
to Microsoft Word ..........ceeveeeeiniineennnen, 162
to PowerPoint format...........cccccoveieeennen. 166
O RTFD oo 170
F
File
Export
AS PICLUME e 173
to html
Export dialog ........c.ceveviieiiiiiiinnens 154
QUICK EXPOTt....ccceviiiiieeee e e, 153
to PowerPoint .........ooccvvveeeieeiiiiiiien, 166
O RTF oo 170
tOWOrd ... 162
NEW ..ottt 29

Index

Open
importing from PowerPoint................. 178
importing from Word............cccccveeeennn. 176
opening a Mind Map.........cccccovvveeennnen. 31
SAVE it 63
Save As Template.......cccceevvieeeiiiiineeninn. 63
Fill COIOT ...t 181
Filtering
filtering a mind map ........ccooeciiiine 72
navigating a mind map ...........ceecvvvveeeeeennnn 38
power filter inSpector ...........ccoecveeeeeeenn. 193
Finding and replacing text.........ccccccevvcvvvnenn. 84
Flash object
attaching and deleting ...........cccccooviiiinneen. 45
o] o] o1= 4 1= 189
Floating comments
EXPOMING.ceeeeei i 51
PrOPErties .....uuveeiieeiiiiiiiieeee e 185
USING ceeeeieeee ittt 51
Floating picture
INSPECION ... 192
USING caeteeee ettt 41
Focus
focus mode.........ccccvveeeiiiii i, 73
focusingonabranch...........ccccoceeeeeiiiens 73
navigating a mind map ......cc..ccoeecvvveeeeeennnn 38
Folder Structure...........oeeeveeiiiiiiiiieieeeeeeee 154
Forget button.........cccvveeveve e 148
Formatting
abranch ..o, 64
8 COMMENT....eiiiiiiiiiiiiiiiiieeeeeeeeee e e eeeeeeees 51
A TOOL ..ottt 64
ATEXLNOE...cceeeeee e 47
COPYING weeeeeaeieiiiiieee et 64
FEMOVING....eveiieiiiiiee it 64
Full Screen mode........ccoooviiiiiiiiieiniiiie. 75
G
Geological timescale.........ccccooviiiiiieieeiiinnns 57
GlOSSAIY ...ttt 12
H
Hiding/Showing
branch connections
in left/right vView.........cccooooiiiiiiiiiiiiinnn. 186
iN MiNd Map VIEW ........oocoveevniieeennn. 187
inoutline View.........ccueveeeieeinniiiiieee. 192

169



MindView 5 Documentation

in top down VieW ........cccccoovviiiiieeneeenn. 202
branches........ccocceiiii e 33
PANEIS ... 28

Historic timescale ..........cccceevviiiviiniiieiieen, 57

Horizontal branch gap

in left/right VIEW ..., 186
in Mind Map VIEW......cccceeveeeee i 187
iN tOp dOWN VIEW ...t 202
HTML
export dialog ..o, 154
EXPOrtiNG 10 ...evei i 151
QUICK EXPOIT .. 153
Hyperlink in a text note..........ccccccoviiiiveeenennn. a7
Hyperlink object
attaching .....occvvveeeieei e 45
button
attaching objects........cccccceviniiiiiinnnn, 45
creating liNKS.......ccoocoviiieeee e, 88
object list INSPector........ccccveevvveeennnnn. 189
deleting ..o 45
EAILING .vveeeiiiiiee e 88
BNK e 88
PrOPEILIES ...eeeeiiiiiieiiiiee et 189
|
Icons
inserting or reMoViNg .......cceeevvieeeeiiieeeenne 40
MindView WOrkspace.........ccccceeeeeeeeeeienennns 28
IMQ fOlAET ..o, 151
[ a] oTo] £ 11T PSP PPPPPPNS 178
from Microsoft Word ..........ccccceeeeeviiinnenn. 176
from PowerPoint ..........ccccovvie e, 178
OVEIVIEW...cci ittt 176
Include ... in the period ..........cccocveeeiiiiienens 57
Include in @XPOrt..........ceeveeeeeeerereieieeerenennnnnns 150
Inserting
branch connections ............ccccocieeiiieeens 86
branch pictures ..........ccccoocviiiiiiece 41
branches.........ccoccviii s 33
floating comments ..........ccccvvvvvvvvveeernnennnnnns 51
floating PICtUres ........ccoccveveiiiieeiiee e, 41
ICONS i 40
main branches .........cccccccoiiiiiiiii e 33
POP-UP COMMENTS....ccvviriiiieeeieeiiiiiiinn e eees 51
pre-branches ... 33
sub-branches.........ccoovi, 33

170

TEXE NOLES c.vniiii e 47
time information

inserting time information.................... 57
using the timeline view ............cccccoee. 95
INSPECLOIS ... 181
branch ... 181
CONNECHION ... 184
left/right VIEW ....ooveeiiiieee e, 186
MIiNd MAaP VIEW ...ocoovriiiiiiiiieeeeiiiiieeeeeenn 187
0bjeCt LiSt ..ocovviieiieeie e 189
OULliNE VIEW......eeeiiiiiiieei e, 192
103 (1 ] (- 192
power filter......cccccveeiiiceee e, 193
PINT VIBW .. 194
root branch .......cccccovieiiii, 196
showing/hiding.........coovviiiiiiieiiiie, 28
timeline VIEW ... 197
tOP dOWN VIEW.......evviiiereeeieiiiieee e e e e 202
(U o 82
INtrodUCiON ... 8
K
Keyboard ShortCuts .........cccoooeuviiieeiieiniinns 205
L
LAYOUL . 27
Learn button.........coccvveieeiie e 148
Left/Right view
INSPECION ... 186
using different VIeWS..........cccccvviiiiininenen, 91
using the left/right View...........ccccoenn. 94
Level list navigation
iN HTML eXPOrt.......oooiciiieeieeiiiiiieeeeeeene 154
License Agreement .........cccceevvvveeeiiiieeesnineennn 1
Line roundness
boundary ............ccc 181
Line width
boundary ..........ccoo 181
branch ... 181
branch connection...........ccccccoiiiiiiennenn. 184
floating comment...........cccceevviiiiiiiienens 185
PICLUNE ...ceiiiiiie et 192
Link
creating and editing .........cccoocveeiiniiee e, 88
liNK Objects.....cccooveiiii 45
LINKS oo 12



M
Main branch - see Branch...........ccccccccvevnene 12
Merging Mind Maps.........ccccovieeiieenniiiiiinen. 175
Microsoft Word
APA template........ccooeeiiiiiiiiiiieeie, 162
EXPOMING .o 162
IMPOITING .. 176
MLA template .......ccceeeeeieiiiiiiiiiieeeeee 162
MINA MaP.....ooiiiieiii e 5
Creating .....ooocvveeeeee e 29
distributing ........ocveeeiiiii, 175
expanding and collapsing
inserting branches ...........cccoocoeeiiieen. 33
navigating a mind map ..........c.cccoecvveeen. 38
filtering
filteringa mind map ........ococeeeviieeennnn. 72
power filter inspector ...........cccceeeeeennn. 193
fOCUSING .oeviiiiiiiei e, 73
IN DUSINESS.....oviiiiiiee e, 7
iN education ...........occueveiiiiiee e 6
MEFGING...eveeeeiiiiieee ettt 175
Nnavigating .......coooeeeeieeeieeee e 38
OPENING «eeeiiiiiee ittt 31
OVEIVIEW.....eviiei ittt 8
PHANTING «cooeiee e 148
SAVING weeeieiiiiiee it 63
SCrolling.....ccoovvviii 38
SEYIE e 66
subject ... 32
ZOOMING c.conviieee ittt 75
Mind Map VIEW .......uuvvvirieiirinieinenerrereeenereneeenns 12
INSPECLON ...vvvieiiiiee et 187
using different VIEWS .........ccccoovvieeiiiiieennns 91
using the mind map view...........cccooeeeeennn. 92
MLA Word template .........cccoovvveeiiiineeennn. 162
Moving a branch...........cccccvvviiiiiiiiiiiiiiiieieiens 68
MOVING & PICIUIE ......oeeeiiiiiieiiiiee e 70
Multimedia Catalog .............cevvvevveeveveernrennnnns 76
inserting pPiCtures ..........ccccee e, 41
showing/hiding ........cocoveeiiiiiiiiiiieee 28
Multiple Window mode..........ccccvvvveennnnnnnnnnnns 27
MV fileS ..o 31
mvfiles folder .........ocoovvii, 151
N
Navigating a Mind Map ........ccccceeeeeeviiivvnnnnn. 38

Index

fIRErING ., 72

fOCUSING -.vvvieiiiiiie e 73
Note - see Text Note ..........coecvvvviiiieiiiiinnee, 47
Numbered listS.......ccuvveiiiiiiie e 47
Numbering scheme

exporting to Word .........ccccoovvveeiiieneenen 162

using the outline view ................ccccuveee.n. 100

0

Object

attaching.......cccccveeeee e 45
Object list

U o PSR 84
Object List INSPECLON .......eevvieiiiiiiiiiiieaeeene 189
Object name

finding text ......coovcciie 84

replacing teXt .......coooveiieeieeniiiieeee e 84
(0] ][ Tox £ SR 12
OMP fileS .o 31
Opacity

inserting CoMments ..........cccceevvvveeeiiineeenne 51

inserting PICtUres .......cccvvveveeeeevcciiieeeeeeen 41
Opacity of a picture .........ccccceeeiiiiiiiiieneeen. 192
Opening a Mind Map........cccceevvviviineeeeeeiinnns 31
OPLONS...oieeeee e 27
Orientation (Left/Right view) ...........cccceee.. 186
Outline view

iNtIMeliNe ... 95

INSPECLON ...t 192

using different VIeWS.........cccccooviiiiiiennnennn. 91

using the outline View...........cccoocveeeennnen. 100
OVEIVIEW ...ttt 8
OVerview panel .........ccccevvvieeeiiiieee e 82

showing/hiding........ccoovvieiiiieeee, 28

P

Pack and unpack .........cocccceevviiiienniiiie e, 175
Page color

in left/right VIEW........oooooiiie, 186

iN MINd Map VIEW.......ccuveieiieiiiiiiieeeeee, 187

in timeline VIEW .........cccovvve e, 197

iN tOP dOWN VIEW .....covuiiiiiiiiiee e 202
Panels

OVEIVIEW .oeiieeiiiiiieee e 82

showing/hiding............euvvvviiviiiiiiiiiiiiiiiieinns 28

text note editor..........ccovvveeeiiiiiee i 47
Panning a Mind Map ........ccccccvvvvvvivveieievinnnnnn, 38

171



MindView 5 Documentation

Pasting a branch

inserting branches ..........cccccoecciivne e, 33

into an external application....................... 33

moving abranch.........cccccccovviii s 68
Picture

ASPECE rAti0 ...vvvvveeieeee e 192

EXPOIING ..ot 173

iNSerting PICtUres .........ceeveeriiiiiiiiieeee e 41

MOVING coeviiieeiiiiee ettt e e sreee e 70

Multimedia Catalog...........cooocvvieeeereerinnnnne 76

name

object list INSPeCtor...........ooccvvveeeeeenn. 189
picture iINSPECtOr .......ccceeevviriiiiieeeaaenn. 192

(o] o= Tod] YA PRSP 192

Picture NK.......coooooiiiiiiiieieeee e 88

picture obJeCtS .......occvveiiiiiiiiii e 45

preserving proportionS.............cccuvveeeeeenn. 192

PrOPEILIES ...eveeiiiieee ittt 192
Picture iNSPECtOr .........occcvvveviiiiieiiiiee e, 192
Picture object ...........vvviviiiiiiiiiiiiiiiiiiiieiiieiaeens 45

attaching and deleting ..........ccccocveeeniinenen. 45

0] (0] 01T 1 =1 189
Placement

HTML @XPOrt......cviviiiiiieiiiiiniee e 154
Pop-up comment

fiINdiNG teXt ., 84

inserting/editing/deleting............ccccoeeeeennn. 51

replacing text ... 84
Power filter

filtering amind Map ......ccccovvveieiniiieenen, 72

navigating a mind map ..........coeeeeeeiieeeeennns 38
Power Filter inSPector ..........ccccccevvvvevnnnnnnns 193
PowerPoint

EXPOrtiNG ..cceeeeeieeieeeeeeee 166

IMPOItING . 178
Pre-branch - see Branch..........cccoocoveiinnenen. 33
Preferences.......occvveeveieiiiiic e 27
Presenting a mind map .........ccccoeviveeeiniineeenns 74
Print preview

print View inSPector..........ccccevvvveeeiiiineeenns 194

printingamind map...........ccccoeeeeeeeeeeeee. 148
Print view

printing a mind map .....ccccceeeevvvciiiienneeennnn 148

using the outline View ...........cccceveviinneen. 100
Print View inSPector .........cccocvvveiiiiieeenenen. 194

172

Printing ......ovveveeee e 148
Properties
boundary ......ccccceeeeiiiii 181
branch ... 181
branch connection...........ccccccvviieinnnn. 184
Flash object.........ccoocvvviiiiiiien 189
floating comment ...........ccooiiiiiiiiiinninne 185
hyperlink object .........cccovvvveeeiiiiieeeee, 189
INSPECIOIS .. 82
left/right VIEW ...ccovviiiiieee e, 186
MIiNd MAP VIEW ...coeeviiiiiiiieeeeeeiiiieeeaenn 187
OULliNG VIEW....coeiiiiiieiiiiieeeieee e 192
103 (1] (- S 192
picture ObJeCt .........covviiiiiiiieiiiieeeen 189
TOOT .eevieite ettt 196
sound ObJeCt ..., 189
TEXENOLE...eviiiiee e 189
tEXE ODJECT ..eeeiiiiie e 189
timeline VIeW........cccvveeiieiiiiiie s 197
tOP dOWN VIEW.......eviiiiiiieiiiiiiiiiieee e 202
Video ObJeCt ..o 189
Q
QUICK Start ...ccoviviie i 17
R
Removing an iCon ........ccccccovvvvvveeveeee e s, 40
Replacing text .......ccuveeeiiiiiiiieeee e, 84
Root
color
in left/right View.........cccocoiiin 186
iN MiNnd Map VIEW .......coocceeerniieeennnnn. 187
in top down VIeW.........ccccoevviiiiinnennnn. 202
rootbranch .........cccoovevee e, 196
creating
creating a mind map......cccccceeeeeeiivinnenn. 29
detaching a branch...........c.cccoeien. 91
entering the subject............................. 32
EAItING ..eveeee i 64
exporting to html.............oovvvviiiiiiiiiiiiinnnns 153
PrOPEILIES ...vvvieiiiieee et 196
shape
editing a root or branch ....................... 64
using the Multimedia Catalog............... 76
Root Branch inspector ..........cccooeeeeeiieiiienn. 196
ROOt Shape......c.eeviiiiiii e, 66
RTFD .ottt 170



S
Saving a Mind Map ......ccevveeeiviiiiiieneeee e 63
Scrolling a Mind Map.........ccooviiiiieienenninnns 38
Searching and replacing text..........ccccccoeenes 84
Selecting several branches............cc.ccco.e. 64
SErES ICONS....eiiieiiriee e 40
Setting up your preferences.........cccccceeeinnee 27
SNOMCULS ... 205
Showing/Hiding
branch connections
in left/right VIeW ..o, 186
iN MIiNd MapP VIEW......ccooeeviniiiiiienaaenn. 187
inoutling VIieW .......cccvvvveeeviiiciiiiieee e 192
in top down VIEW ........coocvvieiiiieeennen. 202
branches ... 33
PANEIS ..o 28
Sound ODJECE .....covviiiiiiiiii e 45
PrOPEITIES ...eeeiiiieee ettt 189
SPelling.....cuveiiiiiii 148
Standard timescale ..........cccccoviiiieiiiine i, 57

Start time

branch inspector..........ccooooviiiiiiiiiiiiicn, 181
root branch inspector...........cccoccceeiiineeen. 196
SEYIE it 66
Sub-branch - see Branch ............ccccccceennnen. 12
Subject of the Mind Map ........ccccceevvieeeeninnen. 32
T
TabIleS....co o 47
Templates......ccooeei 12
(oI S] (0] 1 41774=To E PP 63
export
exporting to html.........c.coooieiniinenn 154
exporting to PowerPoint .................... 166
exporting toWord..............oooeeeeeeee. 162
SAVING evvieeeiiiiee ettt 63
(U] [T 29
Terminology ......cceeeeveeeeiiiiiieeiiee e 12
Text color
in left/right VIEW .......coooiiiiiieee 186
iN MiNd MaP VIEW.......ccooviieiiiiiieeiniieeens 187
in timeling VIEW .......ccccovvvieeeiiiiiee e 197
iN tOP dOWN VIEW ......ovveiiiiiieciiiiiee e 202
TeXtNOte .o 47
CreatiNg ..coovveee ettt 47
deleting ... 47

Index

=T 1111 oo [ a7
fINAING tEXT .o 84
INSEIING ... a7
PrOPEITIES ...ovviiiiiieeiiiiee e 189
replacing teXt......cccovecvvieveee e 84
Text Note editor
setting preferences.........coccceeeeiiiiniinnne 27
showing/hiding.......cccoevveciiiieiiee e, 28
USING ceeeee et a e 47
TEXENOES ... 12
Text ObJeCt ..ocoviieeeee 45
attaching.......ccccveeeee e 45
deleting.cccceee e 45
PrOPErties .....uvveieieeiiiiiieieee e 189
Text wrapping
in left/right View.........occo, 186
iN MIiNd Map VIEW.......cccvvveeeee e, 187
iN oUtline VIEW .......cooviiiiiiiiiiie e, 192
intimeline VIeW ..., 197
iN top dOWN VIEW.......ccvviiiiiieiiiiieeeeeee, 202
Text, finding and replacing...........cccccvvveveeenn. 84
Time breaks
timeline view INSPector ..........ccccceveeeveinnns 197
using the timeline View ..............ccccveeeeeenn. 95
Time Info iNSpector ........ccccvvvevee v, 28
Time information
inserting time information .......................... 57
using the timeline View ..........ccoccceevnnneeen, 95
TIMENNE oo 95
duration bars ......cccceeeevvviciiiiinee e, 197
entering time information...................c...... 57
exporting to html..........ooocoiiniiiiee. 154
geNEral ...coiiiiiiiiii 95
PrOPErties ......uveeiieeiiiiiiiieeee e 197
tiIMESCAlE ..vvvvieee e 57
1111 PSP 197
Timeline data
branch inspector...........cccooeiiniie i, 181
root branch inspector............................... 196
Timeling outline..........cooocciiiiie e 95

Timeline view

inserting time information ..............cc.oc..c... 57
INSPECLOr....cceiiieiiieeeeee 197
using different VIiewS..........cccccviiiiiininnnn, 91
using the Timeline view...........c.ccccevvineeen. 95

173



MindView 5 Documentation

TIMEeSCaleS .......coovveeeieeeiieeeeeeeeeee,

Top Down view

INSPECION ...
Using different views ....................
Using the Top Down view.............
Trademarks ......ccccoeveveeinicieeene

Tree List navigation

in HTML exXport.......ccccccveeeiininnnne.

\'
Vertical branch gap

in left/right VieW.........cccccoviieennn
in mind Map ViewW.........ccccoeeevunnee
in top down VIeW ..........cccevvvveeennee.

Video object

attaching and deleting ..................
PrOPErtieS.....covvvveieiiiiieee e
ViIiewing area .......ccccceevvecvvieeeeeennnns

left/right view............ccoeeeeeee,
Mind Map VIEW.........cccceevriineeennnne
outline VIeW .......cccceevviieeiniieeeee

print view

174

printing a mind map.................

using the outline view...............cccc..... 100
timeline VIEW.......cccvveieieeeeeeee e 95
tOP dOWN VIEW.....uuueiiiiiii 93
view-specific properties.........cccccovcveennnnn. 91

W

WED SIte ..covvieeiiciieee e 151
Weekly timescale .............uvvvvvvvvievveeeieiienenenns 57
Welcome dialog ..........cevvvvvviviveveirieiiiieireenennns 29
What's NEW?.......eeiiiiiieeee e 10
Word

EXPOFING.cceiveieeeiiiee et 162

IMPOrtiNg......ccoveieiiie 176
Word wrapping

in left/right VIEW.........ccooiiii, 186

in mind map View...........cceeeeeeeiieneeeeeee, 187

iN oUtling VIEW .......cooviiiiiiiiieee e 192

intimeline VIeW ..., 197

tOP dOWN VIEW....cooiiiiiiiiiiiieiiiiec e 202
WOIKSPACE ....ccoeiieiiiiiie et 28

Z

Z00M faCtOr ... 75
Z00OM 10 Fit..eviieiiiiiiei e 75
Zooming a Mind Map .....cccocveeeeiniieeiiiiieeens 38
Zooming in and OUt...........cccceeeeeeiicciiinneneennn. 75



	Introduction
	Trademarks
	MatchWare License Agreement
	What is a mind map?
	Mind Maps and MindView

	Mind maps in education
	Achieving Curriculum Standards with MindView

	Mind maps in business
	Outlining written documents
	Exporting
	Working with timelines
	What's new?
	Formatting
	Citations and sources
	Presentation options
	Outline view
	Export options

	Using MindView 5 purchased from the App Store
	Important terms

	Quick Start
	Quick Start
	First step: Creating the mind map
	Entering the subject
	Inserting the main branches
	Inserting the sub-branches

	Second step: Enhancing the mind map
	Inserting icons
	Inserting pictures
	Attaching a hyperlink object
	Inserting a text note
	Creating a branch connection
	Inserting comments
	Adding colors


	User Guide
	Setting up
	Setting up your preferences
	The General pane
	The Business pane
	Defaul Calendar Options
	Scheduling options
	Currency options


	The MindView workspace
	The toolbar area
	The main display
	/Inspectors
	/Multimedia Catalog
	/Text note editor
	/Overview panel


	Basic tasks
	Creating a mind map
	Blank templates
	Other templates

	Opening a mind map
	Entering the subject
	Replacing the default label
	Editing the root
	Root properties

	Inserting branches
	Inserting a main branch
	Inserting a branch at the same level as an existing branch
	Inserting a sub-branch to an existing branch
	Inserting a pre-branch to an existing branch
	Copying and pasting branches from an external application
	Expanding/Collapsing a branch
	Expanding/Collapsing several branch levels
	Navigating between branches
	Deleting a branch
	Editing a branch
	Focusing on a branch
	Branch properties

	Navigating a mind map
	Using brainstorm mode
	Inserting icons
	Inserting an icon on a branch
	Removing or changing an icon

	Inserting pictures
	Dragging a picture from the Multimedia Catalog or other application
	Floating pictures and export

	Inserting a picture using the MindView menus
	Inserting a floating picture on a root or branch
	Inserting a floating picture on the workspace
	Inserting a branch picture on a root or branch

	Detaching a floating picture
	Deleting a floating picture
	Detaching a branch picture
	Deleting a branch picture
	Picture properties

	Recording an audio note
	Attaching objects
	Attaching an object to a root or branch
	The object list inspector
	Activating an object
	Deleting an object

	Inserting text notes
	Display options
	Creating a text note
	Adding further text notes
	Using the text note editor
	Editing an existing text note
	Deleting a text note
	Text note properties

	Inserting comments
	Floating comments
	Inserting a floating comment
	Floating comments and export
	Editing a floating comment
	Detaching a floating comment
	Deleting a floating comment

	Pop-up comments
	Inserting a pop-up comment
	Editing a pop-up comment
	Deleting a pop-up comment


	Using sources
	Adding a source by searching
	Adding a source manually
	Viewing and managing sources

	Using citations
	Inserting a citation in a text note
	Inserting a citation on a branch
	Viewing citations

	Inserting timeline data
	Choosing a timescale
	'Include … in the period' checkbox


	Inserting task data
	Building a task list
	Building a project plan

	Saving a mind map
	Saving your map as a template


	Further tasks
	Editing a root or branch
	Editing a label
	Selecting several branches
	Formatting a branch

	Changing the look of a mind map
	Compacting a mind map

	Moving a branch
	Disabling Auto-layout
	Cutting, copying and pasting a branch

	Moving a picture
	Creating a legend
	Filtering a mind map
	Defining a filter
	Other filter operations

	Focusing on a branch
	Presenting a mind map
	Zooming in and out
	Using the Multimedia Catalog
	Overview of the Multimedia Catalog
	Browsing the Multimedia Catalog
	Using the Favorites category
	Searching the Multimedia Catalog
	Adding elements to the Multimedia Catalog
	Renaming an element
	Deleting an element
	Creating a category within the User Area
	Connecting a category to an external folder within the User Area
	Resetting the Multimedia Catalog

	Using the overview panel
	Using the inspectors
	Displaying inspectors in separate windows

	Using the object list
	Manipulating objects in the object list inspector

	Finding and replacing text
	Creating branch connections
	Creating a branch connection
	Changing the curve of a branch connection
	Activating a branch connection
	Making a branch connection start or end on a different branch
	Deleting a branch connection
	Branch connection properties

	Creating links
	Inserting a Hyperlink on a branch
	File link
	Folder link
	Web link
	Email link

	Activating a Hyperlink
	Inserting a link to a Picture object on a branch
	Object properties

	Inserting a new map
	Inserting a new map in the view
	Attaching a newly created map to an existing map
	Moving a map to a separate document

	Detaching a branch
	Detaching a branch to the same document
	Detaching a branch to a new document


	Views
	Using different views
	Using the mind map view
	Using the Top Down views
	Using the Left/Right view
	Using the Timeline view
	Working in the Timeline Outline
	Viewing the timeline
	Viewing the events
	Zooming in and out
	Expanding and compressing
	Inserting time breaks
	Focusing on part of the timeline

	Timeline viewing modes
	Flat display
	Level display

	Working in the timeline
	Exporting the timeline

	Using the Outline view
	Inserting and deleting branches
	Moving a branch
	Cutting, copying and pasting branches
	Adding objects and elements
	Properties

	Using the Gannt view
	Using the Gantt view
	Accessing the Gantt view
	Elements of the Gantt view
	Using the Gantt Outline
	Viewing the Gantt Chart
	Customizing the Gantt Chart
	Customizing the task bars


	Setting up a project plan
	Defining the global project settings
	Scheduling
	Defining working hours
	Currency options

	Defining calendars
	Editing the default and project calendars
	Modifying the calendars
	Displaying a particular day
	Selecting one or more days
	Editing one or more days
	Saving and restoring defaults
	Importing and exporting calendars


	Editing resource calendars

	Entering and editing tasks
	Entering a task duration
	Specifying start and end dates
	Grouping tasks
	Specifying other task properties

	Assigning resources
	Assigning resources to tasks
	Setting up a global resources list
	Defining resource calendars
	Understanding effort-driven scheduling

	Using scheduling task types
	Understanding task types
	Fixed Units tasks
	Fixed Work tasks
	Fixed Duration tasks
	Summary

	Changing the task type

	Using links
	Linking tasks
	Unlinking tasks
	Defining lead or lag time
	Using other task relationships
	Example


	Using constraints
	Constraint types
	Example

	Interaction between task dependency links and constraints
	Setting a constraint

	Enhancing a project plan
	Adding notes
	Viewing the critical path
	Setting milestones
	Setting deadlines
	Assigning priorities
	Setting completion values
	Hiding the bar of a task
	Making a task inactive
	Customizing the Gantt chart display

	Reviewing a project plan
	Checking deadlines
	Checking the project end date
	Checking the project start date
	Checking the dependencies
	Checking the constraints
	Looking for gaps
	Checking the critical path

	Exporting a project plan
	Printing a project plan


	Spellchecking
	Checking spelling

	Printing
	Printing a mind map
	Using the Print View


	Exporting
	Exporting: introduction
	Exporting to HTML
	Exporting to HTML: overview
	Export modes
	Relationship between MindView and HTML elements and objects

	Exporting to HTML: quick export
	Exporting to HTML: standard export
	Selecting a template
	Preview
	Customizing the General properties (optional)
	Customizing the Top Bar (optional)
	Customizing the Side Bar (optional)
	Customizing the Content Area (optional)
	Saving the customized template (optional)

	Options
	Placing the objects on the page
	Moving and resizing objects



	Exporting to Word
	Exporting to Word format
	Export modes
	Relationship between MindView and Word elements and objects
	Quick export
	Standard export


	Exporting to PowerPoint
	Exporting to PowerPoint format
	Export modes
	Relationship between MindView and PowerPoint elements and objects
	Quick export
	Standard export


	Exporting to RTF
	Exporting to RTF
	Export modes
	Relationship between MindView and RTF elements and objects
	Quick export
	Standard export


	Exporting to XML
	Exporting to XML
	Procedure


	Exporting as picture
	Exporting as picture
	Quick export
	Standard export


	Pack and unpack
	Pack and unpack
	Additional folders
	Merging packed mind maps into a master map



	Importing
	Importing: introduction
	Importing from Word
	Importing from Word format
	Procedure
	Relationship between Word and MindView elements and objects


	Importing from PowerPoint
	Importing from PowerPoint format
	Procedure




	Reference
	Format bar
	Inspectors and properties: Overview
	Branch inspector
	Title
	Frame
	Line
	Timeline Info
	Options
	Boundary

	Connection inspector
	Branch Connection
	Connection Line

	Floating Comment inspector
	Comment
	Comment Frame
	Connection Line

	Left/Right View inspector
	Document Info
	Display Options
	Branch Spacing
	Document Time Scale
	Default Colors

	Mind Map View inspector
	Document Info
	Display Options
	Branch Spacing
	Document Time Scale
	Default Colors

	Object list inspector
	Text note object
	Text file object
	Picture file object
	Video file object
	Sound file object
	Flash file object
	Hyperlink

	Outline View inspector
	Document Info
	Document Time Scale
	Numbering

	Picture inspector
	Picture
	Picture Size & Opacity
	Connection Line
	Picture File

	Power Filter inspector
	Print View inspector
	Author
	Orientation
	Page Spread
	Scaling
	Print Area
	Document Information

	Root Branch inspector
	Title
	Frame
	Timeline Info

	Timeline View inspector
	Document Info
	Document Time Scale
	Display Options
	Spacing
	Default Colors

	Gantt View inspector
	Document Info
	Document Type
	Project
	Colors
	Gantt Time Scale
	Numbering

	Task inspector
	Time Information
	Task Bar
	Task Frame
	Task Information

	Top Down View inspectors
	Document Info
	Display Options
	Branch Spacing
	Document Time Scale
	Default Colors


	Shortcuts
	Keyboard shortcuts

	Index



