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Trademarks

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

Mind Map and Mind Mapping are registered trademarks of the Buzan Organisation.

Microsoft, Microsoft Office, Microsoft SharePoint, Microsoft Office 365, 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.

Netscape is a registered trademark of Netscape Communications.
Flash is a trademark of Adobe Systems Inc. (formerly Macromedia, Inc.).

WorldCat and the WorldCat logo are trademarks/service marks of OCLC Online Computer Library
Center, Inc.

Nuance, the Nuance logos, the Dragon logos, Dragon NaturallySpeaking, NaturallySpeaking,
DragonBar and Select-and-Say are trademarks or registered trademarks of Nuance
Communications, Inc. or its affiliates in the United States and/or other countries.

YouTube is a trademark of Google Inc.

Dropbox is a trademark of Dropbox, Inc.

Certain portions of Word Prediction copyright © Texthelp Ltd 2015

Other brand or product names are trademarks or registered trademarks of their respective holders.

This Product is copyrighted © 2002-2015 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 © 2002-2015 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 partition, blade, external hard drive, Flash drive etc. is considered to be a
separate device.
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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.

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.

Some educational multi-user licenses offer home use rights for teachers (and students). Any
additional licenses 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

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

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.

SUGGESTIONS

MatchWare will have worldwide, irrevocable, royalty-free, perpetual license to use, develop and include in the
Product any suggestions, recommendations or improvement requests or feedback from you, including users, to
the Product.

CUSTOMER REFERENCE

Either party may include the other party in a customer or vendor list. You also agree to consider the following
upon request from MatchWare: (i) participate in case studies and in Return of Investment studies, (ii) serve as a
reference, link exchange and use of your logo as reference on MatchWare’s web site, (iii) collaborate on press
releases announcing the relationship.

U.S. GOVERNMENT RESTRICTED RIGHTS

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

Who you are contracting with and the Governing Law and Jurisdiction applicable to this Agreement
depend on the country in which you are domiciled:



Domicile

North, South or
Central America,
Australia and New
Zealand

Scandinavia

Germany, Austria,
Switzerland

UK, France and
Rest of the World

MatchWare Entity

MatchWare Inc.
311 S. Brevard Ave.
Tampa, FL 33606
USA

MatchWare A/S

P. Hiort-Lorenzens Vej
2A, st. th.

8000 Aarhus C
Denmark

MatchWare GmbH
Telemannstr. 21
20255 Hamburg
Germany

MatchWare Ltd.
9-11 The Quadrant
Richmond, Surrey
TW1 1BP

UK

Send Notices to:

Legal Department
Fax: + 1-813-254-6654

Legal Department
Fax: +4587303501

Legal Department
Fax: +4940543789

Legal Department
Fax: +442083322170

Introduction

Governing Law

Florida and controlling
United States Federal Law

Danish Law

German Law

UK Law

This Agreement constitutes the entire agreement between the parties with respect to the Product
licensed under these terms, and it supersedes all prior or contemporaneous agreement,
arrangement and understanding regarding such subject matter. No amendment to or modification of
the Agreement will be binding unless in writing and signed by MatchWare. If any provision of the
Agreement shall be held by a court of competent jurisdiction to be contrary to law, that provision will
be enforced to the maximum extent permissible and the remaining provisions of this Agreement will
remain in full force and effect.
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Welcome

MATCHWARE

Copynght © 2002-2015 MatchWare A'S_ All nghts reserved.

Welcome to MatchWare® MindView ™, the perfect tool for businesses, educators and students who
need to organize information! Easy to learn and easy to use, MindView is a highly effective way of
brainstorming, developing and structuring ideas visually. Ideal for use by individuals, small
teams or large groups, MindView generates illustrated mind maps® which you can use in
presentations, reports, web sites and more. With a comprehensive range of export options to
Microsoft® Office applications, HTML and other formats, MindView is an effective and versatile
concept development tool.

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

ldeg =0 7 ST |dea
(& L\[dee) Qdea S
ldea =—" . (' - s  |des
Subject
ldea H - f-—b— ldea
L\deo - L\dea
ldea —=—" T |dea

Mind maps have been demonstrated to help individuals and businesses achieve higher levels of
performance by increasing productivity and organization skills.

Outlining written documents

Using the Mind Mapping technique makes it very easy to outline your written documents such as
meeting agendas, proposals and marketing plans. MindView allows you to brainstorm ideas for your
main topics in a completely free and non-linear way. One of the great benefits of using MindView, as
opposed to brainstorming 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 listing
them.

When you export your mind map to Microsoft® Word, you can choose from a variety of creative
templates designed to give your document a professional look instantly. Main ideas are exported as
main headings, sub-ideas are exported as sub-headings and so on. All the text notes, comments,
pictures and other elements which you have placed on the mind map are also exported. This means
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that you can actually start writing your report while brainstorming in MindView, as the complete text
is included in the exported Word document.
Once you start developing your document in Word, you may realize that you have forgotten some
key ideas that you would like to brainstorm in MindView first. All you need to do in that case is to
import your Word document back into MindView, add the new ideas to your mind map, and then re-

export to Word.

Working with numbers

The Calculation module of MindView allows you to add numerical values to the branches of your
mind map, for example sales numbers, costs, exchange rates and so on, as well as formulas to
carry out calculations on the values. Built-in functions allow you to display values automatically rolled
up from lower sub-branches to higher ones. You can also insert text values to add important
information to your branches.

If for instance you have created a mind map to track worldwide sales, you can then export it as an

Microsoft® Excel spreadsheet in order to continue working directly in Excel.

Conversely, you can also import an Excel spreadsheet in MindView. Numerical values and formulas
(provided they are supported by MindView) will be preserved in the mind map created by this

process.

Sales of units

Units sobld  40,840.00
Profit TEO1EZ 44

Morth America

Units sold  27,950.00

Profit FR2570.80

Europe

Units sold  12,884.00
Profit F12611.64

Working with task lists

Use Mind Mapping to brainstorm, visualize and organize your tasks. Then convert your mind map
into a detailed implementation plan by adding task information such as dates, resources, priorities
and completion percentages.
Task lists can be created in an instant and displayed in the Outline view or exported to Microsoft®
Outlook. You can also import task lists from Outlook and synchronize information between

MindView and Outlook to eliminate redundancies.

USA |

Units sold 25,456.00
Coostiunit 2.30
Selling pricewnit .10
Exch rate (3) 1000
Profit FAREZ0.8D
Sslesperson Amy Jones

Canada

Units sokd 2.500.00
C o t/uniit 52.30
Selling priceunit .00
Exch rate (3) 0.790
Profit $6T50.00
Salesperson Celeste Pigot

Germany |
Units sokd 5.632.00
Cost unit 2.3
Selling pricewmnit 211
Exch rate () 1.250
Profit 34561.52

Salesperson  Gerhard Weber

UK

Units sold T,252.00

Cost/unit 52.00
Selling priceunit .11
Exch rate () 1.400
Profit $8045.72
Eslesperson Brian Jones
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Working with project plans

The MindView Gantt view is a specialized view, dedicated to the creation, editing and management
of project plans according to the rules of project management.

MindView lets you build, view and manage complex project plans in the Gantt view. Setup deadlines,
milestones and dependencies while keeping an eye on the critical path to ensure your team delivers
on time every time.

If necessary, you can easily export your project plan to Microsoft® Project to take advantage of its
advanced project management capabilities. You can also import existing project plans directly from
Microsoft Project or via the Microsoft Project XML format if you prefer to use the easy-to-understand,
visual MindView interface.
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[ # Fradect Launch TL.EG duys  ALBSHT
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1 = Planming 14 days BEUST AT I .r — ad |
1 Bt e Ammy RRENT RN L...._...J' ek AT
] #  [alne merch plen conp . 2 e HASOOT | 13Een | e + Daea ek caponaen
[ | PEERPRPERY - TINENNT MR LT rwira mepericasiac
? Salup bigel 4 swyn AT MR i) e kg
[] Satup e wnd rasd | 3 dewn JAREONNT | A TORCTOT g mraita d madra
9 S e adins wethawis ) e ELi e iy 0T SRELELIT P PR |
I #  Seupbenchrais . NS0T | 1ROLGIO [ = |
u FrEpere ouponls M. | 5Bl TAAECNT p iy s ) | Pospan sogparms s ias
12 & 5 Produdroed e ey FEGRT AT r
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Working with timelines

The MindView Timeline view is a great way of displaying time-related information such as company
history, marketing plans, production plans and historical data. 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, weekly or daily) let you tailor the timeline to suit
your needs. You can zoom in or out, expand or contract the timeline scale, and condense empty
stretches of the timeline by inserting break marks.

| President of Bonrd of Teade 1908 1o 1900 -

Heame Sncaetary 1910 1o 1511

Firsl bD-DlL puhlllhid

Asmry sareics in France

| 1905 de TN o
Comenvsiie member af
Wal Gﬂrm o, | pailiamant 1924 1o 1955
Canmmraative sembar of Iarllanu i Clpmenting Minited of munitions Chancelis of the

T parliamest T30 52 1304 Hoxies 1908 | LEAERERERE] | Esichisgues 1924 1o 1929
| Early cafeer Sendherst 18331838 Libsernl member of First Laed of the Secretary of Staie for War Thee palitical wilderness
Harrow schaol 1BIE 1897 | Anmy servicn 1558 1859 pullnmtm'l!lhlnmt _.I.Inimlrfﬂ‘l'luﬂﬂ e 1331 1538 io 15035
Bk [0 G % P9 96 N1 W 0 H 2 00 O (8 B W1 @ 0 a0 i1 A2 b 34 @ % A0 0 0 i G o b [I5 M 0T B0 B PM B B W om P K

Working on presentations and web sites

MindView has been optimized for storyboarding and planning web sites and multimedia
presentations, which you can then export to Microsoft® PowerPoint or HTML:

# \When storyboarding presentations, an idea in your mind map represents a slide (PowerPoint)
in your presentation, a sub-idea represents a sub-slide and so on.
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® 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 PowerPoint or HTML and
displayed on their respective pages.

# MindView lets you create hyperlinks, branch connections and other interactivity that is also
included when exporting.

® The Export Wizards include a range of ready-made templates with built-in navigation, which
you are free to customize and save for further use.

# 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!

# Once exported, you can import your PowerPoint presentation back into MindView if you need
to storyboard more pages or slides.

Using the ready-made templates

MindView provides you with detailed business templates for use in the standard Mind Mapping
views, as well as ready-made project plans specific to the Gantt view, covering a range of common
business activities.

You can base your own documents on any of these templates, and customize them as required to
meet your particular needs. Comments and suggestions for expansion are given in their notes and
pop-up comments.
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What's new in MindView 6

' "'" MindView 6 has many new features which are fully described in this documentation. Here is a
brief description of the most important enhancements.

Document type

Default document type: The default MindView document type is Project Management. For the AT
version only, the default document type is Task Management. The document type can be changed

from the Task/Timeline panel. For more information on changing the document type, see "Inserting
timeline data" and "Inserting task data".

Interface

Enhanced user interface: The DPI (dots per inch) sizes of the user interface have been increased
for a better visual experience.

Backstage view: MindView has been updated with the Backstage view found in Microsoft Office
2013. When you launch the program or access the File menu, you get a full screen of file options
including commands for opening, saving and sharing mind maps, setting up MindView and much
more.

New Print Preview dialog: The Print Preview dialog (part of the Backstage view) has been
improved. For more information, see "Printing a mind map".

Quick Start panel: You can now quickly access tutorial videos and other content from MatchWare's
YouTube channel from the new Quick Start panel. For more information on displaying this panel, see
"Setting up your workspace”.

Editable column order: You can change the order of the columns in the Outline view simply by
dragging the columns. For more information, see "Using the Outline view".

Improved branch selection: The branch selection in MindView has been improved.

Navigation

New Touch Mode: MindView now includes a Touch Mode for computers with touch screens. When
activated, Touch Mode lets you zoom and pan your mind map and open context menus using your
fingers. For more information, see "Working in Touch Mode".

Smart Nav: The new Smart Nav toolbar can be displayed on top of all other user interface elements
and may be placed wherever you want on the screen. It provides easy access to four navigation
options that greatly simplify navigation in large mind maps. For more information, see "Viewing a
mind map".

Enhanced keyboard navigation: You can now use the Up, Down, Left and Right keys to navigate
from a sub-branch to another sub-branch and also from a branch to a floating item (picture or
comment). To move a selected picture or comment, hold down the Ctrl key while using the arrow
keys. For more information on keyboard shortcuts in MindView, see "Keyboard shortcuts".

View

Preset filters: If you use items such as icons or legends in your mind map, these items are
automatically added to the Filter menu so you do not need to create a filter if you want to filter by
them. For more information, see "Filtering a mind map".

Filter Highlighter: The Filter Highlighter focuses on the branches defined by your filter but does not
hide the remaining branches. In this way, the context of your filtered branches is always visible. For
more information, see "Filtering a mind map".

Enhanced Legend features: You may now filter or highlight branches in your mind map directly
from the Legend panel. For more information, see "Working with legends".

Filtering by calculation values: You can filter by calculation values defined in your mind map. For
more information, see "Filtering a mind map". For more information on using calculation values, see
"Inserting calculation values".
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Viewing calculation values in Gantt and Outline views: You can now view calculation values
(text or numbers) in the Gantt and Outline views, and the values can be edited directly. For more
information on customizing the Gantt and Outline views, see "Using the Gantt view" and "Using the
Outline view".

Editable bar height in Gantt view: You may change the height of bars, task bars, summary bars
and milestone bars in your Gantt chart using four new properties. For more information, see "Branch
properties: General tab" and "View properties: General tab".

Editing and formatting

Predictive Suggestions: MindView can now provide suggestions as you type on branches and in
text notes. You can set up the feature to use different suggestion sources, and you may add, edit or
delete suggestion sources as desired. For more information, see "Using predictive suggestions" and
"Setting up predictive suggestions".

Mini Toolbar: When you right-click the workspace, a branch or a text note, MindView displays a
small floating toolbar containing features relevant to the view you are in. This saves you having to
search for formatting commands or other options in the ribbon.

Capturing text and images: You can use the new Capture toolbar to quickly capture text and
images from any source and insert them in your mind map as text notes or images. The sources of
your captured text and images are automatically added to the list of sources for the document. For
more information, see "Capturing text and images".

Improved calculation values: You can now edit calculation values directly on the branches of your
mind map, and you can now also insert text values on branches. For more information, see
"Inserting calculation values".

Hyperlinks to online workspaces: You can now create hyperlinks directly to a file stored on the
MatchWare Shared Workspace or Microsoft SharePoint. For more information, see "Creating
hyperlinks".

New map styles: 5 new map styles are included in MindView 6.

New icons: You can use several new icons in MindView 6.

Collaboration

Microsoft Office 365: MindView can now open and save files on Microsoft Office 365. For more
information, see "Opening and saving online documents".

Import and export

New templates: MindView now contains new Microsoft Word templates.

Bibliography: You can export sources defined in your MindView document in a custom bibliography
XML format and import bibliographies saved in the same format as sources into your MindView
documents.
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Important terms

Many of the terms used in MindView belong to the standard Windows terminology. Some terms,
however, are specific to MindView or related to the Mind Map concept and may be unfamiliar to you.

Attachments and hyperlinks

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 URL links, which you can activate from
within the mind map. These objects are listed in the MindView Object list, and can all be exported
when exporting your map to a different format. See "Attaching objects" and "Creating hyperlinks" 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-headed line joining the source branch to the end
branch. See "Creating branch connections" for more information.

Calculation values

MindView allows you to add values to the branches of your mind map, for example sales numbers,
costs, exchange rates and so on, as well as formulas to carry out calculations on the values. You
enter values using the Calculation panel, accessed from a tab on the right of the workspace.

For more information, see "Inserting calculation values".

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

Each MindView document you create opens in a separate tab bearing the name of the document. A
MindView document can contain several maps. You can also keep several documents open at the
same time in MindView. MindView documents are saved with the extension .mvdx. 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 or a picture. You can
also export to HTML and XML.

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

The MindView Gantt view 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

Not only can you export your document to PowerPoint, Word, Excel, Outlook or Microsoft Project,
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 or
Microsoft Project as well as task lists from Outlook and XML documents.

See the section "Importing" for more information.

Icons

MindView lets you place icons on the branches of your mind map to attract attention or illustrate a
particular idea. 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.
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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 a 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.

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,
hyperlinks 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. This is a good view to use
when brainstorming ideas for a mind map without worrying about evaluating or structuring them. See
"Using different views" 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 & Unpack

This feature allows you to distribute your mind map to other users very easily. With a few mouse
clicks, you can create a packed map containing all the pictures and files you may have attached to it,
ready to be accessed over the network or distributed by email. See "Packing a mind map" 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.

Project plan

A project plan is a series of interdependent tasks that need to be performed in a particular order. A
project plan has a specific start date, corresponding to the start of the first task, and a specific end
date, corresponding to the end of the last task and the completion of the project. If one task runs
late, all the tasks that are dependent on the delayed task are affected and their dates are
automatically recalculated. MindView lets you build, view and manage complex project plans in the
Gantt view. See "Using the Gantt view" for more information about project plans and project
management.

MindView also supports the creation of task lists, which are much simpler than project plans. See the
definition of a task list in this topic.

Root

The root is the central block that appears when you create a new mind map. It represents the
subject of the map. Any branch that you attach directly to the root is a main branch. See "Inserting
branches" 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.

Task list

A task list is a series of individual tasks which are not connected to each other. If one task is
delayed, this has no effect on any of the other tasks. MindView lets you add task information such as
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dates, priorities and resources to the branches of your document in order to create simple task lists.
See "Inserting task data" for more details.

MindView also lets you build and manage project plans, which are more complex than task lists. See
the definition of a project plan in this topic.

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. Templates are saved with the extension .mvtx.

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.
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MindView Installation

Stand-alone installation

#* Insert the DVD in the drive.
# Follow the instructions on the screen when the MindView Install program starts.
If the MindView Install program does not start automatically:
# Choose Start - Run.
# Type the following:
X:\start.exe
where X represents the DVD drive letter.

@ MindView uses the Windows locale settings for items like date formats and thousands
separators. If you change the Windows locale while MindView is running, close and restart the
application.

Administrative installation (system administrators only)

The Windows® Installer can perform an administrative installation of an application or product to a
network for use by a workgroup. An administrative installation installs a source image of the
application onto the network that is similar to a source image on a DVD. The administrative
installation package can then be pushed by system administrators to client computers in a domain
via Group Policies.

To find out more about Windows® Installer and administrative installations, please refer to the
Microsoft web site.

Creating an administrative installation

Administrators can create an administrative installation from the command line by using the /a
command line option.

# Choose Start - Run.
#» Type the following:
msiexec.exe /a X:\install\setup.msi
where X represents the DVD drive letter.
(please check the location of the setup.msi on the DVD)
# Specify the following in the dialog that appears:
» Where you want to unpack the .msi file
# The user name and company name to use as default
®» The serial number

> (optional) Check 'Force activation when MindView is run' if you want MindView to be
automatically activated the first time the program runs.

#» (optional) Check 'Automatically activate during installation' if you want to activate MindView
during installation.

@ These two activation options are "silent” (i.e. they do not display any messages).

Q The above options are stored in a file called "admin.ini" in the destination folder. You can edit
this file using a text editor like Notepad if you want to change the options without making a new
administrative installation.
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Applying a patch package to an administrative installation
# Choose Start - Run.
* Type:

msiexec.exe /p <path to .msp file> /a <path to administrative .msi
file>

Members of the workgroup using MindView must then reinstall the application from the new
administrative source image to receive the update.

To completely reinstall the application and cache the updated .msi file on their computer, users may
enter either of the following commands:

* msiexec.exe /fvomus //server/<administrative .msi file>

®* msiexec.exe /1 //server//<administrative .msi file> REINSTALL=ALL
REINSTALLMODE=vomus

Troubleshooting

Changing the location of the activation file
By default, the activation data is stored in:
C:\ProgramData\mwas\MindView6.0.mwas

In some rare situations, client computers may be setup with restricted access to the above folder,
and this will cause the activation file not to be saved. If you have a client server system setup in this
way, you can move the activation file to another location by adding an entry to the admin.ini file as
follows:

[Activation]
mwas=c:\different folder with write access\MindView6.0.mwas

Storing several activation files on the server

You can store several activation files in the same folder of the server by adding an entry to the
admin.ini file as follows:

[Activation]

mwas=\\server\activations\MindView6.0_%COMPUTERNAME%.mwas
Where:

server = the name of the server

activations = the share name on the server

%COMPUTERNAME% will be replaced with the client computer name

Problem applying a patch
Q. Nothing happens when | double-click the patch file (ex. patch.msp).
A. The .msp file extension may be allocated to an application other than the Windows installer.
In this case, you can apply the patch as follows:
# Chose Start - Run.
# Type the following command:
msiexec.exe /p c:\temp\patch.msp
(assuming that you have copied the .msp file to c:\temp)
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Getting help
The MindView documentation is provided as online help in the program.
Online Help

You can access the online help system by pressing F1 or by clicking the small question mark ﬂ' on
the top right of the MindView window.

To obtain help on a particular dialog, click the small question mark &Iéj on the top right of
the dialog in question.

Quick Start Panel

You can access tutorial videos and other content from MatchWare's YouTube channel from the
Quick Start panel. For more information on showing and hiding MindView panels, see "Setting up

your workspace".
The FAQ Knowledge Base

For additional information, please refer to our FAQ Knowledge Base:
http://fag.matchware.com/en/

As well as answering the most commonly asked technical questions concerning the MatchWare
products, this database allows you to post comments and send questions to MatchWare.

Service Packs

If you encounter a problem that you are not able to solve by referring to the FAQ, check that you
have installed the latest MindView service pack available. MatchWare releases service packs
regularly to provide enhancements and correct errors reported by its users.

You can find service packs for MatchWare products at:
http://www.matchware.com/en/support/default.htm

MatchWare Web Site

The MatchWare web site contains extensive information on all the products offered, as well as
tutorials, templates and reviews. Updates are posted regularly. To see what is currently available,
please visit;

http://www.matchware.com/en

Reporting a problem

To report a problem, bug or any other error in MindView, please send a message to MatchWare via
our FAQ Knowledge Base:

http://fag.matchware.com/en/

MatchWare is registered with the Windows® Quality Online Services. In the unfortunate event of an
application failure, the Windows Error Reporting system will capture relevant product data and
enable you to forward this data to MatchWare automatically.
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Quick Start

Introduction

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

The map we are going to create here is about planning a weekly meeting.
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The complete mind map, "Weekly Meeting.mvdx", can be found in the MindView program folder, in
"...\MatchWare\MindView 6.0\QuickStart".

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 and choose Mind Map under New in the Backstage view.

A% If you have closed the Backstage view, you can re-open it by pressing Ctrl + N.
New
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In this Quick Start, we will use the Mind Map view, which is the default view in MindView.
Your new map appears with the root block ready for you to fill in.
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Subject

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

Weekly Meeting

The default file name "Weekly Meeting" is now shown on the document tab.
@ Weekly meeting* =

The asterisk to the right of the name indicates that the document contains data which has not yet
been saved.

Inserting the main branches

[E'!' 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.
# Press Enter.
The first branch is now visible. Its default label is "Idea".
#* Type "Opening remarks" and press Enter.
# Press Enter again to insert the second branch.
# Type "Budget" and press Enter.
.

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.

Closing remarks f-----==cc=coc cocmmmcmcaood Cipening remarks

Relocations f-----==cmmcu= S Budget

Inserting the sub-branches

%"f:l We now want to insert some sub-branches, corresponding to the sub-topics of our main
topics.

* To add the first sub-branch to the Opening remarks topic, click the corresponding branch to
select it and press Insert.

» Type "Welcome" and press Enter.
# Press Enter again to add the second sub-branch.
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#* Type "Objectives" and press Enter.
# Type "Previous minutes" and press Enter.
* Now select the "Budget" branch and press Insert to add its first sub-branch.
# Continue in the same way until you have added all the other sub-branches shown below.
Weleome
Minutes |- : - Opening remarks F-i--. Objactives
'ﬂ Closing remarks |----=-=====-~ [

Next meeting 5___: : i—-| Previous minutes

| Overall statue | --- Overall status

: S 1 i == Cverspent areas
. Budget in--- Revisw :n-i-- Underspent arsas
Responsibilitiss |- | 11

Conidngency

--+ Next year

Q To correct typing errors, select the relevant branch and click the label. Then place the cursor at
the required position, press Delete or Backspace to remove the incorrect characters, type the correct
ones and press Enter.

Saving the document
Let us save the work we have done so far before going on to the second step.

» Click the Save Document icon k in the Quick Access Toolbar or press Ctrl + S.

# Inthe Save As tab that opens, click Browse to choose a folder, enter a file name for your new
mind map and click Save.

The default file name, derived from the subject of the map, is "Weekly Meeting.mvdx".

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.

Choosing a style
MindView contains galleries of predefined layouts and styles, which allow you to apply branch
shapes, branch colors and other coordinated attributes in one step.

# Click the Design tab in the main menu.

This tab contains all the design options applicable to the current view, in this case the Mind Map
view.

# Browse through the Layouts gallery to choose your preferred layout.

As you browse through the options, MindView shows you an immediate preview of their effect on the
map. To apply a particular option, just click it. As we are designing a standard mind map, we are
going to keep the default layout.

# Browse through the Styles gallery to choose your preferred style.

#» (optional) To further customize the visual aspect of your map, explore the options available in
the Effects and Properties panels.

All the design options you choose here apply to the entire map. You can come back to this Design
tab at any stage to change or add design options to your map. You might even prefer to leave the
design phase to the end, once you have put in place all the contents of your map.
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As well as specifying global design options, MindView lets you apply different design effects to
individual branches of the map, as we will see at the end of this Quick Start.

Inserting pictures

— |t is considered 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:

# Click the View tab in the main menu.
# Click Show/Hide | Panels and choose Multimedia Catalog.
The Multimedia Catalog opens.
# Click the Search for field of the Multimedia Catalog and type "meeting".
Various pictures appear in the Multimedia Catalog display area.

Multimedia Catalog

Search for; meeting

Searchin: | Al v]

¢ User Area
k Z] Clipart

I Favorites

o Recent

(@& Search Results (6 found)
%; 1‘2!‘\‘ #—_:-‘
\>/ xI

#» Drag the picture of the meeting over the root block and let go of the mouse button.

The root block now contains a picture of a meeting.
This type of picture, which "sits" on the branch to which it belongs, is called a "branch picture".

Weekly Meeting

We also have a picture of a removal truck which we are going to insert as a "floating picture" to
illustrate the Relocations branch.

* Click the Relocations branch to select it.
# Click the Insert tab in the main menu.

# Choose Pictures | Floating Picture.
=

Browse to "...\MatchWare\MindView 6.0\QuickStart" in the Program Files folder, select the file
"Truck.png" and click Open.

A picture of a truck now appears on the map. You can move this picture wherever convenient by
dragging it with the mouse. Note that a thin line connects it to the branch to which it belongs.
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Overall status  |--

1
I
1
i
Timescale |---4 Relocations
I
I
I
I
I
I

Responsibilities  |--

Inserting icons

-—— Inserting icons on the map is a useful way of attracting attention or illustrating a particular
idea.

# Select the Budget branch.
# Click the Insert tab in the main menu.
# Click the small arrow under the Icons icon at the far right.
# Click the dollar sign icon in the Standard icon palette.
Standard
L1SEEVvOOQ
T /70X AQ &

The icon now appears next to the branch label name.

§ Budget =+E-

# Select the Relocations branch and add the red flag icon to it to indicate that the deadline for the
office move is approaching.

-+ |™ Relocations
I

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.

= Ifitis not already visible, open the Text Note editor by choosing View | Show/Hide | Panels |
Text Note Editor.

# Select the Closing remarks branch and type the following text (or any other) in the Text Note
editor.

25



Quick Start

Text Mote Editor

E---|---1---|---2---|---3---

The next meeting is crucial:

Perhaps we could extend our list of attendees.
Also need to decide:

1. Timing

2 \enue|

4

ﬂ E?} The next meeting is... 2

As soon as you click the Text Note editor window, an Edit tab appears at the right of the ribbon
to help you format your note.
Format the text to your liking and click outside the Text Note editor.

A paperclip icon U now appears to the right of the Closing remarks branch label, indicating
that this branch contains an object.

@ Closing remarks [J

I =| The next meeting is...|

Inserting comments
“— We would also like to insert a couple of shorter comments and reminders in our map.

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.

W
S

Click the Relocations branch to select it.

Choose Insert | Text | Floating Comment in the main menu.

A floating comment box opens with the default text "Insert Floating Comment".
Enter the text of the floating comment as shown below and press Enter.

(optional) Move the floating comment by dragging it wherever convenient.
|

2 |™ Relocations

Flanned for summer

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.

5

Select the Opening remarks branch. This time, rather than using the main menu, press F11
(MindView's more commonly used commands have function key equivalents).

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

Opening remarks X

Dan't forget to welcome any
new employees.
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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, and edit it by clicking the icon.

Cpening remarks [M -

Attaching a file

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

# Click the Budget branch to select it.
# Choose Insert | Links | Attachment in the main menu.
» Browse to "...\MatchWare\MindView 6.0\QuickStart", select "Budget.xlIs" and click OK.

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

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

$ Budget [ B Review m-
E_)I Budget.xls i

Assuming Microsoft® Excel is installed on your computer, all you have to do to view the spreadsheet
is to click the attachment in this list.

The attachment is also listed in the Object list for the branch.
* To view the Object list, choose View | Show/Hide | Panels | Object List in the main menu.
Object List - X
EBudgetxls

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.

# Choose Insert | Links | Branch Connection in the main menu.
The mouse pointer changes shape.

#* Move the mouse pointer to the Underspent areas branch, click it, drag the pointer to the Next
year branch until it gets highlighted and let go of the mouse button.

A line now joins the Underspent areas branch to the Next year branch, indicating that the two
branches are related.

Review ug Underspent areas ]l
Contingency

- Mext year

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

Object List - X
" Next year

Formatting the branches

DE To finish off our map, we are going to add boundaries around the main branches.

At the start of this topic, we have seen how to choose global design options for the view using the
Design tab.

If required, you can also apply specific design options to individual branches using the Format tab.
# Click the Opening remarks branch to select it.
# Click the Format tab that appears at the right of the ribbon.

This tab contains all the commands that are specific to the selected object, in this case the
Opening remarks branch.

# Click the Boundary icon in the Boundary group.
# (optional) To choose a fill color for the boundary, click the small arrow under the Fill Color

icon. This also lets you apply a color gradient, choose the direction of the gradient and change
the start and end color of the gradient.

#» (optional) To choose an outline style for the boundary, click the small arrow under the Outline
icon. This lets you choose a different color for the outline, a different width or a different line

type.

-= Welcome

i— Opening remarks [ n-i—— Objectives

— -~ Previous minutes

Properties - 0 X
ﬂ General Text ﬂ
Text Opening remarks

Fill Type Selid Bl
Fill Color1 [

Outline Color -

Outline Width P

Line Color -

Line Width 15

Boundary Cd

Boundary Fill Type Solid [~
Boundary Fill Color1 L]

Boundary Qutline Color e
Boundary Cutline Width 1
Boundary Outline Roundne: 8

Boundary Qutline Dash Styli Selid |z|
Include in Export v
Task Active Cd
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You can of course also use the Format tab to customize your branches further, by changing their
shape, the color of their background and/or outline, the color and width of the line joining the branch
to its parent branch and so on.

Q If after experimenting with all these options, you want to restore your branches to the default
style you chose for the view at the start of this topic, just press Reset Style.

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. Please refer to the User Guide for more information about any of the features described
here.
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Setting up

Setting up your workspace

The MindView window is made up of several components:
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# The File menu is displayed in the upper left corner of the MindView window. It contains
commands affecting the entire document, such as New, Open, Save, Print or Export.
® The Quick Access Toolbar is a component of the Microsoft Office interface. Itis a
customizable toolbar that is available at all times, regardless of the menu tab currently open on
the ribbon. By default, it is located in the top left corner of the MindView window.
# The Ribbon is also a component of the Microsoft Office interface. Its tabs, corresponding to

the main activities in MindView, contain all the necessary commands, options and icons,
organized in groups. It is designed to help you quickly find the commands that you need to
complete a task.

The Design tab that appears at the right of the ribbon is a special tab. It contains all the design
options applicable to the current view.

When a particular branch or map element is selected, a Format tab may appear after the
Design tab. It contains all the commands that are specific to the selected object.

Three Panels can be displayed on the right of the MindView window.
The Workspace is the area you use to design your document.

Customizing the Quick Access Toolbar

The Quick Access Toolbar contains the most frequently used commands. By default, it is located in
the top left corner of the MindView window.

N

ELAREE

FILE HOME
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You can customize the Quick Access Toolbar by adding frequently used commands to it, or moving
it closer to the workspace area:

# Click the Customize Quick Access Toolbar arrow = on the right of the toolbar.
Customize Quick Access Toolbar

Mew
COpen
Save

+  Undo

+ Redo
100%
Fit All

+  Touch/Mouse Mode

Fore Commands...

Show Below the Ribbon

Minimize the Ribbon

# Select one or more of the commands listed to add them to the Quick Access Toolbar.
# Deselect one or more selected commands to remove them.

# Click More Commands to open a dialog where you may choose commands from any
MindView ribbon and add them to the Quick Access Toolbar:

* Inthe field Choose commands from, choose the ribbon tab containing the required
command.

* Choose the required command in the Commands field and click Add.
You can also add entire groups to the Quick Access Toolbar. Groups are denoted by a drop-
down symbol ~

Q A quicker way to add a command to the Quick Access Toolbar is to click the ribbon tab
containing the command you want to add, right-click the command and choose Add to Quick
Access Toolbar.

# Click Show Below the Ribbon to move the Quick Access Toolbar to under the ribbon.

Minimizing the ribbon

MindView lets you minimize the ribbon to increase the workspace available:
# Click the Customize Quick Access Toolbar arrow = on the right of the toolbar.
# Choose Minimize the Ribbon.

#* To use the ribbon while it is minimized, click the tab you want to use, and then click the
command you want to use.

As soon as you have made your choice, the ribbon returns to its minimized form.

#» To restore the ribbon, click the Customize Quick Access Toolbar arrow again and uncheck
Minimize the Ribbon.

You can also minimize the ribbon as follows:
*= Double-click the current tab.
# To restore the ribbon, just double-click any of its tabs.

Q You can also press Ctrl + F1 to minimize or restore the ribbon.

The layout of the commands, options and icons in the ribbon changes when the width of the
MindView application window is reduced. Controls normally represented by large icons may for
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instance now be represented by small icons. If the width of the application window is greatly

reduced, a group may be represented only by its icon.

NEN- s e

FILE HOME | INSERT | REVIEW | SHARE | WIEW | DESIGN 9
-9
£l5
B @ ,D =|F ﬁ £
Paste Insert | Zoom | Detail | View | Editing

- - - - - -

Clipboard

# To view the contents of such a collapsed group, just click its icon.

Using access keys and shortcut keys

To select a command from the ribbon, all you need to do is click the relevant tab to open it, then

choose the command.

You can also use access keys for this purpose. Access keys are different from shortcut keys.

® Access keys are used to navigate through the interface and select its different commands
using the keyboard. Each command shown in the File menu, the Quick Access Toolbar and

the Ribbon has an access key.

# Shortcut keys are key combinations such as F1 or Ctrl + O used to perform frequently used
commands. Shortcut keys are not related to the organization of the commands in the interface.
You will find a list of all the shortcut keys used in MindView in "Keyboard shortcuts".

# To select a command using an access key, start by pressing the Alt or F10 key. You will now
see the first layer of access keys you can use at that point displayed as small labels

underneath each tab or command.

NEN- = MatchWare MindView 6 - Subject MAP VIEW
HOME IMSERT REVTFW SHARE VIEW DFSIGN
H I R 5 ¥ D
-9
Paste
Clipboard Insert
# Press the access key for the tab or command you require to see the second layer of access
keys.
For instance, pressing H above will open the Home tab and display its access keys, as shown
below.
NhNEN- = MatchWare MindView & - Subject "MAPVIEW R
FILE HOME IMSERT REVIEW SHARE DESIGH OF
v
iy = | [E 2 & Z @
B 5 C lopy
Paste - EBranch Sub-Branch Text Branch Attachment Hyperllnk.
- Format Painter Motex Pjrture
P FFP B 5 M H

Chnpooard mnserl

#» Press the key or keys corresponding to the command you want to select.

For instance, pressing B above will insert a branch in your map.

Using the MindView panels
Three panels can be opened on the right of the MindView window:
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The Task/Timeline panel

This panel lets you enter dates, times and other information on the branches of your mind map
to create timelines, task lists or project plans.

For more information on this panel, see "Inserting timeline data" and "Inserting task data".

The Multimedia Catalog

This catalog contains an extensive collection of high quality clipart pictures which you can add
to your map to illustrate the topics.

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

This panel lets you enter and modify values on the branches of your mind map, for instance
sales numbers, costs, exchange rates and so on, as well as formulas to carry out calculations
on the values.

See "Inserting calculation values" for more information.

MindView includes other panels which you can show or hide using the View | Show/Hide | Panels
command.

The Text Note editor

The Text Note editor, which is placed by default at the bottom of the workspace, lets you
associate comprehensive notes to the root or any branch of your map.

See "Inserting text notes" for more information.

The Object list

This lists all the objects placed on the currently selected branch of your map.
See "Using the Object list" for more information.

The Properties dialog

This dialog shows the properties of the MindView element currently selected, for example the
root, a branch or a floating comment. If nothing is selected the properties of the current view
are shown.

The Overview panel

The Overview panel allows you to bring the different parts of your map into view.
See "Using the Overview panel” for more information.

The Changes panel

This panel lists all the changes made to your map, by yourself or any other user who has
access to it, provided that change tracking has been enabled.

See "Tracking changes" for more information.

The Timeline Outline

This panel is only used in the Timeline view. It shows all the branches of your map as a
hierarchical list which you can expand and collapse as required.

See "Using the Properties dialog" for more information.
The Quick Start panel

This panel gives you access to tutorial videos and other content from MatchWare's YouTube
channel.

Resizing panels

.

To resize a panel, move the pointer on one of its edges until it changes to a double arrow and
drag with the mouse in the required direction.

Undocking panels

The Task/Timeline panel, the Multimedia Catalog and the Calculation panel are always anchored on
the right of the workspace.
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All the other panels open by default on the left of the workspace, except for the Text Note editor,
which opens at the bottom.

You can however move any of these panels freely on the workspace or dock them to a different
position:

# Toundock a panel, just drag its title bar away from its current position until it is completely free,
then let go of the mouse button.

Q You can also double-click the title bar of the panel to undock it and double-click it again to
redock it. If you want to undock a panel and move it freely on the workspace without it "snapping” to
a docked position, press the Ctrl key and hold it down while dragging the title bar of the panel.

Docking panels
You can dock an undocked panel to the left, top or bottom edge of the workspace as follows:
# Drag the title bar of the panel and move it in the direction required until you see the arrow

-

|
shapes left ,up = anddown | ——  appear on the edges of the workspace.

#» Drag the panel on top of the required arrow until you see a darker shade of blue outline the
new position. Release the mouse button if you are happy with this new position, else continue
dragging to the required position.

You can also dock a panel above, below or on the side of another panel. To do this:

# Drag the title bar of the panel and move it in the direction of the target panel until you see a
three-arrow shape appear.

You now have different possibilities:

= Moving the panel over the left, up or down arrow will dock it on the corresponding side of the
underlying panel.

Here for instance, the Object list is being docked to the left of the Properties dialog.
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# Moving the panel to the middle square will integrate it as a tab of the underlying panel,
converting it to a multi-tab panel.

Here, the Object list is being integrated with the Properties dialog as a tabbed panel.

# To free such a tabbed panel, drag it by clicking its tab, not its title bar.

To separate the Object list from the Properties dialog in the example below, you would
therefore click the Object List tab.
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Object List v 0 X

(3] Corporate sales strategy.m...
B zales_overview. PMG

Properties | Object List

Resetting panels to their default position

If necessary, you can reset all the panels to the default position they had when you first installed
MindView:

# Click the File tab.

# Choose Options.

# Click Preferences on the left.
# Set Reset Interface to Yes.
# Click OK.

When using this command, note that other components, such as the Quick Access Toolbar or the list
of recently opened files, are also restored to their defaults.

Setting up your preferences

The MindView Options dialog lets you customize your environment and gives you access to external
web resources.

# Click the File tab.

# Click Options.
The MindView Options dialog that opens contains several panels, corresponding to different options.

@ In addition to the settings below, MindView uses the Windows locale settings for items like date
formats and thousands separators. If you change the Windows locale while MindView is running,
close and restart the application.

Document

This dialog contains options relating to the current document, and are only available if the document
type is Project Management and if a document is open.

Q Project Management is the default document type in MindView (except for the AT version where
the document type is Task Management) but you may select a different document type from the
Task/Timeline panel. For more information on changing the document type, see "Inserting timeline
data" and "Inserting task data".

Scheduling options
These options relate to the different ways in which MindView can schedule each task.

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 paragraph "Understanding
effort-driven scheduling".

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”.

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

Default start time: This setting lets you choose the standard start time for new tasks.
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Default end time: This setting lets you choose the standard end time for new tasks.

Currency options

These options relate to the costs you can associate with resources. 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.

Proofing

This dialog contains various options which you can set to determine the type of errors reported by
the spelichecker.

It is described in detail in the topic "Spellchecking options".

Save

Create backup of document files: Creates a backup of the MindView file and saves it as a *.bak
file. The *.bak file is a copy of the last saved version of your document. See "Saving a mind map" for
more information on this feature.

Save auto-recovery info: MindView automatically saves a copy of your open documents at regular
intervals in a temporary backup file. If a problem occurs that prevents MindView from closing
properly, you can choose to auto-recover your file from this backup file when next starting MindView.
This field allows you to set the interval between automatic saves.

Preferences

Display options

Enable live preview: When this option is enabled, MindView shows a preview of how particular
choices affect the map as you browse through them. When designing a mind map for instance, you
can browse through the different styles shown in the Styles gallery to choose your favorite style. If
this option is enabled, you see an immediate preview of the result on your mind map as you hover
over each style.

Show Mini Toolbar: When this option is enabled, MindView displays a small floating toolbar above
the right-click menu when you right-click the workspace, a branch or a text note. The toolbar
contains features relevant to the view you are in and saves you having to search for formatting
commands or other options in the ribbon.

Draw map antialiased: Antialiasing improves the appearance of your map by smoothing its edges.
This option is enabled by default. However, antialiasing makes a heavy use of the computer
resources. If your computer has limited power, you might prefer to disable this option to speed up
the display of the map.

Draw text antialiased: This option is disabled by default. However, text looks smoother when it is
antialiased. Enable this option if your computer resources allow it.

Show Backstage view on startup: If you disable this option, MindView displays an empty
workspace when starting rather than the Backstage view. See "Creating a mind map" for more
information.

Show Interactive Whiteboard Help dialog: This option is only relevant when you are working in
pen mode using an interactive white board. When it is enabled, a help message appears every time
you put a pen back in the tray if the workspace still contains ink data that has not yet been added to
the document. For more information, see "Working in Pen Mode".

Show simplified user interface: This option, of particular interest to novice users and younger
students, restricts the user interface to the most commonly used menus and commands. You can
return to the full interface at any time by disabling it. You can also switch to the simplified interface
by choosing View | Window | Simple Interface.
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Reset Multimedia Catalog: Setting this to Yes restores the original contents of the Multimedia
Catalog. Your User Area is left unchanged, but all the elements you might have added to any other
category are removed. See "Using the Multimedia Catalog" for more information.

Reset Interface: Setting this to Yes resets all the panels to their default positions. When using this
command, note that other components, such as the Quick Access Toolbar or the list of recently
opened files, are also restored to their defaults. See "Using the MindView panels" for more
information on resizing and docking panels.

Animation options

These options allow you to disable the animation effects used by MindView if your computer is not
powerful enough to produce a good result. If the animation effects appear slow and jerky rather than
fast and smooth, you can disable them.
& Comments: This relates to the way the comment window opens when you insert or edit a
yellow pop-up comment 0.
# Object list pop-up: This relates to the way the Object list pop-up opens when you move the

mouse pointer over the paperclip icon Wl shown next to the label of any branch containing
attached objects.

The next three options are only available in Windows Vista and above:
® Zoom: This relates to the way the map is displayed by increments when zooming in and out.
® Animation time: This is the time (in milliseconds) a scroll or zoom animation will take.

® Animation distance factor: This factor makes the duration of the scroll or zoom animation
proportional to its distance. For instance, when scrolling from one branch to another branch
placed some distance away on the screen, the higher this factor, the longer the animation will
take.

Text Note editor options

Default font: This field lets you specify a default font, text style, text size and text color for all the
text notes you enter using the Text Note editor. To access these options, just select the field and
click the three dots that appear at its right end. You can of course change these settings for
individual text notes when working in the editor. For more information about the Text Note editor, see
"Inserting text notes".

Project Management options

These options control the defaults MindView applies to any new document you create where the
document type is Project Management. For more information on changing the document type, see
"Inserting timeline data" and "Inserting task data".

Q You can change these options for a particular document by using the Document panel
described above, or the Document Properties dialog (click the File tab and choose Info |
Properties).

For detailed information about these options, see the description of the Document panel above.

Undo options

The Undo feature lets you reverse any operation you have performed on your map. This gives you
the freedom to experiment, as you can easily undo the last change made by choosing Undo ™ in
the Quick Access Toolbar (or Ctrl + Z), and reapply the change if necessary with Redo or (Ctrl +
Y).

Note that you can also click the arrow to the right of the Undo icon to select a number of changes to
undo. Similarly, the Redo icon allows you to restore the last change or changes undone.

Undo levels: This field lets you specify the maximum number of changes that you want to be able to
undo. If for instance you set the number of Undo levels to 5, you will be able to reverse up to 5

changes by selecting the changes in the Undo list " or pressing Ctrl + Z several times. Note that
increasing the number of undo levels increases the amount of memory used.
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Updates options

Check for program updates: This option allows MindView to check automatically for program
updates on the MatchWare web site at the start of the program.

Frequency of the checks: Specify here how often the checks should occur (in days).

Advanced options

These options allow you to change the location of various MindView folders and data. Always select
a folder or location to which you always have read/write access.

Temporary Document Folder: This option allows you to select the folder used for temporary
documents.

Default Temp Folder: This option allows you to select the folder used for creating temporary files.
User Data Location: This option allows you to select the folder for data specific to you.

Multimedia Catalog Location: This option allows you to select where the Multimedia Catalog and
all associated files should be located.

Multimedia Catalog User Data Location: This option allows you to select where the user data for
the Multimedia Catalog should be located.

Calendar

This tab is only relevant if you intend to create project plans for use in the Gantt view. It lets you
modify the default calendar settings which provide the basic information about working and non-
working time used by MindView to schedule the tasks of a project plan.

For details about how to use this dialog, see "Defining calendars" in the "Gantt view" chapter. For
general information about the Gantt view, see "Using the Gantt view".

Suggestion Sources

This dialog lets you add, edit and remove suggestion sources for the Predictive Suggestions feature.
For details about how to use this dialog, see "Setting up suggestion sources".

Pen Input

This dialog is only displayed if your operating system supports pen input. It lets you choose different
input options when working in Pen Mode. For more information, see "Working in Pen Mode".

Resources
This dialog lets you access the MatchWare web site and obtain the latest product updates.

It also lets you enter a different serial number, for instance for converting a demonstration version of
MindView to a full version.
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Basic tasks

Creating a mind map

When you start MindView, the first screen you see is the Backstage view.

Mew
O | = (=] = i smaaias
:;‘l:l:;‘ B [ 63 |: :;! = _Il_:| = gl
Mind Map Tap Down LatRight Trneline Oulline Ganll

Mew from Template
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Susiness Education Parsanal My Templatas

Oplians

Here you can select various commands to create, open, save and share mind maps and much more.

5@ You can select whether the Backstage view should be shown when you start MindView in the
MindView Options dialog. See "Setting up your preferences" for more information.

# Choose New to create a new mind map document, and select the type of mind map you would
like to create: Mind Map, Top Down, Left/Right, Timeline, Outline and Gantt.

9@ Although the topics in the "Basic tasks" and "Further tasks" sections of this documentation
assume that you are using one of the standard Map views, namely Mind Map, Top Down or
Left/Right, most of the procedures they describe apply equally to all views. Procedures that are
specific to particular views are described in the topics dealing with these views in the Views section
of this documentation. See "Using different views" for more information about each view.

Q If you have closed the Backstage view, you can also press Ctrl + N.

Once you have created your document, you can display it at any time in another view by choosing
that view in the Home | View or View | View panels in the main menu or by right-clicking the
workspace and choosing View Map As in the local menu or selecting a different view in the floating
toolbar displayed above the local menu.

Going from one view to another only affects the way the document is displayed. The contents of the
document are not modified, unless you edit them yourself while working in the new view.

The only exception to this rule is the Gantt view. 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.

The map appears with the root block ready for you to fill in.

Subject

See "Entering a branch label" to find out how to do this.

Using a template

The New from Template option of the Backstage view allows you to create a document based on
one of the many educational, business and personal templates included in MindView, or on one of
your own templates. The curriculum-aligned educational templates cover a range of learning levels
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and are supported by over a thousand high quality clipart 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. Ideas and suggestions for expansion are given in text notes and pop-up
comments.

Selecting a template

# Under New from Template, click one of the template category folder icons to browse the
templates contained in it.

New from Template

Home

Business Education Personal My Templates

You can see a preview of each template. The My Templates folder contains templates that
you have created; for more information on saving documents as templates, see "Saving a mind
map".

New from Template

Home = Business = Project Management > Project Scheduling

Appraisal Portfolio Construction Project Plan Engineering Project Plan

# Click the desired template to create a document based on it.
You can delete a custom template by clicking the red cross icon at the top right of its thumbnail.

New from Template

Home > My Templates > Business

X

W

Saving a mind map
MindView documents are saved as .mvdx files.
To save a document:

* Click the File tab.

You can now choose either:
® Save to save your document under its existing name and continue working in MindView.
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® Save As to save your document under a different name, in a different location or as a
template; see below. This is also a way of creating a copy of your document.

Save as
Computer
Browse._.
MatchWare Workspace
Access the MatchWare Online Workspace. 4 R
C:\AF
Print Microsoft SharePoint

Access a Microsoft SharePoint site of your choice.
Share

Add a Place

Export

Import

Manage Places

Close

Options Save As Template

Q To save your document, you can also just click the Save icon Hinthe Quick Access Toolbar
or press Ctrl + S.

Q You can get MindView to save the previous version of your document automatically as a .bak file
by enabling Create backup of document files in the Save panel of the MindView Options dialog.
For more information on that dialog, see "Setting up your preferences".

@ From the Save as dialog, you may also save your document in an online place such as the
MatchWare Shared Workspace, Microsoft Office 365 or a Microsoft SharePoint site. You may also
add or manage online places. For more information, see "Opening and saving online documents"
and "Managing online workspaces".

Saving your document as a template
O, O

o 0l You can also save your document as a custom template for future use. This allows you to
create new documents based on your existing ones. To do this:

#» Click the File tab.
# Choose Save As | Save As Template.
#» Click Save.

Your template is saved with the extension .mvtx and is listed in the My Templates folder when you
create a new mind map based on a template. For more information, see "Creating a mind map".

You can create any number of sub-folders in the My Templates folder from the Save As dialog or
Windows Explorer. These sub-folders will be listed in the My Templates folder. You can also rename
or delete sub-folders or templates as necessary from the Save As dialog or Windows Explorer.
Another way of deleting a template is to choose File | New | New from Template, open the My
Templates folder and click the red cross icon at the top right of the custom template.
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New from Template

Home = My Templates = Business

X

W

@ You can also save your templates elsewhere on your computer or network, but if you do so, they
will not appear in the My Templates folder when you create a new mind map. To use a template
saved in a different location, you will have to browse to this location and open it as a standard
MindView file.

Recovering a backup file (*.bak)

If you save a document after having made some changes which you wish you had not made, you
can restore the previous version of the document as follows:

# Click the File tab and choose Open.

# Browse to the folder containing your MindView document and enter the file name *.* in the
Open dialog to view the list of all the files contained in that folder.

# Select the filename.bak file, where filename is the name of your MindView document and click
Open.

# Click the File tab, choose Save As, and save the .bak file in its original location and under its
original .mvdx name to overwrite the incorrect version of the document.

Auto-recovery

By default, a temporary copy of your document is also saved automatically at regular intervals to
allow auto-recovery in the event of a program failure. To disable automatic saving of auto-recovery
information, uncheck Save auto-recovery info in the Save panel of the MindView Options dialog.

Opening a mind map
When you start MindView, the first screen you see is the Backstage view. From here, you can
browse for an existing document or select a recently used document.
If you have closed the Backstage view, you can open an existing document as follows:
# Click the File tab.
#* Choose Open.

Q You can also press Ctrl + O.

@ From the Open dialog, you may also open documents from online places such as the
MatchWare Shared Workspace, Microsoft Office 365 or a Microsoft SharePoint site. You may also
add or manage online places. For more information, see "Opening and saving online documents"
and "Managing online workspaces".

Note that you can open several mind maps in MindView at the same time. Each one is displayed in a
separate tab in the MindView workspace and is treated as a separate document.

@Sales of units.mvdx @Cnrpnrate sales strategy.mwvdx @Sub_iect* =

An asterisk on the right of the document name indicates that you have made changes to the
document which you have not yet saved.

Q You can easily go from one document to the other by clicking the relevant tab or pressing Ctrl +
Tab.

Notes:

e [f you are trying to open a password-protected document, you will need to enter the password
before proceeding.
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# |[f the document you are opening was saved with a branch focus or a filter to restrict the display
of the map to specific branches, a message warns you that you may be viewing only part of the
map. Click the Clear Branch Focus or Clear Filter button next to the message to see the
entire map. For more information about branch focus and filters, see "Focusing on a branch"
and "Filtering a mind map" respectively.

i’ This document has a branch focus set. Clear Branch Focus

1’ This document has a filter set. Clear Filter

* MindView also lets you open MindManager® files (with extension .mmap) from version X5
onwards.

Opening documents created with previous versions of MindView

MindView 6 lets you open documents created with previous versions of MindView. However, once
you make changes to the document and save it with MindView 6, features and data in the saved
document may no longer be compatible with the previous version. You may therefore lose data if
you then open the saved document in a previous version of MindView.

Entering a branch label
By default, the root of a newly created mind map contains the label "Subject" and new branches

appear with the label "Idea".

Replacing the default label
# Just click the root or branch to select it and start typing.

Q You can switch on the Predictive Suggestions feature to receive suggestions as you type.
For more information, see "Using predictive suggestions".

#* When you have finished, press Enter or click outside the root or branch.

Weekly meeting

Unless your label is quite short, a resizing handle appears when you hover the right side of the
frame surrounding the label. You can use this handle to resize the branch label by dragging it in the
direction required.

@ By default, the text wraps around automatically when you type long labels. If you want to force
the next part of your label to start on a new line, press Ctrl + Enter at the end of the line. You can
disable the automatic text wrapping by unchecking the relevant property in the View properties. See
"View properties: General tab" for more information.

QI 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 editor. 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.

@ Branch labels can be read aloud. To do this, click the branch to select it and choose Review |

Proofing | Narrate ] (or press F5). You can stop the narrating by clicking the icon or pressing F5
again. To resume, hold down Ctrl while clicking the icon or pressing F5.

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

Editing a label

#» To replace the existing label, just click the branch to select it and start typing the new label.
You can also edit the existing label. Here are different ways of entering Edit mode:

® Select the branch and click the label, or

44



User Guide

# Select the branch and press F2, or

# Right-click the branch and choose Edit Text in its local menu.
Once you are in Edit mode:

# Place the cursor at the required position and start typing.

#* When you have finished, press Enter or click outside the label.

@ Pressing Esc while in Edit mode will leave the existing label unchanged.

Inserting branches

MindView lets you insert main branches, sub-branches and pre-branches in your mind map:

# A main branch [g" is a branch directly connected to the root.
Main branches represent the main topics related to the subject of your map.

# Asub-branch %".':I 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 map.

+
# Apre-branch L_‘LEI is a branch you insert before a sub-branch.

MindView automatically arranges the main branches, sub-branches and pre-branches as you insert
them to prevent any overlap.

Q 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". The procedure for replacing the default label is the same as for the root. See "Entering
a branch label" for more information.

Inserting a main branch

[Ef To insert a main branch:
# Click the root and press Enter or Insert.
You can also:
& Double-click the root, or
® Click the root and choose Home | Insert | Branch or Home | Insert | Sub-Branch, or
e Click the root and choose Insert | Branches | Branch or Insert | Branches | Sub-Branch, or
® Right-click the root and choose Insert | Branch or Insert | Sub-Branch in its local menu.

1 Ides|

Overview

Inserting branches at the same level
[gll To add a branch at the same level as an existing branch:

# Click the existing branch and press Enter.
You can also:
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Click the branch and choose Home | Insert | Branch, or
Click the branch and choose Insert | Branches | Branch, or
Right-click the branch and choose Insert | Branch in its local menu.

. Lnited States

Overview
S~ | Europe|
— |

Inserting a sub-branch

%".':I To add a sub-branch to an existing branch:

.

Click the existing branch and press Insert.

You can also:

Double-click the branch, or

Click the branch and choose Home | Insert | Sub-Branch, or

Click the branch and choose Insert | Branches | Sub-Branch, or
Right-click the branch and choose Insert | Sub-Branch in its local menu.

1 United States

Overview

S~ Europe &

Germany

Inserting a pre-branch

+
L_‘LEI To insert a branch between an existing branch and its parent branch, you can:

Click the branch and press Shift + Enter, or
Click the branch and choose Insert | Branches | Pre-Branch, or
Right-click the branch and choose Insert | Pre-Branch in its local menu.

P United States

Overview

Sermany

Idea E—
S~ Europe -9 =

Formatting a branch
As soon as you insert a branch in the map, a Format tab appears at the right of the ribbon.

This tab lets you perform different operations on the branch, such as changing its shape, choosing a
different fill color, defining a branch boundary, or selecting different text attributes. See "Formatting a
branch" for more information.
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To apply the same formatting attributes to all the branches, it is however much easier to use the
Design tab, whose predefined styles and design options apply to the entire map. See "Designing a
mind map" for more information.

Copying 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 Notepad 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.

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

Expanding and collapsing a branch

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

e Click the minus sign =, or
# Right-click the higher-level branch and choose Collapse in its local menu, or
e Press Ctrl + Shift + "-".

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

™ Profiling |—®

To redisplay the sub-branch with all its sub-branches, do one of the following:
e Click the plus sign #, or
# Right-click the higher-level branch and choose Expand in its local menu, or
e Press Ctrl + Shift + "+".

Statistics H®

™ Profiling 3 Buying process  H®

Motivation H®

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.

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 Home | Editing | Delete € in the main menu, or
» Right-click the branch and choose Delete | Entire Branch in its local menu.
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If a branch contains sub-branches, you can delete it without deleting its sub-branches by choosing
Delete | Branch Section in its local 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
clicking Undo " inthe Quick Access Toolbar or pressing Ctrl + Z.

Designing a mind map

You can customize the look of your map at any time by applying design options to it.

Q Most design options give you a live preview of their effect on the map. It is therefore easier to
judge the overall effect once you have entered a few branches and sub-branches in the map.

# Click the Design tab at the right of the ribbon.

This tab contains all the design options applicable to the current view.
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» Browse through the Layouts gallery to choose your preferred layout.
For more information about these views, see "Using different views".

@ The layouts available depend on the view you are using. If you are using one of the three
Map views for instance, you can choose between the traditional Mind Map layout, the Left or
Right layout or the Top Down layout.

# Browse through the Styles gallery to choose your preferred style.

MindView also lets you design your own style, using the Style Designer. For more information,
see "Creating a custom style" below.

#» (optional) To further customize the visual aspect of your map, explore the options available in
the Effects and Properties panels.

If necessary, you can undo your changes and return the map to the initial style by choosing
Effects | Reset Style.

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

Q 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. Note however that the compact mode is more
demanding on computer performance.

Mind map before compacting:
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Executive

Director

| T |
Divisional ~ Divisional Divisional
Manager Manager Manager
I | = | I
Departmental Departmental Departmental Departmental
Manager Manager Manager Manager
Mind map after compacting:
Executive Executive
Director Director
. T |
Divisional Divisional  Divisional
Manager Manager Manager
| | = | |
Departmental Departmental Departmental Departmental
Manager Manager Manager Manager

Creating a custom style
You can create your own custom style, for re-use later, as follows:

Executive
Director

# Choose Custom Style at the bottom of the Styles gallery, and choose New in the menu that

opens.
DESIGN
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GED Custom Style Mew

The Custom Style Designer window opens.
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You can now make design changes applicable to the entire map, as described above. You can
also make changes to specific branch levels, by selecting one branch at that level, and using
the Format tab to choose the relevant attributes.

You can also customize the branch boundary shown around the first main branch by choosing
a different fill color and outline for it. Just select the branch, click the Format tab, and select
the required options in the Boundary panel. When applying this custom style to one of your
maps in the future, branch boundaries will automatically adopt the boundary style created

here.

- 4th Level 1
PO —3rd Level ' |
- /- 2nd Level & H"“H—:lth Level |
1 1st Level [ :
‘\\ /,,—-Erd Level |
-~ 2nd Level & i I
e = g T )

‘-------------------------

Similarly, you can customize the floating comment shown by selecting it, and using the options
of the Format tab. When applying this custom style in the future, all the floating comments of
your map will automatically inherit the attributes you choose here.

* When you have finished, click Close Style Designer in the Style Designer tab. A message
appears to ask you if you want to keep your new style.

Once saved, your new custom style appears at the end of the Styles panel of the Design tab,
after all the standard MindView styles. You can now select this custom style to apply it to your
maps just as would chose one of the standard styles.

You can return to your custom style at any time to edit it further by choosing Custom Style | Edit, or
delete it with Custom Style | Delete.

View properties

In addition to the design options available on the Design tab, the view also has properties that you
can edit in the Properties dialog. The Properties dialog always lists all the properties applicable to
the element currently selected in the workspace.

#* Click the workspace so that no other element is selected.
# Choose View | Show/Hide | Panels | Properties to open the Properties dialog.

Properties v O X
ﬂ General Branches | Branch Dataﬂ
Page Color |:|

Word Wrap Text v

See "Using the Properties dialog" for a general description of the Properties dialog.

See "View properties: General tab" in the Reference section for a detailed description of the general
properties applicable the view and "View properties: Branches tab" for a description of the default
properties applicable to branches.

Viewing a mind map

As your map grows, parts of it may fall outside the display area and no longer be visible.

Scrolling the map

You can use the scroll bars or your mouse scroll button to bring parts of the mind map outside the
display area back into view:

# To scroll your map vertically, use the vertical scroll bar or the scroll button of your mouse.

# To scroll your map horizontally, use the horizontal scroll bar or press Shift while using the
scroll button of your mouse.
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Panning the map
You can also pan the view to reach different areas as follows:

# Press the Shift key 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 also easily move the map within the workspace by dragging its root to the position of your
choice.

@ In Touch Mode, you may pan the mind map by using your fingers on the touch screen of the
computer. See "Working in Touch Mode" for more information.

Viewing map details
There are other viewing options available to you:

# You can use the Zoom slider or the Zoom icons of the View tab to

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

& You can view the map in full screen mode by choosing View | Zoom | Full Screen or
pressing F9. To return to normal viewing mode, choose Close Full Screen in the floating Full
Screen toolbar, press Esc or press F9 again.

» If you want to present your map to others, you can focus on one branch at a time while you
72
discuss the issues related to that branch by choosing View | Detail | Focus Mode W or
pressing F3. As soon as you click the branch you want to concentrate on, the map becomes
centered on that branch. If necessary, you can select a different zoom factor for maximum
legibility by clicking the lower part of the Focus Mode icon.

To recenter the map on its root so that you can select other branches that may no longer be
visible, just click anywhere on the workspace.

To return to the normal mode of working at the end of your presentation, click the Focus Mode
icon again to deselect it or press F3.

® The Detail Level icons |:| of the View tab 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 Show All

Levels icon .

Q You can also press Ctrl + 1 to display just one level of branches, Ctrl + 2 to show two
levels etc. Ctrl + 5 shows all levels.

i,
# The Apply Branch Focus icon Zi of the View tab allows you to restrict the display to a
particular branch or set of branches. See "Focusing on a branch" for more information.

® The Bookmarks feature allows you to set bookmarks on your branches, in order to locate
them quickly again in your map. To set a bookmark on a branch, select the branch, click the
button View | Navigation | Bookmarks and choose Add Bookmark in its drop-down menu (or
right-click the branch and choose Insert | Bookmark in its local menu).

The Bookmark icon ¥ appears on the branch, and the branch name is now shown in the list
that opens when you click the Bookmarks button.
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When you are viewing another part of the map, you can now quickly navigate to the
bookmarked branch by clicking again the Bookmarks button and selecting the branch name in

the list. This selects the branch, and re-centers the map on the branch.

To remove a branch from the list of bookmarked branches, select it on the map, click the
Bookmarks button and choose Remove Bookmark (or right-click the branch and choose
Delete | Bookmark in its local menu).

The Smart Nav feature is a small toolbar containing four convenient options for quickly
navigating large mind maps. It is always displayed on top of all other elements of the MindView
user interface, providing you with easily accessible navigation tools. Smart Nav is only
available in the Mind Map, Top Down, Left/Right and Timeline views.

To show Smart Nav, choose View | Navigation | Smart Nav. The Smart Nav toolbar is
displayed on the screen.

Smart Nav x
Y YoNiEPe)
T L H
To move Smart Nav, simply drag it to the desired location on your screen with the mouse. To

hide Smart Nav, choose View | Navigation | Smart Nav again, or click the Close button at the
top right of the Smart Nav toolbar.

To use one of the Smart Nav features, click it on the toolbar:

' I Click Home to zoom the map size to 100%. If any other Smart Nav tools are active, they
will be deactivated when you click Home.
7N
NP i
|~ Select one or more branches and click Focus Mode to focus the map on the selected
branches. The focus is moved to any branch you select thereafter until you click the icon again
to deactivate Focus Mode.

4" Click Fence Zoom and define a rectangular area with the mouse to zoom to the defined

pCIick Search and enter a search text in the text field provided. If you start typing a search
string that matches one or more branch names in the mind map, MindView will show a list of
suggestions, and the branches in question are highlighted. Use the Up, Down and Enter keys
or the mouse to select a suggestion. The map view scrolls to the selected branch or branches.
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® The Numbering Scheme icon " of the Home tab lets you apply sequential numbers to the
branches of the mind map (starting from the top right in a clockwise direction) and choose
between various numbering styles.

e TheFiltericon T of the View tab lets you define criteria, and then locate the branches of
your document that meet these criteria by hiding all the other branches. Using filters, you can
for instance display only branches containing a specific label or timeline events starting at a

specific date. You can also use the Highlight icon 3 to highlight branches that meet the filter
criteria but still keep the rest of the branches visible.

See "Filtering a mind map" for more information.

® The Overview panel allows you to concentrate on particular areas of your map. See "Using the
Overview panel" for more information.
& Branch labels, text notes and comments can be read aloud. To do this, select the element and

choose Review | Proofing | Narrate ] (or press F5). You can stop the narrating by clicking
the icon or pressing F5 again. To resume, hold down Ctrl while clicking the icon or pressing
F5.

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

Viewing map statistics

You can also find out general information about your map, such as its total number of branches, its
word count and its character count. You can do this in two ways:

® Choose Review | Proofing | Document Statistics, or
s Click the File tab and choose Info | Properties.

The second method gives you additional information, such as the document's author, its creation
date, and other document properties.

Zooming in and out

J: This topic describes the zoom features provided by MindView to let you change the level of
magnification of your mind map.

Other MindView options let you focus on particular areas by hiding all the other branches, apply a
filter based on the conditions you define, or choose the number of levels of branches to display. For
a description of these options, see "Viewing a mind map".

The easiest way to change the level of magnification of your map is to use the Zoom slider shown
in the bottom right of the workspace.

@ In Touch Mode, you may zoom the mind map by using your fingers on the touch screen of the
computer. See "Working in Touch Mode" for more information.

Zooming in

There are several ways of zooming in on an area of your map:
# Click the Zoom In icon kd of the Zoom slider shown in the bottom right of the workspace, or
& Press Ctrl +"+", or
® Press Ctrl while scrolling your mouse wheel.

5@ The maximum zoom factor is 400%.

Zooming out
Conversely, you can zoom out in several ways:
# Click the Zoom Out icon B of the Zoom slider shown in the bottom right of the workspace, or
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® Press Ctrl +"-", or
® Press Ctrl while scrolling your mouse wheel.

5@ The minimum zoom factor is 10%.

Viewing the map at 100%
To view the map in its default zoom factor of 100%:

#» Choose View | Zoom | 100% L2 in the main menu.

Fitting the map to the workspace

To make the best possible use of the space available, you can resize the map so that it completely
fills the workspace:

#» Choose View | Zoom | Fit All L2, or press F4.

Selecting a zoom factor
You can also choose a predefined zoom factor or enter your own zoom factor as follows:

» Choose View | Zoom | Zoom £ in the main menu.
The Zoom dialog opens.

[ Zoom ﬁ1

) Fitall

(7 Fit selection

(7 400% Percent:
) 200% 10 :
) 150%

) 100%

i) 75%

(7 50%

(7 25%

| T [ Cancel

L.

#* Choose one of the predefined zoom factors or enter your own value.

e Fit all resizes the map so that it completely fills the workspace.

# Fit selection resizes the map so that the selected branch together with its sub-branches
completely fills the workspace.

" You can also oien the Zoom dialog by clicking the left part of the Zoom slider

Viewing the map in full screen mode

To give your map as much screen space as possible, you can temporarily hide all the menus and
panels by viewing the map in full screen mode:

# Choose View | Zoom | Full Screen , or press F9.

#* To return to normal viewing mode, choose Close Full Screen in the floating Full Screen
toolbar, press Esc or press F9 again.
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Inserting text notes

% The MindView Text Note editor is a powerful tool which 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 already visible, choose View | Show/Hide | Panels | Text Note
Editor to open it.

A% You can resize, dock and undock the Text Note editor according to your needs. See "Using the
MindView panels" in the topic "Setting up your workspace" for more information.

@ 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 Home | Insert | Attachment command. For more information on attaching
text files, see "Attaching objects".

@ Once created, a text note can be read aloud. To do this, click the Text Note editor window

containing your note and choose Review | Proofing | Narrate 8 (or press F5). You can stop the
narrating by clicking the icon or pressing F5 again. To resume, hold down Ctrl while clicking the icon
or pressing F5.

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

Creating a text note
The easiest way to add a text note to a root or branch is as follows:
# Select the root or branch to which you want to add a text note.
# Click the Text Note editor window (or press F8) and start entering your note.

As soon as you click the Text Note editor window, an Edit tab appears at the right of the ribbon to
help you format your note.

[ = AR VITH ROAT TONT ROTE

BET sice:  msERT REVEW SMRE VEW DESIGN FOSRT B0
- . e
™ Arial - 12 A E-lE- e [ | BB z &
Paile B 5 U o ox ® & i - EEIE T P-\. Ciation Tahie Zadling

Chpbaard Faré Fangeaph THatien Tabde Praating

* You can now type text, paste text from the clipboard or even import text from an RTF file using
the local menu.

Q You can use the Predictive Suggestions feature to look up suggestions for single words or
entire phrases. See "Using predictive suggestions" for more information.

#* If necessary, click Undo " inthe Quick Access Toolbar (or press Ctrl + Z) to undo the last
change(s) made.

# Once you have finished editing your text, simply click outside the Text Note editor or select
another branch.

@ Once you are out of text editing mode, clicking Undo will undo all the changes made in the text
note since entering text editing mode.

As soon as you select another branch or element in the map, the text note is automatically saved

and added to the Obiject 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.

@ Text notes may also be added using the Capture toolbar; for more information, see "Capturing
text and images".
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Adding a text note
You can attach an additional text note to a root or branch as follows:

&
# Click the New Text Note tab - at the bottom of the Text Note editor or press Ctrl + F8.

@ When the Text Note editor is not visible, you can also enter a text note by selecting the relevant
root or branch and choosing Home | Insert | Text Note | New or Insert | Text | Text Note | New in
the main menu or Insert | Text Note | New in the local menu.

Formatting a text note

Text editing in MindView works in the same way as with most word processors and you will
recognize many of the commands below.

If you right-click the text note during editing, a floating toolbar with the most commonly used
formatting tools will appear above the right-click menu. You can use the commands in the floating
toolbar to format your text note without having to search for the right command in the ribbon.

Arial (12 | A A
BE 7 Uag),&, =

o —_— g —
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- —_ —

1#1

#» To see what a particular icon does, place the mouse pointer over it until you see its descriptive
label appear.

Q To select the entire contents of your text note, press Ctrl + A.
F-9

DThe Paste button lets you insert the content of the Clipboard in the text note. Click the down
arrow below the button to access the Paste Special command which lets you choose whether the
Clipboard content should be inserted as unformatted text or in another format such as Rich Text
Format (RTF).

Arial “112 7| These fields let you view and change the font and font size of the
currently selected text.

Note that you can set a default font, text size and text color for all the text notes you enter in the
MindView Options dialog as follows:

# Click the File tab.

# Choose Options.

# Click Preferences on the left.

# Choose the required options in the Text Note editor section.

A 4" These icons let you increase and decrease the font size from their current values. If a piece
of text is selected, the size of each character is increased (or decreased) individually from its current
value.

B I U abe X. X These icons help you set and remove formatting attributes in the usual
way. You can set the selected characters as superscript or subscript by clicking the relevant icon.

P-A- The first of these icons let you change the color of the background of the selected text
so that it looks highlighted. The second icon lets you change the color of the text itself.

o —
o —

:=7 i=7 Use these icons to create bulleted lists or numbered lists. Place the pointer in the
relevant paragraph or at the beginning of a new line and click the appropriate icon. Clicking the
arrow next to the icon lets you choose between different bullet styles and numbering formats.
Clicking the icon again removes the formatting.

IF Use these icons to increase or decrease the indent level of the selected paragraph.

# To adjust margins and indents, click the ruler icon (if the ruler is not already displayed). Drag the

margin markers N at the left and right ends of the ruler to change the left and right margins.
Drag the indent marker (which by default is shown directly below the left margin marker on the ruler)
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to set the indent margin. To indent an entire paragraph (including the first line), set the indent marker
to the required position and type a tab character at the beginning of the paragraph. You can insert
standard tab stops by clicking the ruler and then dragging them into position. To remove tab stops,
drag them away from the ruler.

These icons let you align the current paragraph within the text note. You can align
it to the left margin, center it, align it to the right margin or justify it so that it is aligned with both left
and right margins.

T Clicking this icon displays all the special marks and symbols within your text note, such as line
feeds and spaces. Click it again to hide these symbols.

|;| Click this icon to insert a picture in the text note.

Creating a hyperlink
® To convert the selected text to a hyperlink, click ﬂ_—:'-b’: or press Ctrl + H. This lets you create a
link between the selected text and an external element such as a URL.

@ If you want to link to an online workspace instead, click the Browse button in the
Hyperlink dialog and select the workspace you would like to link to in the submenu. A dialog
opens where you may enter login credentials for the online workspace.

e To edit the hyperlink, press Ctrl + H again or choose Edit Hyperlink in its local menu.
# To delete a hyperlink, choose Delete Hyperlink it its local menu.
® To activate a hyperlink, press Ctrl while clicking the link.

You can set the format of the selected hyperlink as default for all hyperlinks by choosing Default
Hyperlink Style in its local menu.

Default Hyperlink Style B[S

o e :
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@ Mo change @ Mo change (") Mo change
i) Set () Set @ Set
i) Clear i) Clear () Clear
[ )4 ] [ Lancel ]
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e [f you select No change, the hyperlink keeps the current italic, bold or underline attribute.
e Set applies the relevant formatting (e.g. italic, bold or underline) to the hyperlink.
# Clear removes the relevant formatting from the hyperlink.

You can also select a font, size and color for the text by choosing a value and checking the box to
the left of the relevant option to apply it.
The Change All button allows you to apply the options selected to all the existing hyperlinks.

Creating a table
The next group of icons relates to tables.

D l_—|m i e = = E.:::Iﬂhadiﬂgv

i+ Borders -

Table | Delete | Insert Insert Insert Insert ! Split
- - Above Below Left Right (| Bordersand Shading... Cell
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To insert a table in your text note, click the Table icon and choose the initial number of rows
and columns required. The table is inserted at the cursor position. To change the height of
table rows, or the width of table columns, drag the row or column dividers. You can add and
remove rows and columns later using the Insert commands.

To delete the entire table, click the upper part of the Delete icon.

To delete the selected cell(s), row(s) or column(s), click the arrow in the lower part of the
Delete icon and choose the relevant command.

To insert a row or column, place the cursor at the point of insertion, and choose the relevant
Insert command.

To change the interior color of the selected cell(s), choose Shading and select your preferred
color.

To add and remove borders or change the border color, choose Borders.

You can also change the interior and border colors of the cells by choosing Borders and
Shading to open the dialog below.

Table Borders and Shading |i|-g_hj

[Hterior

EHCE"S ................... Color: IZ

Borders
T able outer borders

@ Selected cells]

4| Top ¥ Bottom “wfidth: = Colar: IZ
of | Left | Bight [ermpty = current width]
0] 4 l | LCancel |

You can assign a background color to all the cells in the table or to the selected cells only. You
can also assign a border width and color to the left, right, top or bottom edges of the entire
table or to each of the selected cells. To keep the current border width, just leave the Width
field empty. Similarly, to keep the current colors, leave the Color field(s) unchanged (diagonal
line on a white background).

To merge cells, select them and choose Merge Cells.
To split a cell into two, select it and choose Split Cell.

Adding a citation

MindView lets you add citations in your text notes to refer to the bibliography sources you have been
using. For more information on this, refer to "Using sources" and "Using citations".

Spellchecking a text note

ABC

V’ To check the spelling of the text contained in your text note, choose Spelling.

Clicking the lower part of the icon will enable you to choose a different language and set the spelling
options. See "Using the spellchecker" for more information about this feature.
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Selecting a text note

When several text notes are attached to a root or branch, you can display the one you want to view
as follows:

e Click the tab corresponding to the required text note at the bottom of the Text Note editor, or

# Move the mouse pointer over the paperclip icon Ul to the right of the root or branch label and
click the required text note in the pop-up list, or

» Click the required text note in the Object list of the root or branch.

Deleting a text note

# To delete a text note, move the mouse pointer over the paperclip icon U to the right of the
root or branch label, select the required text note in the pop-up list and choose Delete in its
local menu.

You can also select it in the Object list and press Delete or choose Delete in its local menu.

Q Remember that if you delete a text note by accident, you can always cancel the deletion by
clicking Undo ™ in the Quick Access Toolbar or pressing Ctrl + Z.

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".

@ Once created, both types of comments can be read aloud. To do this, click the comment window

and choose Review | Proofing | Narrate L] (or press F5). You can stop the narrating by clicking the
icon or pressing F5 again. To resume, hold down Ctrl while clicking the icon or pressing F5.

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

Floating comments

r— 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.

™~

--| Increase figures [ m

Goals j+--| Optimize advertising [ @

--1 Gain knowledge

How do we measure success?

Inserting a floating comment on a root or branch

# Select the root or branch to which you want to add a floating comment and choose Insert |
Text | Floating Comment in the main menu or Insert | Floating Comment in the local menu.
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A small window opens to let you type your comment, and a Format tab specific to the
comment appears at the right of the ribbon.

Insert Floating Comment

Challenges

@ By default, the text wraps around automatically after a certain number of characters. If you
want to force the next part of the comment to start on a new line, press Ctrl + Enter at the end
of the first line.

# Once you've finished typing, press Enter or click outside the comment window.
A thin line now connects your new comment with the root or branch you attached it to.

If necessary, you can move your comment to a more convenient place by dragging it with the
mouse or by using the arrow keys of the keyboard.

* (optional) Click the Format tab at the right of the ribbon.
This tab contains formatting options applicable to the floating comment.

N E .- 5 MatchWare MindView & - Subject MAP VIEW FLOATING COMMENT
FILE HOME INSERT REVIEW SHARE VIEW DESIGM FORMAT
. ]
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 — —
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Font Properties

#» Browse through the options available in the different panels, checking their effect on your
floating comment as you go.

As well as the Format tab, you can also use the Properties dialog to make changes to the floating
comment.

See "Floating comment properties: General tab" and "Floating comment properties: Text tab" in the
Reference section for a detailed description of the properties applicable to a floating comment. For a
general description of the Properties dialog, see "Using the Properties dialog".

Inserting a floating comment on the workspace
#» Right-click the workspace and choose Insert | Floating Comment in its local menu.

When you add a floating comment to the workspace in this way, the comment is not attached to
anything and no connecting line is visible.

If necessary, you can then move your comment by dragging it with the mouse or by using the arrow
keys of the keyboard. You can even connect it to a particular branch by moving it on top of its label.

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

You can also edit the existing comment. As for branch labels, there are several ways of entering Edit
mode:

® Select the comment and click its text, or
# Select the comment and press F2, or
# Right-click the comment and choose Edit Text in its local menu.
Once you are in Edit mode:
#» Place the cursor at the required position to edit the existing comment.
# When you have finished, press Enter or click outside the comment window.
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@ Pressing Esc while in Edit mode will leave the existing comment unchanged.

Detaching a floating comment

# To detach a floating comment from a root or branch, select the comment and choose 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 Home | Editing | 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.

Reward

Be sure to reward success. -
This will make the delegatee
feel good about the

completed task and open
towards receiving other
delegated tas.l-cs,.|EI

Reward [

Inserting a pop-up comment

# Select the root or branch to which you want to add a pop-up comment choose Insert | Text |
Comment in the main menu or Insert | Comment in the local menu.

@ You can also just press F11.
The comment window opens to let you type your comment.

» (optional) Resize the comment window by placing the mouse pointer on one of its edges or
corners and dragging in the required direction.

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

A yellow comment icon M 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.

If necessary, you can easily move your comment to a more convenient place by dragging its title bar
with the mouse.

Editing a pop-up comment
There are several ways of entering Edit mode:
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# Click the yellow comment icon on the right of the root or branch name, or

# Move the mouse pointer over the yellow comment icon and click the comment window, or

& Right-click the root or branch containing the pop-up comment and choose Insert | Edit
Comment in its local menu.

@ You can also just press F11.

Deleting a pop-up comment
There are two ways of doing this:

& Right-click the branch containing the comment and choose Delete | Comment in its local
menu.

# Right-click the title bar of the comment window and choose Delete in its local menu.

Inserting icons

-—— MindView lets you place icons on the branches of your mind map to attract attention or
illustrate a particular idea.

You could for instance use one of the Team icons &t for all the topics of your map involving a

discussion with others, or the Clock icon © forall topics associated with a deadline. Make sure
however that you use such icons consistently and sparingly to avoid overloading the map.

Inserting a MindView icon on a branch
# Select the branch to which you want to add an icon.
# Choose Insert | Icons to open the gallery of icons.
# Click the required icon.
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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, you can only choose
one icon in each of the other sets. If for instance you have attached a Priority 3 icon to your branch,
choosing a Priority 5 icon for the same branch will remove the Priority 3 icon and replace it with the
Priority 5 icon.

v Once you have inserted an icon from a set other than the Standard set on a branch, clicking
that icon on the branch replaces it with the next icon in the set. If for instance you have inserted a
Priority 3 icon on a branch, clicking it replaces it with the Priority 4 icon and so on until Priority 9,
then Priority 1 again.

Deleting an icon
You can delete an icon in two ways:
® Click the icon to select it, then choose Delete Icon in its local menu.
You can also choose Delete All Icons to remove all the icons from the branch.
# Right-click the branch, choose Delete | Icons and select the icon to be deleted.

Managing your own sets of icons
MindView also lets you create and modify your own sets of icons.
# Choose Insert | Icons to open the gallery of icons.
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# Click Custom Icons at the bottom of the gallery.
The Manage Custom Icons dialog appears.

Manage Custom Icons &Iéj

% |

Define as set of mutually exdusive icons QK ] [ Cancel ]

¥ Click the Create Set icon " @ to create a new set of icons.

> (optional) If you want your new icon set to contain mutually exclusive icons (meaning that a
particular branch can only contain one icon from the set), check Define as set of mutually
exclusive icons.

# Click the Add Icon icon 'ﬂ to browse through your folders and select an icon to add to the set.
#* (optional) To rename your custom icon, right-click it and choose Rename.
Your new set of icons now appears in the Icons gallery.

5? If you distribute to other users a mind map in which you have inserted custom icons, the other
users will be able to view the custom icons as usual when they open the mind map on their
computer. The custom icons are added to the bottom of the Icons gallery in a special set called
"Other Icons".

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:

® Branch pictures «—

A branch picture "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.
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Managing
Customers

/ \

* Floating pictures «o—

Unlike branch pictures, floating pictures can be moved wherever convenient on the workspace.
Floating pictures can be connected to the root or particular branches, or just "float" freely on
the workspace.

Budget

-

® Attached picture files ﬁ

MindView also 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.

Inserting a picture

Inserting a branch picture on aroot or branch

#» Select the root or branch to which you want to add a branch picture and choose Insert |
Pictures | Branch Picture in the main menu or Insert | Branch Picture in the local menu.

@ You can also choose Home | Insert | Branch Picture in the main menu.
# Choose the picture required in the Open dialog.

The picture is now inserted by the root or branch label, at a position determined by the style applied
to the map.

Q You can also paste a branch picture from the clipboard: select the root or branch, then choose
Paste or press Ctrl + V. Branch pictures may also be inserted using the Capture toolbar; see
"Capturing text and images" for more information.

#» (optional) Resize the picture as necessary: first click the picture itself to select it, then move the
mouse pointer on the required edge until it changes to a double arrow and drag with the mouse
until the picture reaches the correct size.

If necessary, you can reset the picture to its original size by using its aspect ratio property. See
"Picture properties" below.

You can also change the position of the branch picture with respect to the branch label, so that
instead of being shown above the branch label for example, the picture is shown on its right or on its
left:
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# Click the branch picture to select it, then drag it over the branch label, using the preview shown
in the bounding area to determine its new position. Drop the picture in one of the blue areas on
the right or on the left of the branch label to position it accordingly.

Dropping the picture in the left part of the blue area shown below the branch label converts it to
a floating picture.

/ ERcineering
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Dropping the picture in the right part of the blue area shown below the branch label converts it
to an attached picture file.
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You can also use this method to drag the branch picture to a different branch.

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 |
Pictures | Floating Picture in the main menu or Insert | Floating Picture in the local menu.

# Choose the picture required in the Open dialog.
The picture appears on the screen, scaled down from its original size if necessary.

#* (optional) You can resize the picture as described above. You can also move the picture to a
more convenient place by dragging it with the mouse or by using the arrow keys of the
keyboard.

A thin line now connects your new picture with the root or branch you attached it to.

Inserting a floating picture on the workspace

# Click the workspace and choose Insert | Pictures | Floating Picture in the main menu or
Insert | Floating Picture in the local menu.

# Choose the picture required in the Open dialog.

When you add a floating picture to the workspace in this way, the picture is not attached to anything
and no connecting line is visible.

# (optional) As above, you can resize or move the picture as necessary. You can even connect it
to a particular branch by moving it on top of the branch.
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Dragging a picture

Instead of using the MindView commands described above, you can also add a picture by dragging
it from the Multimedia Catalog, Windows Explorer or the Windows Desktop.

@ For a full description of the Multimedia Catalog, see "Using the Multimedia Catalog".

Dragging a picture on aroot or branch

#» Just drag the picture from the Multimedia Catalog, from Windows Explorer or from the
Windows Desktop and drop it on the relevant root or branch when it becomes highlighted.

By default, this creates a branch picture. If necessary, you can convert this branch picture to a
floating picture by right-clicking the branch picture and choosing Detach | Branch Picture in
its local menu.

Dragging a picture on the workspace

# Just drag the picture from the Multimedia Catalog, from Windows Explorer or from the
Windows Desktop and drop it on the workspace at the required position.

Moving a picture
If necessary, you can easily move a picture from one branch to another branch:

# To move a branch picture to another branch, click the branch picture to select it, drag it to the
other branch, and drop it in one of the blue areas of the preview bounding area described
above, on the left, on the right or above the branch label.

You can also convert the branch picture to a floating picture by dropping it in the left part of the
blue area shown below the branch label, or convert it to an attached picture file by dropping it
in the right part of the blue area shown below the branch label.

Dragging a branch picture away from its branch and dropping it on an empty area of the
workspace will create a freely floating picture not belonging to any of the branches.

# To move a floating picture from one branch to another branch, click the floating picture to
select it, drag it to the other branch until the pointer changes shape, and drop it in the left part
of the blue area shown below the branch label.

You can also convert the floating picture to a branch picture by dropping it in one of the blue
areas on the left, on the right or above the branch label, or convert it to an attached picture file
by dropping it in the right part of the blue area shown below the branch label.

Detaching a picture

Detaching a branch picture

# To detach a branch picture and convert it to a floating picture, select the branch to which it
belongs and choose Detach | Branch Picture in its local menu.

Detaching a floating picture

# To detach a floating picture from a root or branch, select the picture and choose Detach in its
local menu.

The picture now belongs to the workspace itself rather than to the root or any of its branches.
Replacing a picture

Replacing a branch picture
You can replace a branch picture by another picture as follows:
# Select the branch to which the picture belongs.
# Press the Ctrl key while double-clicking the branch picture.
The Open dialog appears, letting you choose a different picture.
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Replacing a floating picture
# Double-click the floating picture.
The Open dialog appears, letting you choose a different picture.

Deleting a picture

Deleting a branch picture

You can delete a branch picture in two ways:
» Start by selecting the branch to which the picture belongs, and then either:
# Click the branch picture itself (resizing handles appear around it) and press Delete, or
® Choose Delete | Branch Picture in the branch local menu.

Q If you press the Delete key by mistake, the whole branch will be deleted. You can restore it by
clicking Undo " inthe Quick Access Toolbar or pressing Ctrl + Z.

Deleting a floating picture
To delete a floating picture, select it and do one of the following:
® Press Delete, or

® Choose Home | Editing | Delete @ in the main menu, or
s Choose Delete in its local menu.

Picture properties
Pictures have properties, which you can edit with the Properties dialog.

Branches containing branch pictures have an extra Picture tab in their Properties dialog containing
the picture properties. See "Branch properties: Picture tab" for a detailed description of the
properties applicable to branch pictures.

See "Floating picture properties: General tab" and "Floating picture properties: Picture tab" for a
detailed description of the properties applicable to floating pictures.

See "Using the Properties dialog” for a general description of the Properties dialog.

@ If the Properties dialog is not visible, choose View | Show/Hide | Panels | Properties to open
it.

Inserting task data

:j MindView 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/Timeline 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

# Click the Task/Timeline tab on the right of the workspace or choose View | Show/Hide |
Panels | Task/Timeline Panel to open the panel.

#* Make sure the document type is set to Task Management.

v

Select a branch for which you want to add task data.
# (optional) Enter a Start date.
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#* (optional) Enter an End date.
# (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 to open the Task Resources
dialog. 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.

Task / Timeline

Document type E'
0
Task Management - l ;
Suitable for creating task lists (timescale E
from 1934 to 2049). =
Gl
Time information §
Start date: 3
..... o
[#] 14-05-2015 B =
9]
End date o
..... L
[#] 23-05-2015 R 2
Delete Times I
9]
m
=
Task information =
Priarity: E.
Mormal -
Completion:
0% b A
Resources:
IT Management E‘l

E‘l Project Resources...

# (optional) To display, directly on the branches of the mind map, the task data you just entered,

choose View | Data | Show Branch Data 2 (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 "Formatting a branch".

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

# Click the Task/Timeline tab on the right of the workspace or choose View | Show/Hide |
Panels | Task/Timeline Panel to open the panel.

* 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).

#* (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 to open the Task Resources
dialog. 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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Task / Timeline

Document type E
0
=

[Projer.t Management - ] 5

Reguired for creating Gantt projects §

(tmescale from 1984 to 2049). =
o

Time information 5

Duration: gl

TR g
o
Start date: m
o
20-05-2015 B~ &
End date:
27-05-2015 B~
9]
[a%]
=
Task information =
Priarity: E.
500 -
Completion:
0% -

Resources:

IT Management E‘l

=] Task Information...

Project

E‘} Project Irformation ...

Project Calendars...

E‘l Project Hesources...

» (optional) To display, directly on the branches of the mind map, the task data you just entered,

choose View | Data | Show Branch Data =2 (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 "Formatting a branch".

MindView lets you export your project plans to Microsoft Project for further work. You can also import
existing Microsoft Project plans into the Gantt view, directly from Microsoft Project or via the
Microsoft Project XML format.

For more information on exporting and importing directly from Microsoft Project, see "Exporting to
Microsoft Project" and "Importing from Microsoft Project". For the export and import options using the
XML format, see "Exporting to XML" and "Importing from XML".
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Inserting timeline data

MindView 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.

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". This 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 Task/Timeline
panel described here allows you to enter time information on your branches while brainstorming your
document in one of the standard Map views.

Choosing atimescale

Regardless of whether you are working in one of the Map views or in the Timeline view, the first
thing you need to do when you are creating a timeline is to define the timescale of your document.

# Click the Task/Timeline tab on the right of the workspace or choose View | Show/Hide |
Panels | Task/Timeline Panel to open the panel.

# Choose the document type Timeline in the first field.
# Select a timescale for the document. The default timescale is Standard.

Document timescale

Standard -

Year, month, day and time
fram 1 AD to 3,000 AD

MindView lets you choose between several timescales to cater for different timeline 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.

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.
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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.

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.

@ 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.

Entering dates and times
# Select a branch for which you want to add time information.
# Click the button at the right of the Start time field in the Task/Timeline panel (or press F12).

Task / Timeline

Document type E'
0
=

Timeling - -
= |

Suitable for creating timelines using E

various timescales. 53
]

Docurment timescale =

Standard - 5
L45]
O,
Year, month, day and time o
from 1 AD to 3,000 AD Q
g
o
[ =]

Time information

Start time:

1968 [ o
=

End time: =

1973 | =

I Delete Times I I Advanced... ]

#» Specify a Start time for the event in the dialog that opens. You do not have to make selections
in all the boxes. For example, if you are using the Standard timescale, you can choose just a
year, or just a year and month, without specifying an exact date or time.

If you make a mistake or enter a date that in hindsight is too specific for your needs, you can
click Reset one or more times to undo your choices one by one. If for instance, you specify a
date by selecting '2001', 'January' and '22', clicking Reset will remove the information about the
day to leave the date as 'January 2001'.

Alternatively, you can just type in the date and time directly in the Start time field. You can use
various shortcuts and abbreviations, depending on the timescale.
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MindView interprets what you type and shows the results in pop-ups as you type: at any time
you can click one of these to select it.

Here are some examples (displayed dates will depend on your machine’s settings and so may
be different from those shown here):

Standard:

'12 25 11','12/25/11", '12-25-11" and '122511’ all become Dec 25, 2011 (US settings);
'25 12 11','25/12/11", '25-12-11" and ‘251211’ all become 25 Dec 2011 (UK settings);
‘3 3" becomes 3 Mar of the current year;

You can also specify a time after the date, separating the date and the time with a space. For
instance, '2:00 pm' becomes 14:00.

Historic: ‘1211’ becomes 1211 AD; -490’ becomes 490 BC;

Geological: ‘200m’ becomes 100,000,000; -5000' becomes -5,000 (i.e. 5,000 years ago); ‘50t’
becomes 50,000.

Daily: ‘20’ becomes Day 20; ‘-20' becomes Day -20; ‘2 10:pm’ becomes Day 2, 22:00.

Weekly: ‘3" becomes Week 3; ‘3.0’ becomes Week 3, Monday; ‘-2.6 3:" becomes Week -2,
Sunday, 3:00.
# Click OK.

#» If necessary, you can specify an End time by clicking the End time field or pressing Ctrl + F12.
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.

#* 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

View | Data | Show Branch Data == (or right-click the workspace and choose Show Branch
Data) and check Start/End time in the sub-menu.

Q You can hide or show the time information 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 time information shown on the map in different ways. For more
information, see "Formatting a branch".

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

5‘? As well as using this panel, you can also enter time information on branches from the Outline
view or from the Timeline Outline panel shown in the Timeline view. Just double-click the relevant
Start Time or End Time cell and fill in the time picker as described above.

Advanced options

The End Times Definitions dialog which opens when you click the Advanced button at the bottom
of the panel allows you to specify the way MindView should handle end times. These settings are
only relevant when viewing the document in the Timeline view.
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The simplest way to explain how this works 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 how two

possibilities:

# |[f the setting for End time year on this dialog is set to Is included, 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 I |

1939 - 18435

1939

1940 1911

1942

1943

1944

1945

e |[f the setting for End time year on this dialog is set to Is not included, 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 | |

1939 - 1945

1939

1940 191

1942

1943

1944

The settings for the other time periods, namely month, week and day, work in the same way.

Important: The choices you make in this dialog will apply only to the end times you insert from now
on, and only for the current timeline. The next time you create a timeline, the settings of this dialog
will revert to their default values. You are therefore free to choose different options for different

timelines.
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Inserting calculation values

MindView lets you enter text and numerical data on any of the branches of your mind map. This
allows you to display values, such as sales numbers, costs, exchange rates and so on, to display
text strings such as project names, team members and so on, and to enter calculations. Built-in
functions allow you to display numerical values automatically rolled up from lower sub-branches.

Entering numerical values on branches
To enter a value for, let us say, 'Units sold' on one or more branches:
#* Select the branch(es).

# Click the Calculation tab on the right of the workspace or choose View | Show/Hide | Panels |
Calculation Panel to open the panel.

#* Inthe grid, click <Insert New> under Name and type "Units sold".

Mame Yalue

= Inserk Mew =

@ If you have entered a value for 'Units sold' on the mind map before, you can skip this step
as the 'Units sold' field will already exist.

#* Inthe Value column enter the value, for example 2500.

Mame Yalue
Inits sold 2,500,00
= Inserk Mew =

The value now appears below the branch on your mind map, and the 'Units sold' field (called a
‘calculation field) becomes available for use in other branches.

\1 Canada |
Unitz =old: 2,500

5‘@ Calculation fields do not display on the mind map if they are empty. So, if a calculation field is
created but no value is assigned (for example, if you omitted the final step in the above procedure), it
will be available for use but not displayed anywhere. When you give it a value for a branch (other
than zero) it will display on that branch.

Values you add directly on branches will override any default values you may have entered (see
"Entering defaults" below). If you enter a branch value by mistake you can type Ctrl + Z to undo your
entry, or right-click the value and choose Reset to Default.

Q Rather than adding values (or formulas) branch by branch, it is often quicker to add them using
the Defaults and Formats dialog instead. See "Entering defaults” below.

Entering text values on branches

@ The default value type in MindView calculation fields is Number. Every time you enter text values
in a calculation field using the following procedure, you will therefore be asked if you want to convert
the value type to Text. To avoid having to do this repeatedly, for example because you need to enter
many different text values, use the Defaults and Formats dialog to define text values; see "Entering
defaults" below.

To enter a text value, let us say to display a salesperson's name, for one or more branches:
# Select the branch(es), and go to the Calculation panel as described above.
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#* Inthe grid, click <Insert New> under Name and type "Salesperson".
# Inthe Value column enter the value, for example "Amy Jones".

Mame Value
Salesperson Arny Jones

< [nzert Mew »

# Click Yes in the dialog to confirm that you want to convert the value of the calculation field to
text.

The text value now appears below the branch on your mind map, and the 'Salesperson' field
becomes available for use in other branches.

@ As with numerical values, calculation fields with text values are not displayed on the mind map if
they are empty, and values that you add directly on a branch will override any default values you
may have entered.

Editing values
To edit values on one or more branches:
# Click the Calculation tab to open the Calculation panel.
# Select the branch(es).
#» On the Calculation panel, make the changes in the Value column. Any changes you make will
overwrite existing values on all of the selected branch(es).

@ Like other branch data, calculation values may also be edited directly under each branch. For
more information, see "Editing branch data directly".

Entering defaults

To save unnecessary typing it is often useful to enter defaults for calculation fields. This is especially
the case if you need to enter several text value fields. To do this:

# Click the Calculation tab to open the Calculation panel.
# Click Defaults to open the Defaults and Formats dialog.

#* For each calculation field, use the Type column to indicate whether it is meant to contain
Number or Text values.

> Enter values or formulas (see the next section) in the appropriate rows of the Default column.

The values or formulas you enter here will always be used unless you override them by
making different entries for specific branches on the Calculation panel, as described above.

A blank entry in the Default column means that there is no default. For calculation purposes
the value of a blank entry is taken to be zero. An entry explicitly set to zero is not regarded as
blank but as a default set to zero.
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B ° Defaults and Formats I. ? ﬂh]
Mame Type Default $100 100 _,:,'g ] 'IE
Units =old Mumber SUM 2 1 B A
Cost/unit Mumber 2.3 2 [
Selling price/unit |Nurnkber 2 [l ]

Exch rate ($) Mumber 3 & |[E
Profit Mumber {Units sold} *({Selli... |$ 2 ] M
Salesperson Text
< Insert Mew =

- { [ Cancel

For each Number type calculation field, you can also specify one or more of the following:

In the ¥1' column enter text to precede the number, for example "$" to indicate a dollar value.
In the "% column enter text to follow the number, for example " 000s" to indicate thousands.
Inthe g0 column enter a number to specify the number of decimal places to be displayed.
Inthe ? column, check the box to display thousands separators in large values.

Inthe 7L column, check the box to specify that the calculation field should be treated as a
constant value. Constant values are not displayed on the branches of the mind map, but can
be used in calculations using formulas.

In the example below showing a stationery order, a constant called Delivery has been defined
to cover a fixed delivery cost of $10, to be added to the $100 order cost. Using a constant in
this way makes it much easier to update the map if the supplier increases the delivery cost in
the future.

Branch values: "Stationery™ 'Z'E' g
MName Value i
3

Cost £110.00 o
I 5

< Insert New > $110.00
100+{Delivery}

You can add a new calculation field to the mind map by entering its name in <Insert New>, or delete
an existing field by selecting it and clicking Delete.

You can change the order in which the values display on the mind map, by moving the calculation
fields up or down in this list by selecting them and clicking the Move Up or Move Down button.

Entering an automatic sum

You can use the built in function SUM to add up numerical values entered on the outermost sub-
branches, providing a grand total on the root and sub-totals on the intermediate branches. To do this
for our 'Units sold' calculation field, proceed as follows:

# Click the Calculation tab to open the Calculation panel.
# Click Defaults to open the Defaults and Formats dialog.

If you haven't yet created 'Units sold', click <Insert New> and type "Units sold".
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* Type SUM as the default value for 'Units sold'. Alternatively, you can click the sum symbol Z
at the right of the field.

The entry SUM is a simple formula comprising just one function. For more information about
formulas see "Entering formulas" below.

#* Click OK.

The result is shown below. Values entered for 'Units sold' in the outermost branches are
progressively totaled to a grand total on the root branch.

us |
Morth America | Units seld: 7,000
H"““‘-— " Units sald: 9,500 Canada |
Sales of Units ‘ Units sold: 2,500
’ Germany |
=~ Units zold: 28,500 : - )
EUI’I:IFIE Units sald: 5,000
Units sold: 9,000 LIk |

Unitz =ald: 4,000

Entering formulas

You can enter formulas directly on branches or as defaults. The procedures are the same as those
described above, except that you enter a formula instead of a value.

You type the formula in the usual way, using values and any of the mathematical operators + - */ ().

In addition, the right-hand section of the Function icon [E], opens a drop-down list that lets you
reference the other calculation fields on the branch. If you include any of these, the formula will use
their current values at the relevant points in the calculation (if a field is blank its value is taken to be
zero). Field names appear inside curly brackets in the formula.

{Units sold} *({Seling pricefunit-*{Exch rate ($1H-{Costfunith)

The functions available when you click the Function icon (= =] are divided into separate groups,
as described below.

The functions in the Sub-Branches group automatically calculate a value based on values in the
sub-branches:

® SUM gives the total created by adding the values, for this calculation field, from the sub-
branches one level below the current one. It is useful for creating sub-totals throughout your
mind map.

Q To enter SUM, the most commonly used function, you can simply click the sum symbol
x,

® AVG gives the average of the values for this field from the sub-branches one level below the
current one.

# MIN gives the minimum value for this field from the sub-branches one level below the current
one.

e MAX gives the maximum value for this field from the sub-branches one level below the current
one.

® COUNT gives the number of sub-branches one level below the current one.

The functions in the Project Management group are all related to Gantt projects and are therefore
only available when you are working in Project Management mode (i.e. when your document type is
set to "Project Management" in the Task/Timeline panel). For more information about Gantt projects,
see "Using the Gantt view", and in particular "Assigning resources".

# COST gives you the overall cost of the resources (human and material) that have been
allocated to the current task (branch).
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ACTUALCOST gives you the cost incurred so far by the current task, on the basis of the
overall resources cost and the percentage of completion of the task.

REMAININGCOST is the difference between the overall resources cost and the actual cost.

WORK gives you the overall amount of work to be performed on the current task by all its
resources.

ACTUALWORK gives you the amount of work performed so far, on the basis of the overall
amount of work and the percentage of completion of the task.

REMAININGWORK is the difference between the overall amount of work and the actual work.

@ The three work values are calculated and expressed in seconds.

v If you are viewing your Gantt project in one of the standard Mind Map views, you can display
these values directly on the branches of the mind map as explained in "Showing or hiding" values
below. You can also define the currency symbol and the number of decimal digits to be used. See
"Currency" in the topic "Setting up your preferences".

The functions in the Math & Trig. group calculate a value based on values or field references which
you enter:

POWER(value,power) returns the result of a value raised to a power. For example,
POWER(6,2) returns the value 36 which is six squared.

SQRT(value) returns the square root of a value. For example, SQRT(2) returns the value 1.41,
the square root of two.

LN(value) returns the natural logarithm (log to base e) of a value. For example LN(123.4)
returns the value 4.82.

LOG(value) returns the logarithm to base 10 of a value. For example LOG(123.4) returns the
value 2.09.

ABS(value) returns an absolute value, in other words a negative value becomes positive. For
example, ABS({payment}) returns the value 200 if the value in the field {payment} is 200 or -
200.

INT(value) returns the whole number, or integer, part of a value. For example, INT(3.9) returns
the value 3.

MOD(value;divisor) returns the remainder after the value has been divided by the divisor. For
example, MOD(14;3) returns the value 2.

The functions in the Financial group also calculate a value based on values or field references
which you enter:

FV(rate,periods,payment) returns the future value of a series of equal payments at constant
interest rate. For example, FV(0.025,5,-120) gives 630.76, the result of saving $120 annually
for 5 years at an interest rate of 2.5%. Note that the payment figure (money out) is negative
whereas the end result (money in) is positive.

PV(rate,periods,payment) returns the amount you would need to invest today in order to
match a series of future payments. For example, suppose you have the choice of receiving a
life insurance payout of $10,000 now or 10 annual payments of $1,200 a year, which would be
the better option, supposing the annual interest rate over the 10 years to be 4% (0.04)? The
calculation PV(0.04,10,-1200) gives a result of $9,733 which is the amount that would need to
be invested today for 10 years in order to match the value of the 10 annual payments of $1200,
assuming 4% interest. In other words the lump sum of $10,000 is better. Note that the payment
figure (money out) is negative whereas the end result (money in) is positive.

EFFECT((rate,periods) returns the effective yearly interest rate based on the nominal interest
rate and the number of compounding periods in the year. For example, if you have a field
called Rate that contains an interest rate of 0.05 (5%) and a field called Periods that contains
12, the number of compounding periods in the year, then EFFECT({Rate},{Periods}) returns
0.0511 (5.11%). In other words, an annual rate of 5% compounded monthly is equivalent to
5.11% if only a single annual interest payment is made. This function is the reverse of
NOMINAL, below.
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* NOMINAL(rate,periods) returns the annual nominal interest rate based on the effective
interest rate and the number of compounding periods in the year. For example,
NOMINAL(0.0511,12) returns 0.05. In other words a yearly return of 0.0511 (5.11%) is
equivalent to 0.05 (5%) if compounding is done monthly. This function is the reverse of
EFFECT, above.

In the Calculation panel, it is the result of the formula that is displayed in the Value column, not the
formula itself. To edit or view the underlying formula, double-click to enter edit mode. On the mind
map itself, the formula never displays, always the result.

If there is an error in a formula you will see the value #NAN or #NULL!:

# The value #NAN indicates a division by zero, which leads to an invalid result. Check the
divisor(s) in the formula to ensure that they cannot become zero.

® The value #NULL! indicates that a value needed by the formula is missing. This can happen if
you have deleted a calculation field referenced by the formula. If you have just deleted the
field, you can restore it by pressing Ctrl + Z. To help identify missing fields, they are shown in
black, rather than the usual green, in the formula. If you reinstate a previously deleted field, the
error will disappear, but you may have to re-enter values for the field.

Reviewing values
Current values are displayed directly on the mind map.
The Calculation panel shows further information about the values on a selected branch:

e A difference marker at the bottom left of a calculation field alerts you that its value is different
from its default. This is useful because it is easy, while developing a mind map, to mistakenly
overwrite a default value by entering a value or formula directly on a branch.

Coskfunit Tl L$2.IIIIII

@ The difference marker relies on there being a default for the value: if there is no default (in
other words a blank entry on the Defaults and Formats dialog), the marker never appears.

# |f you move the cursor over an entry in the Values column the hover text will show you the
value and, if it is generated by a formula, the formula as well.

Showing or hiding values
To display or hide calculation fields for the whole mind map:

# Click the View tab in the ribbon.

# Choose Data | Show Branch Data.

# Check (or uncheck) the calculation fields you want to show (or hide).
To display or hide calculation fields for a selected branch or branches:

# Select the branch(es).

# Click the Format tab in the ribbon.

# Choose Data | Show Branch Data.

# Check (or uncheck) the calculation fields you want to show (or hide).

It is also possible to format the calculation values displayed on the map in different ways. For more
information, see "Formatting a branch".

Example
Here is an example of part of a mind map that uses calculation fields.
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USA |

Units sold 25,456.00
Costiunit 32.30
\ Selling priceunit 4.10
Morth America Exch rate (3) 1.000
Units sold 27,556.00 L $45820.80
Frofit S525T0.50 Sslesperson Amy Jones

Canada
Units sold 2,500.00
Cors b uaniit 5230
5 Selling price/unit 55.00
Sales of units Exch rate (5) 0.790
Profit FoT50.00
Sslesperson  Celeste Pigot

Units sobd  40,840.00

Frofit S65152.44
Germany |

Units sold 5.632.00

C st/ uniit 2.30

~ Selling pricewmnit .11

Europe Exch rate (3} 1.280

Profit 54561.32

Units sold  12,884.00

Fraofit S17611.64 Salesperson Gerhard Weber

LK

Units sokd T.252.00
C o thunit 2.00
Selling pricewnit 211
Exch rate () 1.400
Prrofit 8048, 72
Salesperson Brian Jones

The calculation fields are:
# Units sold For the outermost sub-branches, values are added branch by branch. A default
value of SUM creates subtotals for the remaining branches and a grand total for the root.

e Cost/unit This is the cost of each unit in dollars: it is displayed only on the outermost sub-
branches. In most cases the value is $2.30, so this is entered as a default. A different value
has been entered directly on one of the branches. In such cases, and wherever a value is
different from its default, you will see a difference marker in the Calculation panel, as here:

Cosk funit i $2.00

# Selling price/unit This the selling price of each unit in local currency: it is displayed only on
the outermost sub-branches. It has no default value.

e Exch rate ($) This the exchange rate that converts local currency into dollars: it is displayed
only on the outermost sub-branches. It has no default value.

# Profit On the outermost sub-branches this is calculated by a default formula. An overriding
formula, SUM, is added to each of the remaining branches and the root to create subtotals and
a grand total.

# Salesperson For each country, a Text calculation value has been added to show the name of
the responsible salesperson. There is no default value for this field, but it would be possible to
enter a default value (such as Sales Dept or similar) that would then be displayed for all
branches unless overridden.

The default values and calculation field formats, accessed by clicking Defaults on the Calculation
panel, are:
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MName Type
Units sold Mumber
Cost/unit Mumiber

Selling pricefunit | Mumber
Exch rate () Mumkber
Profit Mumber

Salesperscn Text

Using Quick Data

Default $100
SUM
2.3

{Units sold} *({Selli.. |$

0%

]

[ I ¥ I o IR L I L

The Quick Data area is only useful when you select two or more branches. It shows you the results
of common operations on the calculation field selected in the grid above for the selected branches.

¥ Select two or more branches.

# Select a calculation field in the grid at the top of the Calculation panel.

# View the results in the Quick Data area. Sum shows the total of the relevant values for the
selected branches, Avg shows the average of the values, Min shows the minimum value, Max

shows the maximum value, and Count shows the number of branches selected.

Quick Data Profit
Surm: $52570.80
Avg: £26285.40
Min: $45820.80
Mz £6750.00
Count: 2

Printing a mind map

=
To print your map:

# Click the File tab.
* Choose Print.

Q You can also press Ctrl + P.
This opens the Print Preview window, which shows you what your map will look like on paper.

The preview of the map immediately reflects the changes you make in this window, allowing you to
experiment with the various settings.

@ The preview area always shows the map exactly as it is shown on the workspace. This means
that if you have restricted the display of the map in some way, for instance by showing only 2 levels
of branches, focusing on a particular branch or using an advanced filter, only the part of the map
shown in the preview area (and the workspace) will be printed. See "Viewing a mind map",
"Focusing on a branch" and "Filtering a mind map" to learn more about these display options.

Customizing the printing

Apart from the usual print operations, the Print Preview window lets you choose settings to optimize

the printing of your map.

Page Spread: These options allow you to spread your map on several pages, which is useful for
large maps. If for instance your map is quite wide (as may be the case in Top Down view), you can
click + Column to add one or more pages horizontally, thereby ensuring that its entire contents will
be easily legible. Similarly, if your map is quite tall, you can click + Row to add one or more pages
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vertically. Whenever you increase or decrease the page spread, the map is automatically resized to

occupy all the space available.

a
ncae pp

Magnification: These options allow you to increase or decrease the map size on the page or page
spread, a handy feature in combination with the Page Spread options. If you click Fit to Page, the

map will be resized so that its entire contents fit on the page or page spread chosen.
You can move the map within the page or page spread by dragging it with the mouse.

Logo: These options let you display a company logo or any other logo on the printed page or page
spread, at the size and position defined by the icons shown to the right of the Logo button.

Info: These options let you display information about the document on the printed page or page
spread, such as its title, its author and the current date, at the position defined by the placement

icons shown to the right of the Info button.
You can customize this information as follows:

# Click the down arrow on the right of the Properties field to choose the data you want to

display.
Document Info M
Properties:
$(TITLE) | $(AUTHOR) | $(CURRENTDATE) B

Ok ] [ Cancel

S(AUTHOR)
S(CATEGORY)
S(COMMENTS)
S(COMPANY)
S(CURRENTDATE)
S(CURRENTTIME)
S(FILENAME)
S(FILEPATH)
S(KEYWORDS)
S(MAMNAGER)
S(REVISIONNUMBER)
S(SUBJECT)

S(TITLE)

Each new piece of information is added to the right of the string. You can however rearrange the
properties as you wish, and even enter your own free text to separate them. Note that most of the
properties are taken from the data shown in the Document Properties dialog (click the File tab and

choose Info | Properties).
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Further tasks

Formatting a branch

MindView lets you perform various operations on the root of your map or any of its branches, such
as changing their shape, choosing a different fill color, defining a branch boundary, or selecting
different text attributes. All these formatting options help you add visual interest to your map.

#» Select the root or branch you want to format.

Q To apply the same formatting attributes to all the branches, it is much easier to use the Design
tab, whose predefined styles and design options apply to the entire map. See "Designing a mind
map" for more information.

You can however select several branches to give them the same formatting attributes. See
"Selecting several branches" below for more information.

# Click the Format tab that appears at the right of the ribbon.
This tab contains formatting options applicable to the selected root or branch.

nNE™- 5 MAP VIEW BRAMCH
m HOME  [MSERT  REVIEW  SHARE  VIEW DESIGH FORMAT
T - 1 2| &8 o=
- - - - & —— II-I.
Segas U 10 A A < '1 “ p I - =3 \'_-Ju—.'!"
B JF U ®.A. EE=S Coler  Branch  Reset Fill Qutline Line | Boundary Show Branch
-_—— Scheme = Shapes= Style | Color= = ' Data~
Fant Effects Branch Boundary Data

If you right-click the branch, a floating toolbar with the most commonly used formatting tools will
appear above the right-click menu. You can use the commands on the toolbar to format your branch
without having to search for the right command in the ribbon.

Calibri -~ |[12 A A B

rug-L-v-2-2-4

» Browse through the options available in the Format tab or the floating toolbar, checking their
effect on your branches as you go.

A% A quick way of copying the formatting attributes from one branch to another is to use the Format
. & . .
Painter . Select the branch whose formatting you want to copy and choose Home | Clipboard |

Format Painter or press Ctrl + Shift + C. The cursor changes to a paintbrush icon A" Click the
branch you want to copy the formatting to. Pressing Ctrl while clicking the branch will let you
continue copying the format to other branches by clicking each one in turn. To return the icon to its
normal shape after the copying, click the Format Painter icon again.

If necessary, you can undo your changes and return the branch to the original map style defined in
the Design tab by choosing Effects | Reset Style.

Q To return all the branches to the initial style, select them all (Ctrl + A), and choose Effects |
Reset Style in the Format tab.

Q To return the entire map to the initial style (i.e. not only the branches, but also the global map
properties such as page color or page pattern), choose Effects | Reset Style in the Design tab.

Selecting several branches

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

# Click the first branch, then press and hold down the Ctrl key while 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 the Ctrl key.
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You can also select several branches by drawing a frame around them with the mouse. All the
branches contained within the frame become selected.

Germany

United Kingdam

Europe

Spain

Overview

Asia

N

Germany

United Kingdaorm

Europe =

Spain

Overview

Asia

f |

Q Press Ctrl + A to select all branches.

5‘? When you select several branches in this way, the header of the Format tab changes to
Multiple Branches, indicating that any changes you make will apply to all the selected branches. If
the branches you selected belong to different levels (for instance, some main branches as well as
some sub-branches), only the options that the different levels have in common are shown in the
Format tab.

Formatting branch data

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 View | Data | 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).

If 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.
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South America

Budget $2 650 000
Actual $2 500 000
Deviation -5.66%

#» Select the branch whose data you want to format by clicking it.
# Click the block of branch data displayed below the branch.
# Click the Format tab that appears at the right of the ribbon.
This tab contains formatting options applicable to the branch data of the selected branch.

FILE HOME INSERT REVIEW SHARE VIEW DESIGN FORMAT
- 71 A, A
Arial -7 - ] =]
-V 0 : T B W Fill Outline | Reset Setas
b Colors = Style Default
Font Properties Effects

» Browse through the options available in the different panels, checking their effect on the branch
data as you go.

You can also give specific text attributes to the different elements of the branch data. To do this,
click the particular element within the block of branch data, and choose the required attributes in the
Format tab.

Q Once you have formatted the branch data to your liking, you can easily apply that formatting to
the data of all the other branches by clicking the Set as Default icon.

Branch properties

As well as the Format tab, you can also use the Properties dialog to make changes to the selected
root or branch. The Properties dialog always lists all the properties applicable to the element
currently selected in the workspace.

#» Select the root or branch you want to format, or the block of branch data you want to format.
# Choose View | Show/Hide | Panels | Properties to open the Properties dialog.
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Properties - 0 X
ﬂ General Text ﬂ
Text Proposal
Fill Type Solid I~
Fill Color1 =
Outline Colaor 0
Outline Width 1
Line Color
Line Width 1.5
Boundary d
Boundary Fill Type Solid [~
Boundary Fill Color1 ]
Boundary Outline Color |:|
Boundary Outline Width 1

Boundary Qutline Roundnes: &

Boundary Outline Dash Style Solid [=]
Include in Export O
Task Active d

See "Using the Properties dialog” for a general description of the Properties dialog.

See "Root properties: General tab" and "Branch properties: General tab" in the Reference section for
a detailed description of the general properties applicable to a root or branch.

See "Root properties: Text tab" and "Branch properties: Text tab" for a description of the properties
applicable to the branch label.

See "Branch data properties: General tab" in the Reference section for a detailed description of the
properties applicable to branch data.

Editing branch data

As described in "Formatting a branch", you may display information such as task data, resource
information or calculation values directly on the branches of your mind map. The information is
displayed in a box underneath the name of the branch, and you can edit much of it directly from this
location.

The following branch data may be edited directly: Start date, End date, Duration (except for
summary branches), Priority, Completion, Resources and Calculation values.

@Be aware that branch data in MindView are often dependent on other branch data. For instance,
calculation values may contain formulas that rely on input data from sub-branches, and task duration
data may affect the schedule of the entire project if changed. Changing branch data may therefore
have consequences for other branches in your mind map. Before editing any branch data in your
mind map, make sure that you know how your changes will affect the rest of the mind map.

Editing branch data
#» Locate the branch data that you want to edit.
# Double-click the value next to the branch data label. The value becomes editable:

e For Priority, Completion and similar task management related data, the value changes into
a drop-down where you may select the desired value.

# For Duration and similar project management related data, the value changes into a text
field with a spin button where you can edit the value as needed.

# For text fields such as resource names and Text calculation fields, a cursor is inserted
allowing you to enter, update or delete text as needed.

# For Number calculation fields, you may select different formulas or enter a different
number value.
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@ If you change a calculation field name, the name change affects all branches using the
same calculation field. See "Inserting calculation values" for more information on creating and

editing calculation values.

| Morth America

12015 - 11e2013

Diwration T days
Wiark 56 hrs
Actual Work 0 hrs
Remaining Work 56 hrs
Cost kr. 000

Actual Cost kr. 0.0
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Costfunit

Selling priceunit F0.00
Exch rate {3} 000D
Prrofit 50.00
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» Edit the branch data as desired, and click anywhere outside the editable value to save it.

Q If you edit branch data by mistake, you can type Ctrl + Z to undo your entry

The value change takes effect immediately and may affect other branches in your mind map.

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, but should be moved to a different
branch.

This topic describes how to perform the following operations:
Moving a main branch or a sub-branch and inserting it at a different hierarchical level in the

mind map

Cutting, copying and pasting a branch in the same document or in another document

Moving a main branch manually to a different position by disabling the Auto-layout mode

Moving a main branch or a sub-branch and inserting it at a different level

You can move an entire branch, including any sub-branches and objects attached to it, to a different
branch of your map. 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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# Select the branch you want to move to a different location by clicking it with the left mouse
button.

#* While keeping the left mouse button down, drag the branch to the required location.

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

# Release the mouse button to insert the branch at the required location.

— Challenges

Overview t+— Budget Germany

o=

— S~ Europe

United Kingdarm

Budget

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

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 "Packing a mind map".

#» To cut aroot 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), you
first need to select it. You can then either:

® Choose Home | Clipboard | Cut ¥ in the main menu, or
# Choose Cut in the local menu of the branch, or
& Press Ctrl + 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),
you first need to select it. You can then either:

® Choose Home | Clipboard | Copy in the main menu, or
# Choose Copy in the local menu of the branch, or
® Press Ctrl + C.

# To paste aroot or a branch and all its sub-branches and attached objects, you first need to
select its new location, either in the same document or in a different document. You can then
either:

# Choose Home | Clipboard | Paste ™ in the main menu, or

® Choose Paste in the local menu of the destination branch, or

& Press Ctrl +V.

The clipboard root or branch is added as a sub-branch of the destination branch you selected.
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@ 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 main branch to a different position by 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.

# Click the workspace so that no other element is selected.
# Choose View | Show/Hide | Panels | Properties to open the Properties dialog for the view.
# Click the Branches tab.
# Uncheck Auto-layout.
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 while still working on your map, the main
branches you repositioned will be placed back in their default position. You can however click Undo

in the Quick Access Toolbar (or press Ctrl + Z) to cancel the re-enabling of Auto-layout and
revert the display of the main branches to your own positioning.

Focusing on a branch

£ £
i W= : - .
- #—— 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 and other objects on the particular branch or set of branches you are
viewing.

# Click the branch that you want to isolate.

# Choose View | Detail | Apply Branch Focus 3?'3 in the main menu or Apply Branch Focus in
its local menu.

You can also just press F6.

Now only the branch you selected is shown on the workspace, together with any sub-branches it
may have.

Q To focus on one of the sub-branches, just select it and click Apply Branch Focus again.

To free-up your time

To give experience toyour staff

( ?
|‘ Why‘ dEIEQatE' G To encourage your staff

...others

Note that when restricting the display in that way, any branch connections leading to branches
outside the area shown are not represented.
To display the entire map again, you can either:

. . B .
Click the Clear Branch Focus icon % in the main menu, or

Select the branch again and choose Clear Branch Focus in its local menu, or
Right-click the workspace and choose Clear Branch Focus in its local menu, or

L]
L]
L]
® Press Ctrl + Shift + F6.
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@ If you save and close a document to which you have applied a branch focus to concentrate on a
specific branch or set of branches, next time you open the document, a message warns you that you
may be viewing only part of the map. Click the Clear Branch Focus button next to the message to
see the entire map again.

i This document has a branch focus set. Clear Branch Focus

@ 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 =] of the View tab. The Show All Levels icon
expands the mind map so that it shows all its branches down to the last level.

Q You can also press Ctrl + 1 to display just one level of branches, Ctrl + 2 to show two levels etc.
Ctrl + 5 shows all levels.

Filtering a mind map

Y MindView lets you filter your map to only display branches that meet specific criteria. Using a
filter, you can for instance 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. Using the built-in filters in
MindView, you can also filter by icons, legends, resources or project management information such
as milestones and tasks, and you may use the Filter Highlighter to focus on specific branches
without hiding branches that do not meet filter criteria.

All the filters you define are saved with the MindView document. It is also possible to import and
export filters for use in other MindView documents.

@ If you save and close a document to which you have applied a filter to show only specific
branches, next time you open the document, a message warns you that you may be viewing only
part of the map. Click the Clear Filter button next to the message to see the entire map again.

i) This document has a filter set. Clear Filter

Using the built-in filters

MindView automatically gives you the opportunity to filter by certain items if you have used them in
your document. For example, if you have used icons or legends, there will be a built-in filter allowing
you to filter by the icons or legends you have used. Depending on the items you have used on the
branches of your mind map, you might see the following filters in the Filter menu:

. f.ﬁ—} Icons: Allows you to filter by icons used in the mind map. You can select the icon to filter
by in a sub-menu.

o [E] Legend: Allows you to filter by legends used in the mind map. You can select the legend to
filter by in a sub-menu.

Q You may also filter the mind map using legend items from the Legend window. For more
information, see "Working with legends".

# Completion: Allows you to filter by the completion status of tasks in your mind map. You can
select the completion level to filter by in a sub-menu.

& "B Priority: Allows you to filter by the priority set for items in your mind map. You can select
the priority to filter by in a sub-menu.

. E:'L Resources: Allows you to filter by resources assigned to tasks in your mind map.
e @ Milestones: Allows you to filter by project milestones.

e [= Critical Tasks: Allows you to filter by critical tasks, i.e. tasks that are particularly important
to the completion of the project.
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E:; Overdue Tasks: Allows you to filter by tasks where the completion value has not reached

today's date.

Applying a built-in filter

# Choose View | Filter and click the down arrow at the bottom of the Filter icon.

# Select a filter under the Built-In heading in the sub-menu to apply it.
The mind map now only shows the branches that contain the elements you have filtered by.
The Filter icon stays highlighted to remind you that you are only viewing part of the map.

Defining a custom filter
# Choose View | Filter and click the down arrow at the bottom of the Filter icon.

# Choose New Té in the sub-menu.

.

The Filter dialog opens.

[ Filter (SR

= > X (@3

Add Level  Delete Level  Delete Al Import Export

Filter name:  Filterl

And/Cr | Property Condition Value

O { [ Cancel

Enter a name for your filter in the 'Filter name' field.
Click Add Level to define your first condition.

Click the Property field and choose the branch element that you want to use to filter the map.
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.

Q For a definition of the property "Total slack", see "Reviewing a project plan”.

Click the Condition field and choose the required condition. In our example, you would choose
the entry "Equal to" or "Contains" (in case some branches contain more than one icon).

Click the Value field to define the condition to be applied to the branch. In our example, you
would choose the Priority 1 icon in the icon gallery that opens when you click the Value field.

(optional) Click Add Level again to define a second condition, using the And/Or field to
indicate whether both conditions must be met for the branch to display, or whether meeting just
one of the two conditions is enough for the branch to display.

(optional) Continue adding conditions as required and click OK.

The mind map now only shows the branches that meet the criteria you have defined.
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The Filter icon stays highlighted to remind you that you are only viewing part of the map.
If necessary, you can add further criteria to the filter by editing it (see below) or define new filters.

The new filter is listed under the Custom heading in the sub-menu when you click the down arrow at
the bottom of the Filter icon.

Clearing a filter
# To go back to the full map display, do one of the following:
» Choose View | Filter | Filter.

e (Custom filters only) Choose View | Filter, click the down arrow at the bottom of the Filter
icon, and deselect the active filter in the sub-menu.

Q The second procedure is useful if you were not sure which filter was applied to the mind
map, as it allows you to see the filter name.

The Filter icon goes back to its normal state, indicating that the map is no longer filtered.

Applying a custom filter

When you have several custom filters, you can apply any one of them as follows:
# Choose View | Filter and click the down arrow at the bottom of the Filter icon.
# Click the required filter from the list under the Custom heading in the sub-menu.

Editing a custom filter
# Choose View | Filter and click the down arrow at the bottom of the Filter icon.

# Choose Edit Y in the sub-menu, select the custom filter you want to edit and proceed as
described above.

Deleting a custom filter

You can also delete a custom filter previously defined permanently from the MindView document if
you no longer need it:

# Choose View | Filter and click the down arrow at the bottom of the Filter icon.

» Choose Delete & in the sub-menu and select the required custom filter.
The built-in filters cannot be deleted.

t{) Using the Filter Highlighter

One drawback of filtering mind map branches is that you may lose sight of the context those
branches appear in. For example, you may want to focus on a branch containing data calculated
from several sub-branches but still want to be able to see those sub-branches. The Filter Highlighter
works in exactly the same way as the regular filter, but keeps all branches visible and just highlights
those that meet the filter criteria.

#* Choose View | Filter and click the down arrow at the bottom of the Highlight icon.

# Select a built-in or custom filter in the sub-menu as described under "Using the built-in filters"
and "Applying a custom filter" above.

The image below shows an example of a mind map with a branch highlighted by the Filter
Highlighter and all sub-branches still visible.
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The Filter Highlighter uses the same built-in and custom filters as the regular filter, and you may
define, apply, edit and delete filters from the Highlight sub-menu in exactly the same ways as
described above for the regular filter. As the filters used are the same, changes to custom filters
applied from the Highlight sub-menu apply to the Filter sub-menu, and vice versa.

Attaching objects

ﬁ 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, as well as add all the
relevant backing documents to each of your branches (e.g. Microsoft Excel spreadsheets, Microsoft
Word documents, etc.)

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 a web site or a Microsoft PowerPoint
presentation.

@ Although MindView does not apply any restriction on the type of files it is possible to attach to a
branch, you will only be able to open an attached file from the mind map if a program associated
with its file type (e.g. bmp, doc, xIs etc.) is installed on your computer.

@ By default, when you attach a file to a branch in this way, it is added to the mind map as a link
to the file stored on your hard disk. If you intend to distribute your mind map to others, you should
first use the Pack feature to pack all the attached files into the mind map, thereby ensuring that your
colleagues have access to all the files you are using. See "Packing a mind map" for more
information. If you want to send your mind map by e-mail, you can use the Email feature to create
this packed version automatically. See "Sending a mind map" for more information.

MindView also allows you to create a link between a branch and an external element such as a URL.
See "Creating hyperlinks" for more information on links.

Attaching an object to a root or branch
There are two ways of attaching an object:

& Select the required root or branch, choose Home | Insert | Attachment in the main menu or
Insert | Attachment in the local menu, and select the object you want to add.

® Drag the required file from Windows Explorer and drop it on the root or branch.

Q You can also attach a picture from the clipboard: select the root or branch, press and keep the
Shift key down, and choose Paste.

As soon as you add an object to a root or branch, a paperclip icon o 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.

Challenges i

3] budget.mwdx
B sales_overview.PNG

G‘E Company website
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The attachment is also added to the Object list of the root or branch, giving you a complete overview
of the objects you have attached to it.

Object List »* 0 x
N budget.rmvek

B sales_overview PNG
'ﬁj Company website

See "Using the Object list" for more information.

Activating an object
Once attached, there are several ways to activate an object:
# Double-click the object in the Object list, or
# Select the object in the Object list and choose Execute in its local menu, or

e Display the object pop-up list by moving the mouse pointer over the paperclip icon W and
click the object required.

These actions all activate the object, which opens in the viewer associated with its extension type.
For instance, if the attached object is a Word document, it will open in Microsoft Word. If it is a video,
it will open in the video playing software installed on your computer, and so on.

Moving an object
You can easily move or copy an attached object from one branch to another.

# To move an object, select it in the Object list of the original branch and drag it to the branch
you want to move it to.

# To copy an object, select it in the Object list of the original branch, press the Ctrl key and drag
it to the branch you want to copy it to while keeping the Ctrl key down.

Deleting an object

To delete an object, select it in the Object list and do one of the following:
e Press Delete, or
& Choose Delete in its local menu.

Q Remember that if you delete an attached object by accident, you can always cancel the deletion
by clicking Undo ™ in the Quick Access Toolbar or pressing Ctrl + Z.

Object properties
Objects have properties, which you can edit in the Properties dialog.

Properties - I X
ﬂ General ﬂ
Text Company website

URL www.example.com
Export As Default |E|
Include in Export v

See "Attachment properties: General tab" for a detailed description of the properties applicable to
objects and "Using the Properties dialog" for a general description of the Properties dialog.

@ If the Properties dialog is not visible, choose View | Show/Hide | Panels | Properties to open
it.
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Inserting sounds

0,
MindView lets you record sounds directly from within the program and add them to the branch
or sub-branch of your choice.

#» Select the root or branch to which you want to add a sound.
# Choose Insert | Links | Sound.
The Sound Recording toolbar appears.

. -

* Press the Record button to start recording.
#* Press the Play button to playback and check your recording.

» When you are satisfied with your recording, press the Save button (on the right) to save it in
the folder of your choice.

A paperclip icon U now appears to the right of the 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.

The sound is also added to the Object list of the root or branch, giving you a complete overview of
the objects you have attached to it.

See "Using the Object list" for more information.

Playing a sound
Once attached, there are several ways to playback a sound:
# Double-click the sound in the Object list, or
# Select the sound in the Object list and choose Execute in its local menu, or

# Display the object pop-up list by moving the mouse pointer over the paperclip icon W and
click the sound.

Moving a sound
You can easily move or copy a sound from one branch to another.

# To move a sound, select it in the Object list of the original branch and drag it to the branch you
want to move it to.

® To copy a sound, select it in the Object list of the original branch, press the Ctrl key and drag it
to the branch you want to copy it to while keeping the Ctrl key down.

Deleting a sound

To delete a sound, 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 sound by accident, you can always cancel the deletion by
clicking Undo " inthe Quick Access Toolbar or pressing Ctrl + Z.

Sound properties
Like all objects, sounds have properties, which you can edit in the Properties dialog.

See "Attachment properties: General tab" for a detailed description of the properties applicable to
sounds and "Using the Properties dialog” for a general description of the Properties dialog.
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@ If the Properties dialog is not visible, choose View | Show/Hide | Panels | Properties to open
it.

Creating hyperlinks

@ The Hyperlink command lets you create a link between a branch and external elements, such
as a URL, an external file or an email address. Once the hyperlink is inserted, activating it
automatically opens the viewer associated with the linked element on your computer (such as
browser, application or email program). You can also create hyperlinks directly to files stored on
online workspaces such as the MatchWare Shared Workspace or Microsoft SharePoint.

Inserting a hyperlink on a root or branch

#* Select the required root or branch and choose Home | Insert | Hyperlink in the main menu or
Insert | Hyperlink in the local menu.

The Hyperlink dialog opens.

Hyperlink L2 |
MName:

URL:  http:ff - |Ig vl

ak ]I Cancel ]

A

# Type a name for your hyperlink. If you export your map, this is the text that will make up the
hyperlink.

# Enter the required URL. To enter other elements, click the down arrow at the right of the input
field and choose the required prefix.

# If you want to link to an online workspace, click the Browse button in the Hyperlink
dialog and select the workspace you would like to link to in the submenu. A dialog opens
where you may enter login credentials for the online workspace or add a new one. For more
information on adding online workspaces, see "Managing online workspaces".

@ You can open this dialog again at any time to change its settings by choosing Edit Link in the
hyperlink local menu.

Q To insert a web page hyperlink onto a branch, just drag the link from the web page displayed in
your Internet browser. The Hyperlink dialog is then automatically filled in with the URL of the link.

As soon as you add a hyperlink to a root or branch, a paperclip icon 1] appears to the right of its
label to indicate the presence of the hyperlink. Moving the mouse pointer over this paperclip icon
displays a pop-up list of all the objects attached.

The hyperlink is also added to the Object list of the root or branch, giving you a complete overview of
the objects you have attached to it.

See "Using the Object list" for more information.

Q If you want to create a link to an online workspace, you can also choose Home | Insert in the
main menu, click the down arrow under the Hyperlink button, and click the name of the workspace
you would like to link to.

Activating a hyperlink
There are several ways of activating a link from within MindView:
# Double-click the hyperlink in the Obiject list, or
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# Select the hyperlink in the Object list and choose Execute in its local menu, or

# Display the object pop-up list by moving the pointer over the paperclip icon " and click the
hyperlink.

These actions all activate the linked element:
# [f your hyperlink contains a URL, the web page opens in your default browser.

# [f your hyperlink contains a path to a file, the application associated with the file type on your
computer opens and displays the contents of the file.

e [f your hyperlink contains an email address, a message window opens in your default email
program, with the address supplied already filled in.

Moving a hyperlink
You can easily move or copy a hyperlink from one branch to another.

# To move a hyperlink, select it in the Object list of the original branch and drag it to the branch
you want to move it to.

® To copy a hyperlink, select it in the Object list of the original branch, press the Ctrl key and
drag it to the branch you want to copy it to while keeping the Ctrl key down.

Deleting a hyperlink

To delete a hyperlink, 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 hyperlink by accident, you can always cancel the deletion by
clicking Undo o] in the Quick Access Toolbar or pressing Ctrl + Z.

Hyperlink properties
Hyperlinks have properties, which you can edit in the Properties dialog.

Properties w 0 X
ﬂ General ﬂ
Text MatchWare

URL http:/fwww.rmatchware.com
Export As Default IEI
Include in Export [

See "Hyperlink properties: General tab" for a detailed description of the properties applicable to
hyperlinks and "Using the Properties dialog" for a general description of the Properties dialog.

5@ If the Properties dialog is not visible, choose View | Show/Hide | Panels | Properties to open
it.

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 make sure
that the map where you want the connection to end has already been saved at least once.
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Creating a branch connection

# Choose Insert | Links | Branch Connection.
The mouse pointer changes to a different shape.

# Click the branch or sub-branch you want the connection to start from.
A thin line appears connecting the branch you selected and the mouse pointer.

# Click the branch where you want the connection to end.
@ If you are creating an external branch connection, you will first need to click the tab of the
second map in order to display it.

A line ending with an arrow now connects your start branch with your end branch.
A paperclip icon 1l 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. The branch connection also appears in the Object list of the start branch. By
default, its name is the name of the end branch.

Cwerspent areas

Review ,J__' Linderspent areas |

| Contingency Object List X

& Met vear

Priarities

Mext year
[{é Timescale

# (optional) Click the Format tab that appears at the right of the ribbon.
This tab contains formatting options applicable to the branch connection.

#* Browse through the options available in the different panels, checking their effect on the branch
connection as you go.

As well as the Format tab, you can also use the Properties dialog to make changes to the branch
connection.

See "Branch connection properties: General tab" in the Reference section for a detailed description
of the properties applicable to branch connections and "Using the Properties dialog" for a general
description of the Properties dialog.

Q To create several branch connections quickly, keep the Ctrl key down while connecting the
various branches.

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, either directly on the map or in the Object list of the
start branch.

A handle appears at each end of the connection, made up of a straight line and a square.
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# Click the square of 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 are working on a large map, you can quickly go to the end point of a branch connection as
follows:

# Select the start branch, then :

# 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 in a separate tab.

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.

®» To make the branch connection start from a different branch, drag the dot placed at the start of
the connection 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 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 clicking Undo ™ in the Quick Access Toolbar or pressing Ctrl + Z.
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

101



User Guide

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 number 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.

If you use the Capture toolbar to capture text or images from web sites or other documents, the
sources for the text or images that you capture are automatically added to the list of sources. See
"Capturing text and images" for more information on using the Capture toolbar.

[aw\. -

' Adding sources
# Choose Review | Sources and click Add New Source in the submenu.
The Add New Source dialog opens.

) -
Add Mew Source w
Source Results | Manual Entry Mode

C [AiTypes =] [AlLanguages - [ search ]

!_-f.i\ Fowered by WordCat®

Previous Mext

You can now search for sources online or enter source information manually.

Searching for sources online
# Select the Source Results tab.
» Enter search criteria (e.g. an author's name or a publication title) in the search field.
# Select the source type and source language to search for on the drop-down lists.
# Click Search.

MindView searches the online library catalog WorldCat. Search results are shown in the
dialog.
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)

Source Results | Manual Entry Mode

Gustave Eiffel All Types v] [English '] i Search ]
Showing results 1 - 11 of 185 ¥ Powered by WorldCat®
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The Eiffel Tower, by Meg Greene., 2001
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The tallest tower, Eiffel and the Belle Epoque /, Joseph Harriss., 1975

AL

Gustave Eiffel, (1832-1923), Bertrand Lemoing., 1988
(4
L)

]

ﬁ

Book
i # The Eiffel Tower, 1994
=il b’

[ Previous ] [ Mext

OK

The source types found are indicated using icons:

j Book

8 Film

=Journal article

]
—w'\Web site

# Use the Previous and Next buttons to navigate between result pages, if applicable.

# Click the Select button for the source you want to include.

-
ﬁ You may also click the WorldCat icon £ to see the entry for the result on the WorldCat

web site.

The application switches to the Manual Entry Mode tab where you may add information about

the selected source.
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L)

Source Results | Manual Entry Mode

= Standard

Type Book

Title Gustave Eiffel

Author Loyrette, Henri

Year 1985

City Mew Yaork

Publisher

Standard number 0847806316;9730847306317
= Advanced

Editor

Translator

State

Country

VYolume

Murnber of volumes

Pages 223 p.

Edition

Comments

OK

] [ Cancel

# Click OK to add the source to the map.

Manually entering source information
# Click the Manual Entry Mode tab.
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Add New Source ﬁ
Source Results | Manual Entry Mode

= Standard
Type Book
Title
Author
Year
City
Publisher
Standard number
= Advanced
Editor
Translator
State
Country

Volume

Mumber of volumes
Pages

Edition

Comments

[ OK ] [ Cancel ]

» Select the source type to add on the Type drop-down list: Book, Film, Web site, Journal
article.

# Enter the desired information about the new source in the fields below the drop-down list.
The fields available depend on the source type chosen.
# Click OK to add the source to the map.

Viewing and managing sources
# Choose Review | Sources and click Manage Sources in the submenu.

The Sources dialog opens. Sources that have already been added to the map are displayed under
Existing Sources.
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r

Sources

LB

E@E}E’h@@

Add Meaw Edi Delete  Bpod.. Impad..

Existing Sources

[ Bl Loyretis, Gustave Biffel, 1935,
| l:uPE'.lsner, An outline of European architecture., [1860]
| Epanis 1500, 198

Baak r]
| Bl Standard
| Title Gustave Eiffel
Author Loyrette, Henri
Wear 1985,
City Mew York
Puklisher
- Standard number 0B47806316,573084 TE0G31T
@ Advanced

Editing a source

# Select the source to be edited in the Sources dialog.

#» Click Edit.

The Add New Source dialog opens on its Manual Entry Mode tab.

Add Mew Source

Manual Entry Mode

=l Standard
Type Book

Year 1985
City Mew York
Publisher

= Advanced
Editor
Translator
State
Country
Volume
Mumber of volumes
Pages 223 p.
Edition

Comments

Title Gustave Eiffel
Author Loyrette, Henri

Standard nurnber 0847806316;9780847806317

[ o ][ cancel
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# Edit the desired information about the source.
The fields available depend on the source type chosen.
# Click OK to update the source in the map when you have finished editing all fields.

Deleting a source
# Select the source to be deleted in the Sources dialog.
# Click Delete.

@ If you delete a source that is cited on a branch or other element of the map, the actual citation is
not deleted but the connection between citation and source is lost. If you then export the map to
Microsoft® Word, the exported document will contain an error message because Word cannot find a
source for the citations.

Adding a source
# Click Add New and follow the procedure described under "Adding sources" above.

Exporting or importing a source
You can export or import sources in MindView Bibliography (XML) format.

& To export the current sources to a bibliography file, click Export and select a location for the
exported file.

® To import sources from an exported bibliography file, click Import and select an XML file.

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 cannot automatically insert quotations. If you need to enter a quotation (which is only
possible in text notes), you must enter it manually. MindView can be used, however, to insert
citations in text notes to link your quotation to a source. You can also insert citations directly on the
branches of the map, on attachments and on hyperlinks.

Q You can also use the Capture toolbar to select text for quotations from documents or web sites.
MindView automatically generates a source (but no citation) for the captured text. For more
information, see "Capturing text and images".

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.
# Choose Insert | Links | Citation and click Insert Citation in the submenu.
The Insert Citation dialog opens.
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e X

Existing Sources

;_j Gustave Eiffel, Loyrette, Henri

Page numbers

Only for sources of type Book.

Type in page numbers and/or page ranges
separated by commas.

Example 1: 11, 12, 13

Example 2 : 11-13

Example 3: 1, 3, 4-7, 12

Manage Sources...

Cancel

..
@
i

#» Select a source in the Existing Sources list.

Q If you have not created any sources yet, you can click Manage Sources to do so. See

"Using sources" for more information.

#* (Optional; citations from books or articles only) Insert page numbers in the Page numbers

field.
* Click Insert.

The citation is now inserted in the note.

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.

5@ 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, select the branch, choose Insert | Links | Citation

and click Manage Citations.

Inserting a citation on an attachment or a hyperlink

You can also insert citations on attachments and hyperlinks.

To do this:

# Select the branch containing the attachment or hyperlink.

* Move the mouse pointer over the paperclip icon " shown on the right of the branch label to

indicate the presence of the attachment or hyperlink.

#* Right-click the attachment or hyperlink in the pop-up list that opens and choose Citation |

Insert Citation in the local menu.

# Follow the rest of the procedure described above for text notes.

108



User Guide

@ As is the case for branches, citations inserted on attachments and hyperlinks are not visible. To
see a list of the citations you have inserted on an attachment or a hyperlink, right-click that
attachment or hyperlink and choose Citation | Manage Citations in its local menu.

Viewing and managing citations
# Select the element containing the citation as follows:

# For text notes and branches, choose Insert | Links | Citation and click Manage Citations
in the submenu.

e For attachments and hyperlinks, choose Citation | Manage Citations in the local menu.
The Manage Citations dialog opens.

-

-

Manage Citations L2k
A B
[+ a
Existing Citations Page numbers
Loyrette, Gustave Effel, 1985., 55 Only for sources of type Book.

Type in page numbers and/or page ranges
separated by commas.

Example 1: 11, 12, 13

Example 2 ; 11-13

Eral‘l‘ln|& 34 11 3, 4'?1 12

L

* You can now:
# Add a new citation by clicking the Add button at the top of the dialog.
# Remove a citation by selecting it, then clicking the Remove button at the top of the dialog.

@ This deletes the citation, but does not delete the corresponding source, which stays
included in the map.

e Edit the citation's page numbers (books and articles only).
# Click Done to save your changes.

Capturing text and images

--------- + The Capture toolbar in MindView provides you with a quick way of capturing images and
existing text from a variety of sources, including documents and web sites, and adding them to your
mind map. This feature is particularly useful if you need to quote existing text and indicate the exact
source, or if you need to insert an image but do not have access to the image file.

@Be aware that text and images found on the internet and in documents are often protected by
copyright legislation. Always check that you have permission to copy and use images or text before
capturing them with the Capture toolbar.

Captured images can be inserted as attachments or as branch pictures that may be moved,
replaced and deleted as normally. Captured text is inserted as text notes that may be edited as

109



User Guide

normally. The source of the captured image or text or image is automatically added to your list of
sources.

f For more information on working with images, text notes and sources, see "Inserting pictures"”,
"Inserting text notes" and "Using sources".

Accessing the Capture toolbar
# Select the branch that the captured text or image is to be added to.
# Choose Insert | Capture | Capture.

The MindView window is minimized, and the Capture toolbar is displayed in the bottom right corner
of the screen.

rﬂ Capture u

To branch  Subject

= The toolbar may be dragged to another position on the screen if desired.

& At the bottom of the Capture toolbar, you can see where the captured text or image will be
inserted.

® The Capture toolbar remains open until closed manually, or until a capture has been made
(see below).

e
M, Capturing an image
# Locate the image that you would like to capture, for instance by switching to a different
document window or opening another application.
# Click Image on the Capture toolbar.
The computer screen darkens.

# Use the mouse pointer to drag out a selection area around the image you would like to capture.
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# Release the mouse button.
# The Preview dialog opens and shows the captured image.

s e
~ TV

eiffel tower - Google Search = Googe Chrome

o Z

@) Set &s branch picture () Set as branch attachment

* (Optional) Edit the suggested title and URL of the captured image.
# (Optional) Enter keywords for the captured image. Separate all keywords with commas.

#» Select whether the captured image should be saved as a branch picture or a branch
attachment.

# Click Save.
The captured image is inserted in your mind map, and the Capture toolbar is closed.

. Capturing text

# Locate the text that you would like to capture, for instance by switching to a different document
window or opening another application.

# Click Text on the Capture toolbar.
# Use the mouse pointer to select the text you want to capture.

111



User Guide

The third level observatory's upp
cond levels. The climb from ground level to the first level is over 300 steps, as is

is generally only accessible by lift.

-

N Capture Text 2

Capture Text Q

Select the texd you want to
copy and press "Capture Text"

L. A

#* Click Capture text on the Capture toolbar.
#* The Preview dialog opens and shows the captured text.

(T iy = )

The third level observatory's upper platform is 276 m (906 ft) above the ground

Title Eifel Tower - Wikipedia, the free encyclopedia

URL htip:/ven wikipedia ang Ak /Bffel_Tower

Keyworde [ Cave ] Cancel

L%

# (Optional) Edit the suggested title and URL of the captured text.
# (Optional) Enter keywords for the captured text. Separate all keywords with commas.
# Click Save.

The captured text is inserted as a text note on the selected branch, and the Capture toolbar is
closed.

Finding and replacing text

|:=_Q\ 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
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& Floating comments

® Pop-up comments

# Text notes

® Object names
Finding text

# Choose Review | Editing | Find/Replace or press Ctrl + F.

Find & Replace

PRL X
Find what: 2009 Find Mext
Replace with: 2010
Options Look in Replace Al
[ mMatch whale word Floating comments
Comments
Text notes

Object labels

Enter the text that you want to search for in the Find what field of the Find dialog.
Select the search options required in the Options group.
Select the elements that you want MindView to search in the Look in group.
# Click Find Next.
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.
You can now:
e Close the Find dialog and continue your work.
# Look for the next occurrence of the text by clicking Find Next.

®# Replace the text with another word or phrase you specify in the Find dialog.

L A

Replacing text
# Type the replacement text in the Replace with field.

# Click Replace to replace the current occurrence only or Replace All to replace all occurrences
throughout the document.

@ To cancel a search in progress, press Esc.

Desktop search

MindView supports Windows Search on Windows XP and above, letting you locate specific data
within all the mind maps stored on your hard disk and identify the relevant files instantly. All the data
contained within your MindView documents is searched, including branch text, comments and
searchable embedded files (such as Word documents).

A% To search file contents in Windows Vista, perform an Advanced Search and check the option
"Include non-indexed files".

For more information on how to use Windows Search to locate information stored in your
documents, please refer to your Windows help system.
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Using predictive suggestions

[ |

Q One of the great time-saving features of major web search engines is their ability to provide
suggestions as you type. The Predictive Suggestions feature in MindView is a similar feature that
provides suggestions as you type based on suggestion sources that you can define in advance.
Predictive Suggestions can be used when entering branch labels and text notes.

How it works

The Predictive Suggestions feature monitors your keyboard input and searches one or more sources
for suggestions that match that input. These sources may be web sites, databases, MindView files or
XML files.

You may activate or deactivate sources as needed from the MindView Options dialog where you
may also add, edit or delete sources. MindView comes with a set of example sources. For more
information on predictive suggestion sources, see "Setting up suggestion sources".

.'r. . . . .
&The example sources listed are only included as a reference. You may need permission to use
the suggestion source examples included in MindView.

The ability to select suggestion sources means that you can set up MindView to show suggestions
based on your current needs. For example, you could set up an XML file containing business
terminology for work projects and a MindView document with baseball statistics for private use.
Depending on what you are using MindView for, you can then enable or disable suggestion sources
as needed and only see suggestions that are relevant to your current activities.

@ The Predictive Suggestions feature is disabled by default.

Using Predictive Suggestions for branch labels
# Choose Review | Predictive Suggestions.
#» Start typing the branch label.
As you type, suggestions are shown below the branch label.

Education

Educators credit union
Education city
Educational games
Educate alabama
Education 2020
Educanon

Education quotes
Education portal
Educational toys

The suggestions are continuously updated if you keep typing. For example, if you type "mao",
the feature may suggest "mortgage". If you keep typing, adding "on", the suggestions will be
updated to entries including the word "moon".

# Use the Up and Down keys or the mouse to select and insert a given suggestion, or keep
typing to disregard suggestions.

* To disable Predictive Suggestions, choose Review | Predictive Suggestions again.

Q You may enable or disable Predictive Suggestions on the fly while typing by pressing Ctrl +
Space.
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Using Predictive Suggestions in text notes

In text notes, Predictive Suggestions cannot be enabled constantly. However, you may use the
feature to actively look for suggestions based on your input.

# Open a text note for editing. For more information on this, see "Inserting text notes".
#* Look up suggestions in one of the following ways:

* When typing a word for which you would like suggestions, press Ctrl + Space to see
suggestions based on that word (or part of a word).

A e e T T T T e S ST
On May 25 1961, John F. Kennedy addressed the US Conare
congress :

congress of vienna
y congressional federal credit union |
e congressional black caucus

4| [E Textmote L*i.J congressional research service

® Select one or more words and press Ctrl + Space to see suggestions based on those

words.
E- L T T e T e T T T e T T A T S B ST S
On May 25 1961, AL CEIIE addressed the US Congress

john f. kennedy -
john f. kennedy jr

john f. kennedy quotes

john f. kennedy assassination
john f. kennedy high school

john f. kennedy university a4 0020 |

# Use the Up and Down keys or the mouse to select and insert a given suggestion, or keep
typing to disregard suggestions.

m

[E4 Text Note

Setting up suggestion sources

% You may enable and disable the suggestion sources used by the Predictive Suggestions
feature. You may also add, edit and delete suggestion sources from your MindView installation.

@ For more information on using the Predictive Suggestions feature, see "Using predictive

suggestions”.
There are four types of suggestion source. MindView includes examples of all four source types:

. @ MindView Document: A MindView document located on your computer or a network
location to which you have access. Suggestions are based on the branch names in the
referred document.

e @ internet: A web site. MindView sends a GET request for data to the web site, and
suggestions are based on the response from the site.

. Database: A database located on your computer or a network location to which you have
access. MindView sends a custom SQL query to the database, and suggestions are based on
the response from the database.

o XML File: A custom XML file located on your computer or a network location to which you
have access.

@You may use the Texthelp suggestion source with no limitations. All example sources listed
below Texthelp, however, are only included as a reference, and you may need permission to use
them.
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Accessing the list of suggestion sources
Do one of the following to access the list of suggestion sources:
# Choose File | Options, and click Suggestion Sources.

# Choose Review in the ribbon, click the down arrow below the Predictive Suggestions button,
and choose Suggestion Sources in the submenu.

Available suggestion sources:
[3_ resepsugoeton ]
@ Warld Countries (MindView Document Example]

E:i, Warld Countries (MindView XML Document Example]
@ eBay™ [Example)
€5 Amazon (Example)
5 Wikipedia (Example)
€3 Yahoo (Example)
@ Google (Example)
€3 Microsoft Bing (Example)
English Dictionary (Example]

Diseases Database (Example)

Chedk to enable one or multiple suggestion sources.

| Edt || Delete

Enabling and disabling suggestion sources

To make one or more suggestion sources available to the Predictive Suggestions feature, simply
select them in the list.

Q The Predictive Suggestions feature bases its suggestions on all selected sources. To filter the
suggestions shown, only select sources that are relevant to your current task. Being shown
suggestions from a business terminology database, for example, is probably not relevant if you are
creating a document with baseball statistics for your own amusement.

Deleting suggestion sources

To delete a suggestion source entirely from the MindView installation, select it in the list and click
Delete.

Adding and editing suggestion sources

9? Do not attempt to add or edit internet, database or XML file suggestion sources unless you
understand regular expressions, SQL queries and XML. Users without these skills are advised to
only use the example sources provided or create sources based on MindView documents.

* Add or edit a suggestion source as follows:

* To add a suggestion source, click New and select the desired suggestion source type in
the submenu.

® To edit a suggestion source, select it in the list and click Edit.
# In the dialog that opens, enter or update suggestion source settings as needed (see below).
* Click OK.
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MindView document suggestion sources

Edit Document Suggestion Source l ? |ﬁ
Mame:
Path:

]

Test suggestion source

Input string:
Advanced Setﬁngs...l [ K ] [ Cancel I

b

> Enter the name of the suggestion source.
#* Enter the path to the MindView document that is to be used as a source.

Q'Always check that the MindView document in question actually contains the strings you
would like to use for suggestions!

# Test the suggestion source by entering search text in the Input string field and clicking Test.

Clicking the Advanced Settings button lets you specify XPath and Part settings. Only do this if you
are an advanced user and know what you are doing.
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Internet suggestion sources

Edit Internet Suggestion Source @Iﬂ—hj
Mame:
LIRL:

Regular expression for 1st match:

Regular expression for 2nd match:

Test suggestion source
Input string:

Test

Response:

K ] I Cancel

# Enter the name and URL of the internet suggestion source.

* Inthe Regular expression for 1st match field, define a regular expression to match the
content returned from the web site. You may select a color that indicates the results of the
regular expression in the Response field below.

# (Optional) In the Regular expression for 2nd match field, define a regular expression for
substring matching if it is not possible to set up a regular expression that matches the right
entries in the first match. Select a color to indicate results in the Response field below.

#» Test the suggestion source by entering an input string and clicking Test. Test results (including
color-coding to indicate strings processed by the regular expressions) are displayed in the
Response field.
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Database suggestion sources

Edit Database Suggestion Source @l&]

Mame:

Connection string:

Test Connection

SOL Query:

Test suggestion source
Input string:

oK ][ Cancel I

Enter the name and connection string for the database suggestion source.

e Click Setup to open the Windows Select Data Source dialog to set up a connection to a
database.

# Click Test Connection to test the database connection.

#» Define the SQL query which is sent to the database when typing.

@ If you need to use a single per cent sign (%), insert it as %%.
# Test the suggestion source by entering an input string and clicking Test.
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XML file suggestion sources

Edit XML Suggestion Source Iilﬂ—hj
Mame:
Path:

¥Path:

Test suggestion source
Input string:

oK ] [ Cancel ]

L

# Enter the name, path and XPath for the XML suggestion source.
#» Test the suggestion source by entering an input string and clicking Test.

Inserting a new root

il

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 even move them to new documents altogether, as

described below.

@ This procedure is only relevant to the standard Map views, namely Mind Map, Top Down and
Left/Right.

Inserting a new root in the view
You can do this in two ways:
# Choose Insert | Branches | New Root in the main menu, or
# Right-click the workspace and choose Insert | New Root in its local 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 in your document by inserting a new root into it, you can integrate
it to your original map as follows:

# To attach it as a main branch, drag its root to the original root.
e To attach it as a sub-branch, drag its root to the branch or sub-branch you want to attach it to.
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Prospecting [ Prospecting ™
— | Building the
relationship C _—
Managing Customers
Analyzing (5 — T

Moving a newly created map in a separate document

# Select the root of your new map and choose Cut in its local menu or Home | Clipboard | Cut
in the main menu (or press Ctrl + X).

# Create a new document (click the File tab and choose New or press Ctrl + N).

* Once the new document tab opens, right-click the workspace and choose Paste in its local
menu or Home | Clipboard | Paste in the main menu (or press Ctrl + V).

# (optional) Delete the default root created automatically in the new document.

Detaching a branch

MindView allows you to create several maps in the same view by inserting several roots, as
described in "Inserting a new root". 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.

@ This procedure is only relevant to the standard Mind Map views, namely Mind Map, Top Down
and Left/Right.

Detaching a branch to the same document
# Select the branch you want to detach and choose Detach | Branch in its local menu.

Detaching a branch to a new document

# Select the branch you want to detach and choose Detach | Branch as New Document in its
local menu.

In both cases, the selected branch and all its sub-branches, inserted elements and attached objects
becomes a new mind map.

Setting a password

n]

MindView helps you to prevent unwanted access to your documents by protecting them with a
password. Password-protected documents are also automatically encrypted. Longer passwords give
a stronger level of encryption.

# Click the File tab.
# Choose Info | Set Password.
The Set Password dialog appears.
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Set Password [i'i_hj

Password:

Confirm password:

oK ] | Cancel

e

# Enter the password in the top field.
# Click the bottom field and enter exactly the same password. Confirm by clicking OK.

From now on, MindView will prompt you to enter the password every time you try to open the
document.

You can change the password by entering a new password in the dialog.
To remove the password, clear both fields and save the document.

& Do not lose your password! It is not possible to open a password-protected MindView document
without entering the correct password.

Tracking changes

(3

@ MindView lets you track all the changes that have been made to your document, by yourself
or any other user who has access to it. This is particularly useful if you are sharing your document
with other colleagues or students, or if you are working on an online document, as it allows you to

review all the changes made by other people.

# To enable the tracking of changes, choose Review | Track Changes.

#» (optional) Click the down arrow at the bottom of the Track Changes menu and choose Show
Changes to display the Changes Review panel.

All the significant changes you make to your document from this point are now listed in this panel as
soon as you complete them.

Changes v I X

Date Descripticn Usi
[} 19-01-201514:22.... Edit Text: Changes Ra
7 19-01-201514:22.... Edit Text: More changes Ra
7 19-01-201514:23:... Edit Comment Ra
:‘; 19-01-201514:23:... Insert Branch Ra
[} 19-01-201514:23:... Edit Text: Next rmeeting' Ra
[ 19-01-201514:23:... Edit Text: Next rmeeting Ra
E;‘;. 19-01-2015 14:23:... Delete Branch: Idea Ra

To see on the mind map what branch or MindView element a particular change relates to, just click
its entry in the Changes panel. You can also use the Next t})‘ and Previous ﬁ{- icons to navigate
from one change to the other.

By default, new changes are added at the bottom of the Changes panel. You can however resort the
list in reverse date order by clicking the arrow next to the Date header, or sort the list by Description
or User.
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As long as the tracking of changes is enabled, any change made to the document by anyone gets
added to the Changes panel, even if the document is closed by its current user and re-opened by

the same user or a different user at a later date. To stop the tracking of changes, you need to click
Review | Track Changes again to disable it.

If you want to reset the list of changes, you can empty it by clicking the down arrow at the bottom of
the Track Changes menu and choosing Delete Changes History.

Working with legends

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.

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 a red outline.

Legend @
Done
Il Uroent 1.1 Research possible venues
1.2 Visitreview venues
// 1. Arrange venue [* O [73 Select venue
1.4 Bookvenue
Organizing an Event 2.1 Identify and hire caterers

|2.2 Headcount estimate

Teee = 2.3 Agree menus for meals
\ 2. Facilities —(—3' 2 |

2.4 Agree requirements for breaks

2.5 Final headcount check

Adding alegend item
# Choose View | Navigation | Legend to display the Legend window.
#* Move the mouse cursor over the Legend window.
# Click Add Item.

Legend o
+ |Add Item
Add Coler
Add Icon

# Choose Add Color or Add Icon depending on whether you want to define your legend item
with a color or an icon.

# Choose the required color or icon in the dialogs that are open.
* Replace the default label with the label of your choice.
You can now apply that color or icon to the branches that you want to single out.

Applying legend items to selected branches

Once you have defined a color or icon, you can add that color or icon to your branches manually to
improve the mind map. However, you can also do this automatically. This is particularly useful if you
need to single out many branches with the same legend item in one go:
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# Select the branches in the mind map that should have a specific color or icon defined in the
legend.

# In the Legend window, hover the mouse cursor over the legend item to be applied.
#* Click the formatting brush icon +" next to the legend item to apply it to the selected branches.

Use the steps above to remove a legend item from selected branches in the mind map. When you
remove legend colors from branches, the branches go back to using the default background color of
the style used.

Highlighting and filtering a mind map using legend items

In large mind maps, it can be a challenge to find specific branches, even when they have been
singled out using legend items. You can highlight branches that contain legend items, and you can
filter the mind map by legend items as well.

#* Hover the mouse cursor over the legend item you want to see in the mind map.
# Do one of the following:

# Click the highlighting icon #% next to the legend item to highlight all branches where that
color or icon is used.

e Click the filter icon ¥ next to the legend item to filter the mind map so that only branches
containing the color or icon are shown.

Use the steps above to remove highlighting or a filter from the mind map.

Q See "Filtering a mind map" for more information on filtering a mind map using various criteria.

Removing a legend item

# Toremove a legend item, just click the cross @shown to the right of its name in the Legend
window.

Presenting a mind map

d

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

# Choose View | Window | Presentation Mode.
Your mind map is now displayed in full screen mode, and a small toolbar of icons appears.

<I12] iy X

These icons let you perform the following actions:

# Clicking the Back icon < lets you present your mind map in reverse (anti-clockwise)
branch order by displaying the branch preceding the selected branch in the hierarchy.

e Clicking the Next icon > lets you present your mind map in normal (clockwise) branch
order by displaying the branch following the selected branch in the hierarchy.

# Clicking the Settings icon li]l]']T‘!’ lets you configure the presentation mode.

e Clicking the Exit icon x lets you return to the normal Mind Mapping design mode.

Configuring the presentation mode

When you click the Settings icon 1]+T‘!’ , the following dialog appears.
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Presentation Mode Settings Li‘s-,l

Presentup to:  |Branch level 3 - |

| Expand sub-branches of the selected branch:
@ 1level

2 levels

| Auto-collapse:
@) To branch level 1
To branch level 2
To branch level 3

| Set zoom level

200 % B

[ Ok ]| Cancel |

Present up to: This field lets you specify the number of branch levels to present when using the
Next and Back icons. For example, if you choose to present your mind map up to Branch level 2,
clicking the Next icon will select all the main branches and their first level of sub-branches, one after
the other, but not their second and further levels of sub-branches.

Expand sub-branches of the selected branch: This field lets you specify how many levels of sub-
branches of a particular branch should be displayed when that branch is selected. For example, if
you choose to expand the sub-branches of the selected branch by 2 levels, when you present a
main branch (i.e. that main branch is currently selected), MindView automatically expands its sub-
branches (the first level) and their own sub-branches (the second level).

Auto-collapse: This field lets you specify how much of the branches of the mind map other than the
selected branch should be visible, in other words how many levels of their sub-branches should be
displayed on the mind map at any time. For instance, if you choose to auto-collapse the branches to
Branch level 3, MindView always displays 3 levels of branches for all the branches other than the
selected branch (whose behavior is controlled by the "Expand sub-branches" parameter above).
Therefore when you enter presentation mode, you will see the root, the main branches and their first
level of sub-branches.

Set zoom level: This setting allows you to adapt the zoom factor used while presenting your mind
map. If for instance you have chosen to present all the levels of sub-branches, lowering the zoom
factor will ensure that all the branches to be presented are always visible on the screen, without any
need for horizontal or vertical scrolling.

Checking a mind map

Before you export your map to other formats, or send it to colleagues, you may find it useful to
check the list of all the files that you have included in it. This will also help you identify potential
problems, for instance when a data file that you added to a particular branch as an attachment is no
longer located in the folder you indicated when adding it.

*= Click the File tab.
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# Choose Info | Data Files to open the following dialog:

7 Data Files |7 [ |

-

Filename Path
! E background.png ChUsershR
_E Meeting.png ChPrograr
1 ——— D y

Replace File, ..

DK ] [ Cancel

L

This dialog is made up of several columns:

* A Warning icon L in the first column highlights a particular problem. Move your pointer on top
of this icon to obtain more information about the problem.

# The second column contains icons that represent the nature of the data files that are listed:
branch picture, floating picture, attachment and so on.

® The third column lists the names of the data files.
# The fourth column lists their respective paths.

To replace a file by another or change its location, select the file in the list and click Replace
File. You can also just double-click the file name in the dialog and browse to the new file or
location.

Packing a mind map

This feature makes it very easy to distribute your mind map to other users.

With a few mouse clicks, you can create a complete packed version of your mind map, ready to be
sent via email, shared over the network or distributed via DVD or CD-ROM.

# Click the File tab.
# Choose Info | Pack.

As soon as you click OK in the message dialog that appears, MindView integrates all the external
files that are attached to the mind map document (floating pictures, branch pictures, attachments
and so on) within the .mvdx map file.

Once a map is packed, you can continue working with it as normal. Any attached file you activate
from within the map opens in the relevant external application, letting you edit it as you wish. When
you close this external application, all the changes you have made to the attachment are saved in
the version of the attachment that is integrated to the .mvdx map file.

Notes:

& Once you have packed a mind map, all the files you subsequently add to it (floating pictures,
branch pictures, attachments and so on) are automatically packed in the .mvdx map file.

# [f you have used the Additional Folders command to specify a list of folders to include when
exporting to HTML or packing, all the files contained in these folders are also integrated in the
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.mvdx file when packing the map. See "Additional folders" for more information about that
command.

# [f the MindView view contains several maps (i.e. several roots), they are all packed within the
.mvdx file.

# When MindView opens a packed map, it starts by checking all the attached files that are
packed in it. If the original version of any of these files has been updated since you packed the
map, meaning that the version contained in the mind map is no longer the most up to date
version, it displays a message to that effect, giving you the option of updating the mind map to
the latest version.

Unpacking a mind map
dwP

Although you can work in a packed map as normal as mentioned above, you also have the
possibility of unpacking it. This may be useful if you want to retrieve the individual files that may have
been attached to it, or to reduce the size of the .mvdx map file.

To do this:
# Click the File tab.
# Choose Info | Unpack.
# Choose a folder in which to place all the files attached to the map.

5‘@ If you have used the Additional Folders command before packing the map (see above) to specify
a list of folders to include in the packed map, the additional folders are created automatically in the
target folder when unpacking the map and the relevant external files placed in these folders.

Merging packed mind maps in a master map

You can easily merge into a master map several mind maps that have been packed using the Pack
feature:

#» Open your master map in MindView.
# Open each packed map in turn. Each document opens in a separate tab in MindView.

#» Merge each packed map into your master map by copying its root (Ctrl + C) and pasting it onto
the relevant branch of your master map. See "Moving a branch" for more information about
copying and pasting branches.

@ While performing this operation, make sure you do not close any of the packed maps before
you have saved the master map.

Sending a mind map

&= This feature makes it very easy to send your mind map to other users via e-mail.
# Click the File tab.
# Choose Share | Email.
A message appears, asking you if you want the map to be packed into a single file before sending it:

® Choose Yes if you want to integrate all the external files that are attached to the mind map
document (floating pictures, branch pictures, attachments and so on) within the .mvdx map file.

For more information about the packing feature, see "Packing a mind map".

# Choose No if you only want to send the .mvdx map file, without the files that you may have
attached to it.

A message is created in your default mail program, containing the mind map and a link to a free
MindView viewer in case the recipients of your message do not have MindView installed on their
computer. All you have to do is fill in the name of the recipients and the subject of your mail
message before sending it.
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Using the Multimedia Catalog

s The Multimedia Catalog contains a vast collection of high quality clipart 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.

All the Multimedia Catalog elements are free for you to use in your 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 connect one or more of your User Area categories to one of your hard disk folders
or to a shared network folder 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.

# Click the Multimedia Catalog tab on the right of the workspace or choose View | Show/Hide |
Panels | Multimedia Catalog to open it.

Multimedia Catalog

Search for: meeting

—
Search in: |F-.II - | @ ?_.3‘7
3 User Area - g
¥ [ Clipart =
P ] Physical Sciences "
¥ ] Earth Sciences
¥ ] Life Sciences
' History =
¥ 2] Geography 3 E
P2 Arts & Architecture %
¥ 5] Technology [p]
T2 Business g
o "
=] Equipment
=) Stationery
£ Multimedia =
=lWeb 5 E
)
s

Q You can resize the Multimedia Catalog window by placing the mouse pointer on one of its
edges until it changes to a double arrow and dragging with the mouse.
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Overview of the Multimedia Catalog

# 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.

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

# [avorites: 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.

# Search 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 criteria.

Browsing the Multimedia Catalog

# To see the contents of a category, select it by clicking it or by pressing the up or down arrow
key on the keyboard.

A right-pointing arrow next to a category name indicates that this category contains sub-
categories.

# Click this arrow or press the right arrow key on the keyboard to show the list of sub-categories.
k5] Arts & Architecture
¥ [E] Technology

You can collapse a category again by clicking its arrow or by pressing the left arrow key on the
keyboard.

#* To examine a particular multimedia element more closely, place the mouse pointer over it.

This shows an enlargement of the element as well as relevant information such as its name
and size.

iy

cak 2

ot :"“' Meeting
" || Meeting.png

77 KB

#» Toinsert a Multimedia Catalog element in your mind map, just drag it from the catalog.

Using the Favorites category

If you often use the same elements, placing them in the Favorites category allows you to find them
again very 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:
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» Type a search word in the Search for field. For instance, if you are working on a map
describing various countries and want to insert their flags on the map, start typing the word
"flags". As soon as you enter the 3rd character (i.e. the letter "a"), pictures of flags appear in
the Search Results category.

> (optional) If you want to restrict the search to a particular category, select this category in the
Search in field and click the Search icon to restart the search.
# Scroll down the Search Results category until you find the flag you require.

Multimedia Catalog

Search for; flags

_|

Searchin: | Al v“gl “m_:_

p User Area 5'

* ' Clipart %

I Favorites ®

o Recent

{5 Search Results (45 found)

- E

7 = " 3

[1-]

— =3

[— =11

g

» e o

= (=]

p - BE

|

1123 .

] i

=

-\.. - I. 'i'\\
Q During a search, the Search icon briefly changes to . You can interrupt a search at any time
by clicking this icon.

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

When you enter the first few characters of a word or a full word in the 'Search for' field, MindView
goes through all the keywords that have been associated with the Multimedia Catalog elements. All
the elements which have one or more keywords containing the characters you entered appear in the
Search Results category.

You can view the keywords associated to a particular element and even add your own as follows:
# Right-click the element in the Multimedia Catalog display area.
# Choose Properties in its local menu.
The Properties dialog appears.
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Properties |i|£_hj

Description:
Pie chart

Keywords:

business;work;office;graphs; charts; "

Separate multiple keywaords with a semicolon =*

| oK | | Cancel

L A

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

@ The Properties dialog also lets you edit or remove unwanted keywords or change the
description that appears when you view an enlargement of the element.

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 are also free to create your own categories within the User Area,
rename them or delete them.

# Any element you add to one of the existing categories of the Multimedia Catalog is identified by
a small shortcut icon, indicating that the element is not actually copied to the Multimedia
Catalog, but only inserted as a link to the actual element.

[ 7

# Any element you add to one of the User Area categories is identified by a small gray arrow.

There are different ways of adding an element to the Multimedia Catalog. Here is one of them:
# 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 Open dialog.

You can also add elements by dragging them from the Windows Explorer or the desktop.

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 view the enlargement of the element.

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 or select it and press Delete.
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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.
# Type the new category name in the white box that appears.

¥ gz User Area
2 My clipart
T x My sounds

2l ew Category

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.

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 sub-categories.
# Choose Connect to Folder in its local menu.
The Connect Category to Folder dialog appears.

Connect Category To Folder @I—g—hj

Connect to folder:
| &

Indude filter:

Image filter: (*.jpg *.png *.bmp *.gif *.wmf *.emf) -

[ tndude sub-folders

Ok ] I Cancel

b

&
#* Type the path of the folder you want to connect to or use the Browse button to locate it.
# 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 (separating the formats with a
semi-colon as shown here) to see only pictures using these file formats or *.* to view all the
files contained in the connected folder.

# (optional) Check the 'Include sub-folders' option 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, 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.

8 Downloads|
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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.

Q If the connected folder is very large, the Refresh operation may take a long time. You can
interrupt it by right-clicking the connected category and choosing Stop Refresh in its local menu.

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 in the Connect to Category Folder dialog 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 as follows:
# Click the File tab.
# Choose Options.
# Click Preferences on the left.
#» Set Reset Multimedia Catalog to Yes.
* Click OK.

This will leave your User Area untouched, but removes all the elements you might have added to
any other category.

Using the Properties dialog

] The Properties dialog shows the properties of the MindView element currently selected, for
example the root, a branch or a floating comment. If nothing is selected the properties of the current
view are shown.

You can use the Properties dialog to make fine-tuning changes to these elements.

v Rather than applying properties one by one to enhance the visual aspect of your branches, it is
normally easier to use the Format tab shown at the right of the ribbon when the branch is selected.
Using this tab, you can apply branch shapes, branch colors and other coordinated attributes in one
step. Similarly, the Design tab lets you apply predefined layouts and styles to the entire map in one
step.

Notes:
e |[f the Properties dialog is not visible, choose View | Show/Hide | Panels | Properties to open
it.
e The properties described are not always applicable to all views. The Properties dialog only lists
the properties applicable to the selected element in the current view.

Q You can resize, dock and undock the Properties dialog according to your needs. See "Using the
MindView panels" in the topic "Setting up your workspace" for more information.

The Properties dialog shown below illustrates the general properties applicable to a branch. To see
the properties applicable to the branch label, you would click its Text tab.

For a complete description of all the properties available for the various MindView elements, see the
Reference section.
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Properties - 0 X
ﬂ General Text ﬂ
Text Proposal
Fill Type Solid I~
Fill Color1 =
Outline Colaor 0
Outline Width 1
Line Color
Line Width 1.5
Boundary d
Boundary Fill Type Solid [~
Boundary Fill Color1 ]
Boundary Outline Color |:|
Boundary Outline Width 1

Boundary Qutline Roundnes: &

Boundary Outline Dash Style Solid [=]
Include in Export O
Task Active d

You can make the same change to several elements at once by selecting all the elements required
first. Let's suppose for instance that you want to change the branch color of three of your 10
branches. All you have to do is to select the three branches before choosing the color with the 'Fill
color' property.

Editing properties in the Properties dialog
The way you edit a property depends on its type as follows:
e Label: Type in the new name or edit the existing name in the input field.
# Number: Type in the new value in the input field.
® Check box: Click the box to select it, click it again to deselect it.
L]

Path: Type in a new folder and/or file name or edit the existing one, or click the Browse button
(-1 on the right side of the input field.

® Color: Click the small rectangle and choose the new color in the Windows Color dialog. The
upper left corner of the dialog shows all the predefined colors. To define your own color, click
the required area of the color matrix on the right and use the slider on the extreme right of the
dialog to adjust the color attributes. You can also enter the RGB values (Red, Green, Blue) or
the Hue, Saturation and Luminosity values manually. The easiest way to experiment with
different colors is to press and hold the mouse button and move the mouse pointer around the
color matrix. To save a color for future use, click Add to Custom Colors.

# Once you have made the required change, press Enter to save the edited property.

Q You can also use the Up and Down arrow keys to move between properties and press Enter to
start editing.

Using the Overview panel

The Overview panel gives you a miniature view of your entire document.
# To display the Overview panel, choose View | Show/Hide | Panels | Overview.

@ The Overview panel is not available in the Outline view or the Gantt view.

Q You can resize, dock and undock the Overview panel according to your needs. See "Using the
MindView panels" in the topic "Setting up your workspace" for more information.
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CvEryiE o x
If your map is very large, the Overview panel can be a very useful tool to reach its different areas.

» Move the mouse pointer over the gray rectangle contained in the Overview panel until it takes
the shape of a hand.

# Drag it in the direction of the map you want to explore and release the mouse button.
The main view changes to reflect the new position of the gray rectangle. Note that the positions of
the elevators in the workspace scroll bars also change accordingly.

9? You can achieve the same effect by using the workspace scroll bars, but the Overview panel
has the advantage of giving you a complete representation of your map.

Using the Object list

3 The Obiject list gives you a complete overview of the objects placed on the selected branch. It
allows you to perform various operations on them, such as activating them, deleting them or
displaying their properties in the Properties dialog.

@ If the Object list is not visible, choose View | Show/Hide | Panels | Object List to open it.
Object List * 0 X

(3] budget.rmvdx

B zales_overview . PMG

@ Company website

A% You can resize, dock and undock the Object list according to your needs. See "Using the
MindView panels" in the topic "Setting up your workspace" for more information.

Manipulating objects in the Object list
The Object list allows you to perform the following operations:
# Select an object by clicking its name.

The contents of the Properties dialog immediately changes to reflect the properties of the
selected object, which you can then edit as required.

® Activate an object by double-clicking its name or choosing Execute in its local menu.

# Move an object up or down the list by drag and drop. This is only relevant if you intend to
export your document and want the objects to be exported in a particular order, as it is the
order of the objects in the Object list that dictates the order in which they are exported.

# Delete an object by choosing Delete in its local menu.
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Collaborating

Accessing online workspaces

'@ An online workspace is a remote site on the web where you can work collaboratively. Your
documents are stored in the workspace where other users, such as colleagues or fellow students,
can also access them provided they have your permission. You assign permissions (read only
access, read/write access) to other users as necessary.

MindView supports several types of online workspaces:
® Microsoft SharePoint®

When you open a shared document in SharePoint, it is locked so that other users cannot make
changes while you are working on it.

For information about Microsoft SharePoint, see the Microsoft web site.
e MatchWare Shared Workspace

This workspace, specific to MatchWare, lets several users access a shared MindView
document at the same time. Changes to the document are updated continuously as you work
so that other users can see the changes you make. If necessary you can assign permissions
to individual branches of your own shared mind maps so that, for example, only particular
users can make changes to particular branches.

The MatchWare Shared Workspace is hosted at: https://workspace.matchware.com. It is a
service that is integrated with MatchWare MindView, but subject to its own Terms of Service.
Accounts on the MatchWare Shared Workspace can be purchased from MatchWare as a
yearly subscription. The service is also available as a 30-day free trial.

It is possible for organizations to host their own MatchWare Shared Workspace server. For
more information, please contact MatchWare directly.

& Microsoft Office 365

When you open a shared document in Office 365, it is locked so that other users cannot make
changes while you are working on it.

For information about Microsoft Office 365, see the Microsoft web site.
In addition, you may be able to use other online workspaces with MindView.
To find out how to open an online document, see "Opening and saving online documents".

To find out how to manage online workspaces, see "Managing online workspaces".

Q You may also collaborate with others using file synchronization services such as Dropbox that
synchronize files on your computer with other computers, web sites and devices. As you are
creating, editing and saving documents on your own computer and rely on the synchronization
service to share the files, such collaboration practices are not covered further by this documentation.
See the documentation for the synchronization service used for instructions.

Managing online workspaces

You may edit or delete existing connection details for online workspaces, or add new ones. All online
workspaces that you add are listed so that you can select them when you open or save a document
online from the File menu or the Share ribbon tab.

You may also add, rename or delete folders on the MatchWare Shared Workspace as needed.

@ You cannot add, rename or delete folders or files that have been shared with you by another
user. If you have been granted write access to the files, however, you can edit them. For more
information, see "Collaborating on an online document”.

Managing or adding connection details
# Do one of the following:
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* Inthe Manage Online Workspaces dialog, do one or more of the following:
To edit or delete an existing workspace entry, select it and click Edit or Delete.

Click the File tab, choose Open or Save As, and choose Manage Places.

User Guide

Click the Share tab, choose Open Online or Save Online, and choose Manage Places.

To add a new workspace entry, click Add.

-

Manage Online Waorkspaces

=

:I E :

iMatchware Shared Workspace |

Microsoft SharePoint

] [ Cancel

.

#* If you click Delete, you will be asked to confirm that you want to delete the workspace. If you
click Edit or Add, the Edit Workspace dialog opens where you may enter or change the
name, URL, user name and password for the workspace. Test the connection by clicking Test,
and click Save.

-

Edit Workspace

7 |t

Warkspace name:

Ornline Workspace

Workspace URL:

Username:

Password:

[] Remember password

|

Save

] I Cancel

L

@ You can also access the Edit Workspace dialog by clicking File, choosing Open or Save
As, and clicking Add a Place.

= C

lick OK.

To find out how to open an online document, see "Opening and saving online documents".
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Managing folders or files on the MatchWare Shared Workspace

Q If your documents are hosted on a SharePoint server, please see the Microsoft documentation
or web site for information about how to use the SharePoint interface.

When opening or saving online documents on the MatchWare Shared Workspace from MindView,
you can add, rename or remove folders or files that you have created or uploaded yourself as
necessary.

# Access the Shared Workspace by choosing File | Open or Save As, or by choosing Share |
Open Online or Save Online.

# Manage your folders or files as necessary:

# [f you accessed the Shared Workspace from the File menu, use the buttons above the
folder pane to add, rename or delete folders, or select one or more files and use the
buttons above the file pane to rename or delete them.

s New @E Rename &% Delete E Rename B Delete

My Documents ﬂCmpcrate sales strategy. mvdx

» |f you accessed the Shared Workspace from the Share ribbon tab, click Create Folder to
add a new folder in the current folder, or select one or more files or folders and click
Delete to delete them. Use the Up and Back commands if necessary to navigate your
folder structure.

i MatchWare Shared Workspace L]
Up Bock Delete Create Folder |
Mame Crairer Sharing Aceess Size Diate Modifisd
My Documents
=Budget Adam Smith Shared Read/Mirite
wHR Adam Smith Shared Read/\Write
| Meetings Adam Smith Mot shared Read Witz
Shared With Me
Steve Jones Steve Jones Mot shared Read/Virite
Fienzme:  Corporate sales strategy [ save |[ canca | |

5? For more information on the MatchWare Shared Workspace, including information on sharing
folders and files with other users, see the online help available on the workspace itself.

Opening and saving online documents

@ This topic explains how to open MindView documents hosted on an online workspace and
how to save documents on the workspace, whether they were initially located on the workspace or
not.

Opening an online document
# Choose File | Open or Share | Open Online.
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# Choose the relevant workspace.

A% If your documents are hosted on a SharePoint server, please see the Microsoft documentation
or web site for information about how to use the SharePoint interface.

If you have chosen to work on documents hosted on the MatchWare Shared Workspace but have
not yet provided all necessary login information, the following dialog appears:

Lagin Information @l&]

LIRL:
http : llllllll'.l"."-l"-"-l"-' x SharElj'Nl:lrkSpal:E ' |:|:||T|,|II

Username:

Password;

|| Remember password

MNeed an accourt?

| Manage... Connect ] [ Cancel

# Enter your MatchWare Shared Workspace user name and password and click Connect.

If you don't have a user name and password, click Need an account?. This will take you to the
MatchWare Shared Workspace, where you will be able to create an account, provided that you or
your organization are an authorized subscriber to this service. The service is also available as a 30-
day free trial. If you have set up a user account but have not saved a password, Open in browser
will be shown instead of Need an account?. Clicking this link will also take you to the MatchWare
Shared Workspace where you may log on as normally. You can also enter your password in the
dialog to log on directly from MindView.

If you are opening your document from the File menu, the selected workspace is now displayed to
the right. If you are opening your document from the Share ribbon tab, the MatchWare Shared
Workspace dialog opens. You can see all workspace folders and documents which belong to you
as well as workspace folders and documents which belong to other users but have been shared with
you.

L

=] MNew @ ] & EE Et

Ny Documents
Budget

HR.

Meetings

Shared With Me

Steve lones
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57 MatchWare Shared Workspace [
Up Back Delete Create Folder |
Mame Crmer Sharing AccEss Size Date Modified
Iy Documents
Budget Adam Smith Shared ReadVerite
wHR Adam Smith Shared Raad/¥aritz
|7 Meetings Adam Smith Mot shared Read/Veritz
Shared With Pe
Stewe lones Steve Jones Mot shared Read/Varits
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The icon on the left of a folder name in the MatchWare Shared Workspace dialog indicates the
sharing status of the folder:

denotes a folder belonging to you, that you have not shared with anyone.
« denotes a folder belonging to you, that you have shared with others.

= denotes a folder belonging to someone else, but that has been shared by its owner with you.

The name of the owner of the folder or document, and the sharing attributes you have to that
element, are shown in the Owner and Sharing columns respectively.

The access rights (Read Only or Read/Write) you have to the folder or document are shown in the
Access column.

If you see a folder identified as "not shared" listed in the "Shared With Me" section, it means that
although the folder itself is not shared, it contains one or more document that the owner of the folder
has shared with you specifically. To access these documents, double-click the folder to open it.

@ Access rights to MindView documents and folders are managed online from the MatchWare
Online Workspace. For more information, see the online help available on the workspace itself.

#* If necessary, open the appropriate folder
# Select a document and click Open.
To find out how to work on a shared online document, see "Collaborating on an online document”.

When you are working on an online document, a message reminding you of this is displayed at the
top of the workspace.

1 This is an online document,

Saving an online document
# Choose File | Save As or Share | Save Online.
#» Select the relevant workspace as described above.
# Select the folder in which to save your document and supply a filename.
# Click Save.
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59 A document that is held on the MatchWare Shared Workspace is saved automatically whenever
you make a change to it, so you do not need to save it explicitly, unless you want to save under a
different name or to a different folder.

Collaborating on an online document

ﬁ The procedures described here apply only to mind maps held on the MatchWare Shared
Workspace. For information about using Microsoft SharePoint, refer to the Microsoft documentation
or web site.

Any document held on the MatchWare Shared Workspace can be worked on from within MindView
by several people at once, provided that the folder containing the document, or the document itself,
has been shared by its owner and that all collaborating users have been given appropriate access
rights.

Each time a user makes a change to the document using MindView, the change is automatically
saved to the workspace and made visible to the other users of the document in MindView.
Consequently, all users see the changes made by others as work progresses.

Access rights to MindView documents and folders are managed online from the MatchWare Shared
Workspace. For more information, see the online help available on the workspace itself. However,
you can also share individual documents with other users directly from MindView as follows.

Inviting others to collaborate on an online document from MindView

“ Before you can share a document with other users, you must save it on the MatchWare
Shared Workspace; for more information, see "Opening and saving online documents". In addition,
the document must be opened.

# Choose File | Share | Collaborate.
Sharing Options

Share file with:
| Access: ® @ () & Add

Currently sharing with:

4, add contact §,, remove users |Filter Contacts. ..

mlre  Jaes
[] lan Sutcliffe Ok NeW 4
[] Charlotte West OkcNoW.d

# Do one of the following to share the document with another user:
# Enter the e-mail address of the user in the Share file with field, select read or write access
for the user by selecting the relevant option ® © © # and click Add.

e Click add contact <+ to select one or more users from your contact list on the MatchWare
Shared Workspace, select read or write access for each user, and click Invite.

My Contacts: |Fi|ter Contacts. ..
[] Brian lones me O
] Dee McDonald Okc NoN 4
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A" You may filter the list of contacts using the Filter Contacts field.
# Click Save to share the document with the users listed.

The users invited can now open your MindView document from the MatchWare Shared Workspace
and edit it as needed.

Removing users from a shared document

#* To remove one or more users so that the document is no longer shared with them, select them
on the list, click remove users <%, and click Save.

Branch locking

¥ As well as determining who can access their folders and documents, the owner of a shared
document can also assign permissions to individual branches of the mind map from within
MindView, so that only particular users can make changes to particular branches.

Such restrictions are denoted by the presence of a Lock icon “ to the right of the branch label.
Moving the pointer over this icon gives you additional information about the operations you are
allowed to perform on the branch.

1.1
a2 —=12

Write:
Mike

Read Only:
Adam

If you are the owner of a shared document, this is how you can assign permissions to individual
branches of the mind map to particular users:

# Open the document on the MatchWare Shared Workspace. For more information, see
"Opening and saving online documents".

# Select the relevant branch.
# Choose Share | Manage Locks.
The Branch Locking dialog opens.

# Click Add and select the user or users to whom you want to grant specific branch permissions.
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i N
i MatchWare Shared Workspace I. 2 ﬂh]
Uzers Email address Document Access
Richard tichard@company... | Mo Access
keith keithi@compan'y.com | Write
Theresa theresa@company,.. | No Access
Jonas jonas@company .com | Mo Access 1
hriskina christina@compan... | ‘Wrike
L T 3
Ok ] [ Cancel
L

@ The Document Access column records the access right that each user has to the
document itself on the shared workspace. This access right must match the branch permission
you are intending to give to the selected users. Let us suppose you intend to grant a Write
permission to user Mike for the branch. If Mike only has Read access to the document, you
can still grant him a Write permission to the branch, but he will not be able to edit that branch
until you give him a Write access to the document from the shared workspace. For more
information about granting access rights to documents from the shared workspace, see the
online help available on the workspace itself.

Click OK.

In the Branch Locking dialog, give each user the appropriate permission, Read Only or Write
(read/write). The permissions you assign apply to the branch you selected and all its sub-
branches.

If you give a particular user a Write permission on a branch, all the other authorized users
(except for yourself as the document owner) are automatically restricted to a Read Only
permission on that branch. There is therefore no need for you to give them each individually a
Read Only permission.

You can of course grant a Write permission on that same branch, or some of its sub-branches,
to one or more other users individually, thereby allowing these users to work on the same
branch at the same time, in true multi-editing mode.

As the owner of the document, you are not restricted by any Write permission given to other
users, and are always able to edit the branch.
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F '
B ' Branch Locking: 'Plan’ I. 9 ﬁ]
|J¢ Add... | |J¢, Flemn'u'e]
Mame Email address Permission
1 Jonas jonas@compan...  Read Only
Christina christina@comp...  Write
QK ] | Cancel

L

@ If a user does not have sufficient access rights to the document itself to grant him or her

the branch permissions you have selected here, a warning icon ‘. appears next to his or her
name. As explained above, MindView allows you to grant such permissions, but they only
become operational once you have given the required access rights to these users from the
shared workspace.

# Click OK.

The Lock icon =) now appears to the right of the branch label. Hovering that icon gives you a
reminder of the permissions you have granted.

As owner, you can make changes to the permissions at any time by selecting the branch and
clicking Manage Locks.

You can also remove all permissions on a locked branch at any time by selecting it and clicking
Remove All Locks 'a.

Document locking

As well as locking specific branches, the owner of a document can also apply a lock to the entire
document, by granting a Write permission to the document to a particular user. This will prevent all
the other users from making any changes at all to the document, including inserting pictures and
comments floating freely on the workspace.

As the owner of the document, you are not restricted by any Write permission given to other users,
and are always able to edit the document.

You can however prevent all the other users from editing the document by giving yourself a Write
permission to it.

The procedure to follow is almost identical to the procedure described above:
# Open the document on the MatchWare Shared Workspace.
# Click the workspace to make sure no branch is selected.
# Choose Share | Manage Locks.
#» Follow the rest of the procedure described above.

Managing and tracking tasks

LBl you are using MindView to create an online task list or project plan, you can distribute the
tasks to all the resources involved via email to the MatchWare Shared Workspace. The resources
can then view and update the status of their tasks directly on the shared workspace as they work on
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them. You can then monitor the task status from MindView by re-importing the updated tasks into
your online document.

@ For information on creating a task list or a project plan, see "Inserting task data".

Note that you can also export your task lists to Microsoft Outlook. For more information on the
procedures involved, see "Exporting to Microsoft Outlook task list".

This procedure assumes that your MindView document is an online document hosted on the
MatchWare Shared Workspace. If this is not the case, you will need to start by saving your
document on the workspace. See "Opening and saving online documents" for more information.

The distribution of tasks via the shared workspace relies on email communication. You therefore
need to enter valid email addresses in the online document for all your resources. For more
information about this, see "Assigning resources".

@ You can only distribute tasks from an online document if you are the owner of that document.
However, you do not need to be the owner of the document to be able to import tasks into it,
provided that the owner has shared it with you. If the owner of the document has restricted your
access hy giving you Read Only status on some branches, the tasks corresponding to these
branches will not be imported. If you are the document owner, all the tasks are imported.

Distributing the tasks to the resources

To distribute the tasks to the resources via the workspace, proceed as follows:
# Choose Share | Distribute Tasks to Resources.

There are two distribution modes available:
® Quick distribution

The Quick distribution mode allows you to distribute the tasks to the resources straight away,
using the MindView defaults.

& Advanced distribution

The Advanced distribution mode gives you more flexibility about the data to be distributed, as
detailed below.

@ If you have already distributed these tasks previously, you will be warned that it is safer to start
by re-importing them from the shared workspace into your document, to avoid overwriting any task
updates made online by the resources in the meantime.

Advanced distribution options

When you choose Share | Distribute Tasks to Resources | Advanced Distribution, the options
you can choose from differ slightly depending on whether your document is a task list or a project
plan. The dialog illustrated below assumes you are working on a Gantt project.
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Distribution of Tasks to Resources I.llé]

[ ]Include summary tasks:

[] Include completed tasks

Task properties to distribute

[¥] start time [ Editable
[¥]End time [ Editable
[¥] Duration [T Editable
[¥] Completion [V] Editable
[¥] Priority [ | Editable

Emails to task resources

[¥] 5end emails with a link to the online tasks
[¥] only send emails about new tasks and resources

[] view outgoing emails before sending

Ok ] [ Cancel

Include summary tasks: This option only appears if you are working on a Gantt project. Check it if
you also want to distribute the summary tasks to the resources.

Include completed tasks: If this option is not checked, MindView only distributes incomplete tasks,
i.e. tasks whose completion level is less than 100%.

Task properties: Check the task properties that should be visible to the resources on the shared
workspace. For each property, you can also specify whether the resource should be allowed to
modify the property online from the shared workspace or not.

Send emails with a link to the online tasks: If you check this option, MindView automatically
sends a message to each of the resources, containing a link to the shared workspace where they
can view and update their tasks as they start working on them.

Only send emails about new tasks and resources: When this option is checked, MindView only
sends messages to the resources who have been allocated new tasks since the last distribution.

View outgoing emails before sending: If you check this option, MindView will prepare the
messages, but will not send them automatically. This gives you the possibility of checking them and
possibly adding your own message before sending them yourself.

#* Click OK.

The tasks will now appear in the personal area of each of the resources on shared workspace,
where they will be able to view them and update them. For information about managing tasks on the
shared workspace, see the online help available on the workspace itself.

Importing the tasks from the shared workspace

Once resources start working on their tasks and updating their status online on the shared
workspace, you can periodically re-import these tasks into your MindView document to get an
overview of the overall progress. To do this:

# Choose Share | Import Tasks from Resources.

Any task update made online is now imported into your document, letting you review the changes,
make any adjustments needed to tasks or resources, and if necessary, redistribute the tasks.
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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.

[ - [ - =) : it

BEiEE [ = =1= e —

B i | | E®=E = | e T
Kind r-1ﬁ|'.l TI'.IFI Do L Eﬂ.'R|§ ni Timeline Cudline Gantt

The first four views, collectively referred to as "Map Views", are traditional Mind Mapping views:
O

o SRS The Mind Map 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.

. E%S! The Top Down 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 view" for more information.

i

o M3 The Left view represents your map as a list of topics placed on the left of the root. See
"Using the Left/Right view" for more information.

-

o« of The Right view represents your map as a list of topics placed on the right of the root. See
"Using the Left/Right view" for more information.

The remaining views are specific views adapted to a particular purpose:

. % The Timeline 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 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.

The Gantt view is dedicated to the creation, editing and management of project plans
according to the rules of project management. See "Using the Gantt view" and all the topics
that follow it for more information.

Once you have created your document, you can display it at any time in another view by choosing
that view in the Home | View or View | View panels in the main menu or by right-clicking the
workspace and choosing View Map As in the local menu.

Going from one view to another only affects the way the document is displayed. The contents of the
document are not modified, unless you edit them yourself while working in the new view.

The only exception to this rule is the Gantt view. Going to the Gantt view automatically enables
project management features, which may have consequences for your data.
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Mind Mapping views

Using the Mind Map view

O

EEJ'—E 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 when brainstorming all the ideas related to
the main subject of the map without worrying about evaluating them or structuring them.
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To display your mind map in this view, you can:
& Choose View | MapView | Mind Map in the Home or View tabs of the main menu, or
# Right-click the workspace and choose View Map As Mind Map in the local menu, or
® Press Ctrl + Shift + 1.

To find out how to use this view, refer to the "Basic tasks" and "Further tasks" sections of this
documentation.

Q You can quickly switch map views by right-clicking the workspace and selecting the desired view
in the floating toolbar that appears above the right-click menu. The floating toolbar also contains
other options relevant to the selected view.

ok 2. o el [E E
oS- 88

Using the Top Down view

F [/ = 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. 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.
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To display your mind map in this view, you can:
® Choose View | MapView | Top Down in the Home or View tabs of the main menu, or
# Right-click the workspace and choose View Map As Top Down in the local menu, or
e Press Ctrl + Shift + 2.

To find out how to use this view, refer to the "Basic tasks" and "Further tasks" sections of this
documentation.

Q You can quickly switch map views by right-clicking the workspace and selecting the desired view
in the floating toolbar that appears above the right-click menu. The floating toolbar also contains
other options relevant to the selected view.

o7 = o el E
& & ©

25 While in that view, you can change the display so that the sub-branches are displayed
vertically by choosing that display in the Layout gallery of the Design tab.
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Using the Left/Right view

Oh

B This view represents your map as a list of topics placed on the left or right of the root. It is a
good choice when you need to present structured data in list form (for instance a list of steps) and
want to be able to fully explore each point in the list before going on to the next point.

Agenda i

Welcome

Furpoze and goal of the meeting

Opening remarks
Mlinutes fram last meeting

Update on 1st issue

[+
Updates '¢| Update on 2nd issue
15t Issue
2nd lssue
Minutes
Closing rermarks L
Mext meeting ,L_ Laocation
Attendees

To display your mind map in this view, you can:

Choose View | MapView | Left/Right in the Home or View tabs of the main menu, or
Right-click the workspace and choose View Map As Left/Right in the local menu, or
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& Press Ctrl + Shift + 3.

To find out how to use this view, refer to the "Basic tasks" and "Further tasks" sections of this
documentation.

Q You can quickly switch map views by right-clicking the workspace and selecting the desired view
in the floating toolbar that appears above the right-click menu. The floating toolbar also contains
other options relevant to the selected view.

E%Eﬁﬁﬁ EEEE
o-2- 86

H3 While in that view, you can change the display from Right to Left or vice versa by choosing that
orientation in the Layout gallery of the Design tab.

YWelcome

Purpose and goal of the meeting

Opening remarks —
Minutes fram last meeting

Update on 1st issue
Update an 2nd issue é} Updates
1zt Izsue

[

Znd lssue — Agenda 1l

Minutes

DatefTime

Closing remarks
Location l_ Mext meeting
Attendees

Timeline view

Using the Timeline view

% The Timeline view displays all the branches of your document that contain time information in
chronological order along a horizontal time axis. The different timescales available (standard,
historic, geological, daily and weekly) 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.

@ The date formats you see in MindView will depend on your computer's settings.
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Accessing the Timeline view
You can access the Timeline view in different ways:
# To create a new timeline from scratch, click the File tab and choose New | Timeline.

# Choose a timescale from your map in the Select Timescale dialog that opens. For information
about the different timescales available, see "Inserting timeline data".

You can also display an existing map in timeline form in the Timeline view. To do this:
® Choose Home | View | Timeline or View | View | Timeline in the main menu, or
e Right-click the workspace and choose View Map as Timeline in the local menu, or
® Press Ctrl + Shift + 4.

Going to the Timeline view from another view 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
Timeline view.

Q You can quickly switch map views by right-clicking the workspace and selecting the desired view
in the floating toolbar that appears above the right-click menu. The floating toolbar also contains
other options relevant to the selected view.

e ddEEE
- 2@

Elements of the Timeline view
As all the other views, the Timeline view is made up of several components:
® The Timeline Outline

This panel, which is displayed by default on the left 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.
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Timeline Qutline »+ 0 X
7 |Branch Name Start Time |End Time
E [l | wWinston Churchill 1874 - 1965 1874 1965
= Birth 1874 1874
& Early career
Harrow School 1838 - 1882 1388 15892
Sandhurst 1893 - 1594 1893 1594
H Army service 1595 - 1399 1895 1850
= First book published 1898 1898
= B War correspondent 1899 18909
Capture and escape
Conservative member of Parliament 1500 to 1904 1900 1504
Liberal member of Parliament 1804 to 1822 1904 1822
Marriage to Clementine Hozier 1203 1803
= President of the Board of Trade 1508 to 1810 1908 1910
Home Secretary 1910 to 1911 1910 1911
Bl First Lord of the Admiralty 1911 to 1215 1911 1915
Gallipoli

The Timeline Outline works exactly as the main Outline view.

You can close the Timeline Outline by clicking its Close icon * . To re-open it, choose View |
Timeline Outline in the Timeline Tools tab.

Q You can also click the Auto Hide pin * * to make the Timeline Outline only appear
when you hover its tab on the left side of the workspace.

& The Timeline

The Timeline area shows all the branches of your map that contain time information, arranged
in chronological order along a time axis.

All the branches and sub-branches that contain time information are represented, regardless of
the hierarchical structure of the map.

Note that if none of your branches contain time information when you switch to Timeline view,
the timeline will be empty.

# The Task/Timeline Panel

This panel is displayed on the right of the workspace. It lets you define the timescale of your
document and enter time information on its branches.

Both of these operations are described in detail in the topic "Inserting timeline data".

As well as using the Task/Timeline panel, you can also enter time information for your
branches directly in the Timeline Outline or in the main Outline view.

If the Task/Timeline panel is not visible, click the Task/Timeline tab on the right of the
workspace or choose View | Show/Hide | Panels | Task/Timeline Panel.

# The Timeline Tools Tab

FILE TIMELIME TOQOLS HOME IMSERT REVIEW SHARE VIEW DESIGH FORMAT
= 'T_L =] ﬁ f@ @ i itk Fosition - [, 4 o] [ Timeline otine
[ | e 2 FEKPaHd i 553 [ i =]
Branch Sub-Branch Text Branch Attachment Sound Hyperlink = Shaw Shew Time Numbering
Hote~ Picture = [=] compress Duration Bars  Breaks  Scheme~
Insert View

This toolbar appears as soon as you switch to the Timeline view. Its icons allow you to perform
various actions on your timeline, as described below.
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Using 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 their order of creation. This means that if you
created them in another view such as the Mind Map view, they will be 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.

The Timeline Outline looks and works exactly as the main Outline view. When working in the
Timeline Outline, you can for instance:

# Add, delete, move, cut, copy and paste branches 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 tasks.

# Attach objects such as text files, video files, sound files, hyperlinks and so on.
For a description of the Outline view and how to perform these operations, see "Using the Outline
view".
You can enter time information on a branch from the Timeline Outline by double-clicking the relevant

Start Time or End Time cell (or pressing F12 or Ctrl + F12 respectively) and filling in the time picker
as described in "Inserting timeline data".

Any change you make in the Timeline Outline is immediately reflected on the timeline itself.

Using the Timeline

By default, the timeline shows all the branches of your map that contain time information arranged in
chronological order along a time axis.

Define objectives

T Jun 2015 - 10 Jun 2015
Planning

10 Jun 2015 - 15 Jul 2015

Setup team
10 Jun 2015 - 14 Jun 2015

8Jun 15 Jun
Sat Sun  Mon Tue Wed Thu Fri Sat  Sun  |[Mon Tue Wed Thu

[ | Define objectives: 7Jun 2015 - 10 Jun 2015 |
| ; ; ; ;

[ | Setup team: 10 Jun 2015 - 14 Jun 2015
I

Choosing a layout and style

MindView lets you define the visual aspect of your timeline at any time by applying design options to
it.

Click the Design tab at the right of the ribbon.
Browse through the Layouts gallery to choose your preferred layout.
Browse through the Styles gallery to choose your preferred style.

(optional) To further customize the visual aspect of your timeline, explore the options available
in the Effects and Properties panels.

L L

Inserting branches
As well as using the Timeline Outline, you can enter events (branches) directly on the timeline itself:
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# Double-click the workspace.
# Fillin the relevant details in the Insert Event dialog and click OK.

Insert Event | S
Branch name:
Start time:

™
™

Change Timescale

End time:

The branch is now inserted at the correct place in the timeline.

Q Clicking Next instead of OK keeps the dialog open, ready for you to insert more branches.

Moving branches

MindView also lets you move branches on the timeline by dragging them to a different start time.
Note that if an end time had been specified for the branch, this end time is also moved so that the
duration remains the same.

Maoving event: Jimmy Carker 1924- (1977-1931)

| Jimmy Carter 1824- ( Start 1982

1980 1985

1977 1978 1979 1980 1981 19382 1983 1984 1985 1986 1987 1988 1989 1

Q For more precise positioning, double-click the relevant Start Time or End Time cell in the
Timeline Outline (or press F12 or Ctrl + F12 respectively) to open the time picker.

Adding objects and elements

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", "Creating hyperlinks" and "Creating
branch connections".
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Viewing the Timeline

Viewing the events

»

To display the start and end times of the timeline events underneath their label, choose View |

Data | Show Branch Data == (or right-click the workspace and choose Show Branch Data)
and check Start/End time in the sub-menu.

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

If you have entered both a start time and an end time for a particular event, you can show the
duration of this event as a bar below the time axis by clicking View | Show Duration Bars in
the Timeline Tools tab.

You can view pop-up comments and attached objects by clicking the comment icon ™ or
paperclip icon ] just as in the other views.

You can use the Bookmarks feature to set bookmarks on your timeline in order to locate
events quickly again. See "Viewing a mind map" for more information.

You can use the Smart Nav toolbar to quickly navigate your timeline using four handy tools.
See "Viewing a mind map" for more information.

The Numbering Scheme icon =-| of the Timeline Tools tab or Home tab lets you apply
sequential numbers to the branches of the Timeline according to their order in the Timeline
Outline. When your timeline has several levels of branches, it will help you identify which main
branch the different sub-branches belong to.

P
As in the other views, you can also use the Apply Branch Focus icon EE of the View tab to

. . . . . 5 .
restrict the display to a particular branch. Click the Clear Branch Focus icon ?E to view the
entire timeline again.

@, 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.

For more information about this procedure, see the topic "Focusing on a branch" of the
“Further tasks" section.

Finally the Filter icon T of the View tab lets you hide all the timeline branches that do not

meet the filter criteria you have defined. You can also use the Highlight icon 1o highlight
branches that meet the filter criteria but still keep the rest of the branches visible.

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 as follows:

Click the Zoom In icon & of the Zoom slider shown in the bottom right of the workspace (or
press Ctrl + "+") to increase the level of magnification of your timeline.

When you zoom in, everything gets bigger, including the text, the boxes and the pictures
included on your timeline.

Click the Zoom Out icon & (or press Ctrl + "-") to decrease it.
When you zoom out everything gets smaller.

Choose View | Zoom | Fit All 1= or press F4 to see the entire timeline.

You can also view your timeline in full screen mode, to give it as much screen space as possible:

S
5

Choose View | Zoom | Full Screen or press F9.

To return to normal viewing mode, choose Close Full Screen in the floating Full Screen
toolbar, press Esc or press F9 again.

See "Zooming in and out" for more information on zooming.
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Expanding and compressing

You can also increase or decrease the level of detail on the time axis as follows:
#& To increase the scale on the time axis, click View | Expand in the Timeline Tools tab.
® To decrease the scale, click View | Compress.

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 also replace empty space on the time axis with one or more break marks by clicking View |
Show Time Breaks in the Timeline Tools tab.

This optimizes the use of the horizontal space when events are not evenly distributed along the
timeline.

Early career 5 |

Harrow school 1888-1892

1874 . 1383 1889 1890

# To remove these time breaks, just click the icon again.

Exporting the Timeline
When working in the Timeline view, the only export methods available are:
s Exportto HTML

This export method works in exactly the same way as when you export the document from one
of the standard Mind Mapping views. The only difference is that the Home page of your web
site contains an interactive view of the timeline, allowing you to display each of its pages with a
simple click wherever the mouse pointer changes to a hand. A Timeline button is inserted in all
the pages of the site to let you return quickly to this interactive view.
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For more information about this export method, see "Exporting to HTML".
& Export to Microsoft Outlook

For more information about this export method, see "Exporting to Microsoft Outlook task list".

= Export to Microsoft Project

For more information about this export method, see "Exporting to Microsoft Project".
¢ [Export to XML

For more information about this export method, see "Exporting to XML".

s Export to picture
For more information about this export method, see "Exporting as picture".

Printing the Timeline
You can print your timeline 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
timelines. Increasing the horizontal page spread number, for instance, will allow you to create a
legible printout of your entire timeline, spread over several pages.

For a full description of the printing options, see "Printing a mind map".

Outline view

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.

Accessing the Outline view
You can access the Outline view in different ways:
» To create a new outline from scratch, click the File tab and choose New | Outline.
To display an existing map in outline form in the Outline view, you can either:
# Choose Home | View | Outline or View | View | Outline in the main menu, or
# Right-click the workspace and choose View Map as Outline in the local menu, or
e Press Ctrl + Shift + 5.
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Going to the Outline view from another view 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
Outline view.

V¥ You can quickly switch map views by right-clicking the workspace and selecting the desired view
v kl h b ht-click h k d sel he d d
in the floating toolbar that appears above the right-click menu.

i
& (= =

Elements of the Outline view
The Outline view shown above is made up of several columns:

A bookmark icon ¥ in the first column indicates that the branch has been singled out using
the Bookmark feature so that you can locate it quickly again within your map. For more
information about this feature, see "Viewing a mind map".

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 branch
contains a pop-up comment. Just move the pointer over the icon to open the comment window.

A paperclip icon W in the next column indicates that the corresponding branch contains
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 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
last column before the branch name.

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.
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# [f 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.

e [f you are working on a timeline, the columns on the right of the view show the Start Time and
End Time associated with each timeline event. See "Inserting timeline data" for details about
these fields.

You can hide and show the columns of the Outline view as you wish:
# Click the Outline Tools tab.
# Choose View | Columns.
# Select or deselect the column headers as required.

Q You can also right-click the header at the top of the Outline view and select/deselect the column
headers as required.

Using the Outline

Changing the order of the columns

MindView lets you change the order of the columns by simply dragging and dropping them as
needed.

# Click the header of the column you want to move, and hold down the left mouse button.

The mouse pointer changes shape -:ﬁ'u to indicate that the column can be moved.
# While keeping the left mouse button down, drag the column left or right to the required location.

Priority Resources
Normal “}°Steve May

Normal Liam Cole

A vertical black bar indicates where the column will be inserted when you let go of the mouse
button.

Choosing a color scheme
MindView lets you apply different color schemes to your outline:

# To choose a different color scheme, click the Design tab and check the effect produced by the
different options of the Color Scheme gallery before clicking your preferred option.

Inserting a branch

You can add and delete main branches, pre-branches and sub-branches in the Outline view in just
the same way as in the Map views.

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.

# Select the branch you want to move to a different location by clicking it with the left mouse
button.

#* While keeping the left mouse button down, drag the branch to the required location.

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

In the example below, dropping the "Planning" branch at the position shown in red by the

Move icon = will make it a sub-branch of the "Discussion" branch.
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Dragging the "Planning" branch to the left until the Move icon reaches the left dot will keep it at

the same hierarchical level (i.e. as sub-branch of "1st Issue") and insert it between

"Discussion” and "Problem solving".
E 1stIssue
L Overview

Supporting information

i Discussion
i
Problem solving

| = Planning

Next steps
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e You can also choose the Indent icon F of the Outline Tools tab (or press the keys Alt + Shift
+ right arrow) to move the selected branch or branches to the next level down in the
hierarchy, so that they become sub-branches of the preceding branch in the Outline.

s Conversely, you can choose the Outdent icon = (or press the keys Alt + Shift + left arrow)
to move the selected branch or branches to the next level up in the hierarchy.

# Finally, you can choose the Move Up = and Move Down % icons (or press the keys Ctrl +
Up or Ctrl + Down) to move the selected branch up or down within the same level.

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, as described in "Moving a branch". 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 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 the Shift key and select the last branch in the range.

® To select several isolated branches, select the first branch, press and hold down the Ctrl key
and select the other branches one by one.

Adding objects and elements

You can add branch pictures, icons, text notes and pop-up comments on a branch in the same way
as in the Map views. For more information on these procedures, see the topics "Inserting pictures"”,
"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 Map views. For more information, see "Attaching objects" and "Creating hyperlinks".

There are however some limitations that apply when you work in the Outline view:

® You cannot add or view floating pictures.
® You cannot add or view floating comments.

® 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.

Viewing the Outline

® You can choose the text size to be used in the Outline view by clicking one of the Text Size
icons of the Outline Tools tab.

Al Al A

Small  Medium Large
Text S5ize Text Size Text Size

# You can show or hide the text notes associated with each branch in the outline itself by
choosing View | Show Text Notes in the Outline Tools tab. Longer text notes can be scrolled

up and down by clicking the small icons -2~ shown at the bottom of the note.

® You can expand or collapse a particular branch or set of branches by clicking the small plus
4 and minus = signs on the left of the branch name or by pressing the keys Ctrl + right
arrow to expand and Ctrl + left arrow to collapse.

® The Numbering Scheme icon " of the Outline Tools tab or Home tab lets you apply
sequential numbers to the branches of the outline and choose between various humbering
styles.

# Asin all the other views, the Detail Level icons |:| of the View tab 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 Show All Levels icon .

Q You can also press Ctrl + 1 to display just one level of branches, Ctrl + 2 to show two
levels etc. Ctrl + 5 shows all levels.
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A%
® As in the other views, you can use the Apply Branch Focus icon ZE ofthe View tab to restrict

the display to a particular branch. Click the Clear Branch Focus icon 2 {0 view the entire
outline again.

For more information about this procedure, see the topic "Focusing on a branch" of the
"Further tasks" section.

e Finally the Filter icon T of the View tab lets you hide all the branches of the outline that do

not meet the filter criteria you have defined. You can also use the Highlight icon # to
highlight branches that meet the filter criteria but still keep the rest of the branches visible.

For more information about this procedure, see the topic "Filtering a mind map" of the "Further
tasks" section.

Printing the Outline
You can print your outline in the same way as in the Map views.
For a full description of the printing options available, see "Printing a mind map".

Gantt 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.

9@ 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-2016, or 01/09/16.
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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).
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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, click the File tab, choose New | New from Template, and
browse through the Business category.

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, click the File tab and choose New | Gantt.
To display an existing document in the Gantt view, you can either:

® Choose Home | View | Gantt or View | View | Gantt in the main menu, or

# Right-click the workspace and choose View Map as Gantt in the local menu, or

& Press Ctrl + Shift + 6.

Q You can quickly switch map views by right-clicking the workspace and selecting the desired view
in the floating toolbar that appears above the right-click menu. The floating toolbar also contains
other options relevant to the selected view.

o = of g E [E
- = B E

@ 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.

e 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/Timeline Panel

This panel is displayed on the right of the workspace. It gives you an alternative way of
specifying task data such as duration, priority, completion level or resources.

164



User Guide

The Task/Timeline panel is described in detail in the topic "Inserting task data".

55’ If it is not visible, click the Task/Timeline tab on the right of the workspace or choose View
| Show/Hide | Panels | Task/Timeline Panel.

The Gantt Tools Tab
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This toolbar appears as soon as you switch to the Gantt view. Its icons allow you to perform
various actions on your project tasks, as described in the next few topics.

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 bookmark icon ¥ in the next column indicates that the branch has been singled out using
the Bookmark feature so that you can locate it quickly again within your map. For more
information about this feature, see "Viewing a mind map".

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 W' 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:

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 constraint icon H 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

@ s 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".
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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.

@ 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 Calendars Settings dialog (choose Gantt Tools | Project | Project Calendars).

For more information about durations, see "Entering a task duration" in the topic "Entering and
editing tasks".

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 Tools |
Project | Project Information).

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".

Work: If you have assigned resources to a task, this column shows the overall work value for
the task. 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".

You can hide and show the columns of the Gantt Outline as you wish:

B
}
e

Click the Gantt Tools tab.
Choose View | Columns.
Select or deselect the column headers as required.

A% You can also 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.
Choose the text size to be used by clicking one of the Text Size icons of the Gantt Tools tab.
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e Use the Numbering Scheme icon - of the Gantt Tools tab or Home tab to apply sequential
numbers to the tasks and choose between various numbering styles.

# Use the Detail Level icons |:| of the View tab to determine how many levels of tasks should
be visible.

# Use the Apply Branch Focus icon fdﬁ of the ;/iew tab to restrict the display to a particular
task and click the Clear Branch Focus icon Z£ to view the entire project plan again.

& Use the Filter icon Y of the View tab to hide all the tasks that do not meet the filter criteria

you have defined. You can also use the Highlight icon # to highlight branches that meet the
filter criteria but still keep the rest of the branches visible.

For details on how to perform these operations, see "Using the Outline view".

Viewing the Gantt Chart

You can manipulate the timescale shown at the top of the Gantt chart to view your tasks with more
or less detail as follows:

e Click the Zoom In icon 42 of the Gantt Tools tab (or press Ctrl + "+") to view your schedule
in more detail, going for instance from a Months/Weeks combination to a Days/Hours
combination.

e Click the Zoom Out icon £2 (or press Ctrl +"-") to show larger increments of time, going for
instance from a Months/Weeks combination to a Years/Quarters combination.

e Choose Fit All i= or press F4 to let MindView choose the level of detail that allows the entire
project plan to fit on the chart.

You can also view your chart in full screen mode, to give it as much screen space as possible:

# Choose View | Zoom | Full Screen or press F9.

# To return to normal viewing mode, choose Close Full Screen in the floating Full Screen
toolbar, press Esc or press F9 again.

You can also choose from a wider variety of combinations of calendar headings as follows:

» Double-click the headings (tiers) at the top of the calendar display to open the Gantt
Timescale dialog.

Gantt Timescale I&l

Top tier formatting

Units: | Weeks -

Label: |24Jan'll, "I

Bottom tier formatting

Units: |Days - |

Label:

M, T, W, ... -

# 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).
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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 click the Go to Selected Task icon E on the Gantt
Tools tab.

Q To view the Gantt chart from the current date onwards, click the Go to Today's Date icon < on
the Gantt Tools tab.

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.
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Customizing the overall display

# To choose a different color scheme for the entire chart, click the Design tab and check the
effect produced by the different options of the Color Scheme gallery before clicking your
preferred option.

The Design tab also lets you apply other global effects to the Gantt chart:

# To display the task name and/or the resources names after the task bars, check Show/Hide
Task Name and/or Show/Hide Resources.

# The Horizontal Grid and Vertical Grid option let you switch 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, click View | Show
Today's Date on the Gantt Tools tab.

Q You can change the color of this line in the Properties dialog. See "View properties:
General tab" for more information.

e Finally, you can also change the color used to identify the tasks lying on the critical path (View
| Show Critical Path in the Gantt Tools tab) as well as the height of task bars, summary bars
and milestone bars in that same Properties dialog.

Customizing the task bars

The Design tab also lets you modify the shape, fill color, outline color and fill pattern of both
summary task bars and standard task bars in one operation:

#» Click the Design tab at the right of the ribbon.

# Browse through the options shown in the Standard Tasks and Summary Tasks panels to
choose your preferred style.

If you need to distinguish some tasks from others, you can also customize them individually:
# Select the task(s) to customize.
# Click the Format tab and choose the relevant options.

If necessary, you can undo your changes and return the task bar to the original style defined in
the Design tab by choosing Reset Style.
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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 Properties dialog.

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.

#* (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 Task/Timeline
panel 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".

#» (optional) If you need to expand your project plan further, you can easily export it to Microsoft
Project to take advantage of the advanced project management capabilities of this application.

For more information, see "Exporting to Microsoft Project".

#* You can also create various HTML reports from your project plan, export it to Microsoft Outlook
as a series of tasks or export it in XML format. For more information, see "Creating project
reports" and "Exporting a project plan".

L L A . U

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.

#» To view these settings, choose Project | Project Information on the Gantt Tools tab.

Project Information X
Schedule from: |Preject Start Date -|
Start date: fMilj06/2015 @~
End date: 23052016
]9 ] | Cancel

This dialog contains general project information which is important in determining how the project
tasks are scheduled.
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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.

Defining calendars

E 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:
s 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, click the File tab, choose Options and open the Calendar panel.
Changes you make here only affect the initial settings for new files; they do not affect existing
files.

#* To edit the project calendar, choose Project | Project Calendars on the Gantt Tools tab.
Changes you make here only affect the current file.

The two dialogs are almost identical: all the options are described below, but only the project
calendar dialogs are illustrated.
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Defining the calendar settings

Project Calendars Settings | -
Calendar options for 'Subject’
Hours per day: 3,00 =
Hours per week: 40,00 =
Days per month: 20 =

Project Calendars... I

[ K ][ Cancel ]

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.

For more information about durations, start dates and end dates, see "Entering and editing

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.

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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Project Calendars T
For calendar:  Project calendar - [ oK |
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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 indicate 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:

< October 2015 >

# Click the arrows placed on each side of the header until the correct month and year appear.
e Click the year on the header and use the up and down arrows to reach the correct year.
# Click the month name on the header and choose the correct month in the drop-down list.

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 Ctrl key while
selecting all the other days.
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® To select all Fridays (for example), click F 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 Ctrl-clicking them.

Editing one or more days
# Select one or more days as described above.

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.
e To reset the working times to the default calendar values, select "Set selected days as default”.

Saving and restoring defaults

® To save the current project calendar as the new default calendar, open the Project Calendars
dialog and click Save as Default. Your existing default calendar will be overwritten.

e To return all project calendar settings to those of the default calendar, open the Project
Calendars dialog and click Restore Default.

You can return the default calendar to the original MindView settings as follows:

# Open the Default Calendar dialog (click the File tab, choose Options and open the Calendar
panel).

# Click Import Calendar.
# Browse to:
C:\Program Files\MatchWare\MindView 6.0\UserData\Gantt
# Select the file default.xml.
Your current default calendar is overwritten with the original MindView default calendar.
# Click Save from the Default Calendar dialog to save the restored 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 drop-down list 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

|—:CL| 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:
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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 Scheme icon | of the Gantt Tools tab or Home tab to apply sequential
numbers to the tasks and choose between various numbering styles.

Use the Detail Level icons D of the View tab to determine how many levels of tasks should
be visible.
Use the Apply Branch Focus icon f’ﬁ‘ of the View tab to restrict the display to a particular
. . Fia . . . .
task and click the Clear Branch Focus icon %&£ to view the entire project plan again.

Use the Filter icon T7 of the View tab to hide all the tasks that do not meet the filter criteria

you have defined. You can also use the Highlight icon 5 1o highlight tasks that meet the
filter criteria but still keep the rest of the tasks visible.

For details on how to perform these operations, see "Using the Outline view".

5? You can also create the tasks of your project plan in other ways:

By importing a task list from Microsoft Outlook and converting it to a project plan.
For more information on the import procedure, see "Importing from Microsoft Outlook".

By importing a project from Microsoft Project, either directly or via the Microsoft Project XML
format.

For more information, see "Importing from Microsoft Project" and "Importing from XML".

By copying a list of tasks from an external application such as Microsoft Excel, Microsoft Word
or Microsoft Project and pasting it into the Gantt Outline.

@ 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 +I+, and
drag the end of the bar to the right or left.

In 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 View | Task Information . on the Gantt Tools tab to open its
Task Information dialog. Enter a value in the Duration field as described above.

Q You can also open the Task Information dialog by pressing Shift + F2 or by double-
clicking the task bar on the Gantt chart.

Select the task and, in the Task/Timeline panel, 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
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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 Calendars Settings dialog (choose Project |
Project Calendars on the Gantt Tools tab), 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 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 entry of the task in the Gantt Outline and type or select a date.
® Select the task. On the Task/Timeline panel, select a date in the Start date field.

# Select the task and choose View | Task Information H on the Gantt Tools tab to open its
Task Information dialog. Select a date in the Start field.

Y You can also open the Task Information dialog by pressing Shift + F2 or by double-
v I h k Inf dialog b Shif 2 or by doubl
clicking the task bar on the Gantt chart.

You can enter an end date in the following ways:
e Click the End entry of the task in the Gantt Outline and type or select a date.
e Select the task. On the Task/Timeline panel, select a date in the End date field.

e Select the task and choose View | Task Information  on the Gantt Tools tab to open its
Task Information dialog. Select a date in the End field.

5‘@ 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:
# Open the Task Information dialog and remove the check mark from the Constraint date field.
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Constraint type: AcdibI=NEMNEN ~|  Constraintdate:  [#] 19-01-2015 E~

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 ]

]

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 Calendars Settings 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:

# Select the task you want to move to a different location by clicking it with the left mouse button.
#» While keeping the left mouse button pressed, drag the task to the required location.

The mouse pointer changes to a different shape to show you where the task will be inserted
when you let go of the mouse button.

In the example below, dropping the "3.c" task at the task position shown in red by the Move

icon = will make it a sub-task of the task "3.a".
[l 3. Analyze
[] 3.a Establish process capability
| It
3.b Perform Analysis I/E

| 3.cIdentify critical inputs |

3.d Develop plan for next phase

Dragging the "3.c" task to the left until the Move icon reaches the left dot will keep it at the
same hierarchical level (i.e. as sub-task of "3. Analyze" task) and insert it between the "3.a"
and "3.b" tasks.

[ 3. Analyze
3.a Establish process capabili
p p ty
3.b Perform Analysis

| 3.cldentify critical inputs |

J.d Develop plan for next phase
e You can also click the Indent icon = of the Gantt Tools tab (or press the keys Alt + Shift +

right arrow) to move the selected task or tasks to the next level down in the hierarchy, so that
they become sub-tasks of the preceding task in the Gantt Outline.
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s Conversely, you can click the Outdent icon = (or press the keys Alt + Shift + left arrow) to
move the selected task or tasks to the next level up in the hierarchy.

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:
e Define the task as a milestone.
s 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

=7
g‘. 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:
s 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).

55’ 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 Task/Timeline panel), 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.
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Assigning resources to tasks
You can assign resources to a task as follows:
# Select the task.

# Inthe Task/Timeline panel, type the resource names in the Resources field, separating them
with semi-colons.

If the global resources list for the project already contains resources, a drop-down appears so that
you can select names from it.

Resources:

|

IT management

Real estate management

Senior Management

@ 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:

» Click the Resources button [E to the right of the Resources field.

Task Information | -]
Resources
Rescurces Email address Units Cost
Senicr management gwillis@buildin... 100% £320.00
Real estate management 100% £0.00
IT management sroberts@buildi... 100% £240.00

I -

Remove

Project Resources. .. 0K ][ Cancel ]
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Click an empty row in the Resources dialog and enter the resource by typing it or by selecting
it from the drop-down list.

(optional) If you also intend to use MindView for task distribution and task tracking, enter an
email address for the resource. To know more about these features, refer to "Exporting to
Microsoft Outlook task list" and "Managing and tracking tasks". This only applies to resources
of type Work (i.e. human resources).

@ 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.

@ The 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.

@ 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 Tasks | Assigh Resources & on the Gantt Tools tab.

Select the task and choose View | Task Information i on the Gantt Tools tab. Click the
Resources tab in the Task Information dialog that opens.

Q You can also open the Task Information dialog by pressing Shift + F2 or by double-
clicking the task bar on the Gantt chart.

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.

Q Once associated to a task, you can view the details of a particular resource simply by double-
clicking its name in the Resources field of the Task/Timeline panel.

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.
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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 Project Resources link at the bottom of the Task/Timeline panel.

Open the Task Information dialog of a task, click its Resources tab and click the Project
Resources button in its bottom left corner.

If you are working on a project plan in the Gantt view, choose Project | Project Resources on
the Gantt Tools tab.

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.

-
| ]

Project Resources Iilﬂ] ]
Resources Email address  Rate Type - I Delete |
gwillis@buildi... $40.00/h Work | = ]
Real estate management 50.00/h Work
IT management sroberts@buil... | $320.00/h Work
Finance $0.00/h Work /| L meort.. |
Project manager 50,00/ Work [ Export... |
Legal kishigurc@leg... $0.00/h Work | Address Book. .. |
Office management Idaniels@buil...  50.00/h Work
Contractor §0.00/h Work £ I Aelive INECkNV-e: |
1 n k Shared Waorkspace,

oK ] | Cancel

To add a new resource to the list, click the first empty field and enter the resource name.

If you also intend to use MindView for task distribution and task tracking, enter an email
address for the resource. To know more about these features, refer to "Exporting to Microsoft

Outlook task list" and "Managing and Tracking Tasks". This only applies to resources of type
Work (i.e. human resources).

(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.

B ' Project Resources

Resources Email address | Rate Type -

Senior management gwillis@buildi... $320.00/d Work

@ 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.
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@ 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 Ctrl 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.

@ When exported, the global resources list is saved in the MindView XML format.

® To import one or more resources from your Microsoft Outlook Address Book, click Address
Book, select the contact names you want to add as resources in the Outlook dialog, click the
Add button and click OK.

# To import one or more resources from the Windows Active Directory database, click Active
Directory. In the dialog box that opens, click the Advanced button, then the Find Now button.
Select the user(s) you want to add as resources in the bottom part of the dialog, and click OK.
The Active Directory is a centralized database maintained by Windows to store information
relating to an organization's network (such as resources, services and users).

e [f you are working on an online document hosted on the MatchWare Shared Workspace,
clicking Shared Workspace will allow you to select resources from the list of registered users
of the workspace. For more information about the MatchWare Shared Workspace, see "Setting
up an online workspace".

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.

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 8 hrs
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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 Task1. 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 Resources Work
Subject 0.5 day 04.06.14 04.06.14 & hrs
Task1 0.5 day 04.06.14 04.06.14 Johmn;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: Ag Soon As Possible - Constraint date: 29,07, 14 @~
Deadline: [ 04.05. 14 E~
Task type Fixed Units - [¥] 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".

@ If you want MindView to apply effort-driven scheduling to all the tasks of the projects you create,
you can specify this in the MindView Options. For more information, see "Setting up your
preferences”. You can also choose to activate effort-driven scheduling only for the new tasks of the
open document. To do this, click the File tab, choose Info | Properties and set the New tasks are
effort-driven option to Yes.

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
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assigned the resources to the task always remains the same, regardless of any changes you might
make to the Duration or Work values.

e |[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 John;Bill 16 hrs

# [n 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

# [n 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 Name Duration Start End Resources 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

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.

e |[f for instance you increase the percentage of availability of the resource (units), the duration
will be recalculated and decreased accordingly.

e If 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 John;Bill 16 hrs
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# [n 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.

Task Name Duration  Start End Resources Work
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.

e [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 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

® [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 Waork
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

# [nthe 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 Start End Resources Waork
Subject 1 day 04.06.14 04.06.14 32 hrs
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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ITASI( TYPE If you increase Units If you increase Work If you increase Duration
IFixed Units Duration decreases Duration increases Work increases
IFixed Work Duration decreases Duration increases Units decrease
IFixed Duration Work increases Units increase Work increases

Changing the task type

* To change the scheduling type of a task, select the task and choose View | Task Information
“Tl on the Gantt Tools tab.

Q You can also open the Task Information dialog by pressing Shift + F2 or by double-
clicking the task bar on the Gantt chart.

Constraint type: As Soon AsPossible  +  Constraint date:
Deadline: ] 04.06. 14 E~
Task type xed Units - [| Effort-driven

Fixed Wark

|| set task as milestol Fiyed Duration |
[] Hide task bar in chare

@ 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 Options. 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, click the File tab, choose Info | Properties and set the Default task type
option to your chosen task type.

Using links
(a2 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

i

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 Ctrl-clicking them (for non-contiguous tasks), then click the Link icon ==
on the Gantt Tools tab.

Q You can also just press Ctrl + F2.

# 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.

1BRE

® 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 Task Information 2 on the Gantt Tools tab to
open its Task Information dialog. Click the Predecessors tab and select the predecessor
task(s).

Q You can also open the Task Information dialog by pressing Shift + F2 or by double-
clicking the task bar on the Gantt chart.

@ 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.

Wyiting R
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:
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T

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:

® Select the tasks by Shift- or Ctrl-clicking them, then click the Unlink icon 52 on the Gantt
Tools tab.

Q You can also just press Ctrl + Shift + F2.

# On the Gantt chart, right-click the link you want to remove and choose Edit Link in its local
menu. This opens the Task Information dialog. 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.

® Select the task whose predecessors you want to remove and choose Task Information = on
the Gantt Tools tab to open its Task Information dialog. Click the Predecessors tab, select
each predecessor task you want to remove and click Delete.

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 choose Task Information = to open its Task Information
dialog.

# 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):
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18 Mﬂ.‘;‘ 15

Painting work 10 days —
2 Prepare surface | 4 days W;
3 Undercoat 3 days 2 ml
4 Top coat Jdays 3 ]

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:

18 May "15

Painting work 9 days B —
2 Prepare surface | 4 days W@j
3 | Undercoat 3 days 2F5-25% S
4 Top coat 3 days 3 R

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:

18 Mﬂ.‘;‘ 15

Painting work 10 days [ e e T T T T T
2 Prepare surface | 4 days W@j
3 Undercoat 3 days 2F5-25 % m—;
4 Top coat Jdays 3F 5+1 day ]

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 e o e e P e
2 Prepare surface | 8 days e
3 | Undercoat 3 days 2F5-25% R )
4 Top coat 3 days 3F 5+1 day e

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.

@. 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 %2, 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.
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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:

.

}
5

Select the successor task and choose Task Information "2 to open its 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.
In the Type column, select the new relationship type.

Tvpe

Finish to Start (FS) |
Finish ko Finish (FF)
Finish ko Start {FS)

Skart ko Finish (5F)
Skark bo Start (550

Example

The following project plan for the preparation of a publication illustrates all these kinds of
relationships.

[ raskame B - < OEOEE © < DEOEE © < DmE « o
1 | Publication

F Planning :’—'L

3 Writing

4 Editing I:'I]:I

5 Creating artwork |:|

[ Final changes | 11

7

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.

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

189



User Guide

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.

® 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.

e Start No Earlier Than (SNET) H 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.

s Start No Later Than (SNLT) : 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.

ﬁ'r When you are scheduling your project from its end date, changing a task's start date
automatically applies this constraint.
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e 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) |: 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.

2 % Printing | 4days | 03.08.15 | 06.08.15

A constraint is set on this task:
Must Finish On 06,0815

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 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.
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A constraint is set on this task:
Must Finish On 11,0215

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.

- -
B T TSepts  [14]
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5 Corrections 22,
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Printing £ ] I

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.

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.

[ Final changes | 9 days 21.09.15 01.10.15 i J-|
6 =P Print 3 days 240015 | 28.00.15 N e,

A constraint is set on this task:
Must Finish On 28,0915

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 ~P icon, which shows that a link has been overridden by a
constraint.
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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 )

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 Task Information "= to open its Task 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 On - | 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 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.

& 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.

193



User Guide

# To toggle the critical path on or off, click Show Critical Path on the Gantt Tools tab. Tasks

on the critical path are highlighted in red.

Q You can change the color used to highlight the critical tasks from the Properties dialog. See
"View properties: General tab" for more information.

.
N

R

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

e Select the task and choose Task Information & on the Gantt Tools tab to open its Task
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.

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

If the task end date moves past the deadline, a missed deadline icon appears in the Indicators
column of the Gantt Outline.

*
4 Production B days e

To add a deadline to a task:

» Select the task and choose Task Information 2 to open its Task 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:

e Select the task and choose Task Information = to open its Task Information dialog. Enter a
priority number in the Priority field.

# Select the task. On the Task/Timeline 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).
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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 ——
You can enter or modify a % completion value for a task in the following ways:
# Select the task and use one of the Completion Level icons R of the Gantt

Tools tab.
# 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 +|§s and drag rightwards or leftwards until
the appropriate completion position is reached.

e Select the task and choose Task Information = to open its Task Information dialog. Select a
value in the Completion (%) field.
# Select the task. On the Task/Timeline 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 Task Information "= to open its Task 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.

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:
e Select the task and click the Inactivate Task icon @ of the Gantt Tools tab.

e Select the task and choose Task Information =2 to open its Task Information dialog. Check
the option Inactive.

# Right-click the task name in the Gantt Outline and choose Inactivate Task in its local menu.
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.

@ 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.
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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:

had
€ Production B days e

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.

reate o

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.
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Q If the task bar of the last task is notﬁlble in the Gantt chart, select the task in the Gantt
Outline and click Go to Selected Task on the Gantt Tools tab.
# Choose Project | Project Information on the Gantt Tools tab 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
Project | Project Information on the Gantt Tools tab).

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.

12Jan15 [19Jan5  [26Jan"
T"“'"a'““ IJH T | F (SukS 1‘]” T|F S 5
Project plan —
2 Taski e,
3 Task2 B
4 Task3 T ——,
5 Task4 B2

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.

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 [F21=, 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 ~P
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.
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5 Final changes | 9 days 21.09.15 01.10.15 |-|
6 =P Print 3 days 240015 | 28.00.15 N e,

A constraint is set on this task:
Must Finish On 28.09.15

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 unchecking 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 I:h

Print 3 days 23.09.15 25.09.15 A I+

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.
I T —
1 Brochures

Writing R

Design |:l—¢

Review |:‘|1

Corrections :'1

Paper to printers I:J—'L

|=%,  Printing T

£l

=~ @ W N

A constraint is set on this task:

Must Finish On 09.09.15 slack time

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 Show Critical Path = to highlight in red the tasks that are on the critical path.
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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:
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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.

Filtering the tasks

One useful way of reviewing a project is to filter its tasks by appropriate criteria. For more
information about how to define a filter, see "Filtering a mind map".

Using the Filter function, you can for instance display only the tasks that have a specific start or end
date, duration, deadline, constraint, priority or completion level. You can also filter the project so that
it only shows tasks involving particular resources. You can also use the Highlight feature to highlight
tasks that meet the filter criteria but still keep the rest of the tasks visible.

The Total slack parameter lets you list only the tasks that are on the critical path (by specifying a
value of zero), or tasks that have some slack in them, in other words that could be extended or
delayed without affecting the end date of the project. To give an example, the condition "Total slack
greater than 4" would only show you the tasks which could be delayed by 5 days or more without
affecting the end date of the project. This could be very useful in helping you optimize the resource
allocation, for instance by moving resources from tasks that have the most slack to more critical
tasks.

N .
Filter |2 [

= & X 1

Add Level Delete Level  Delete All Import Bxport

Filter name:  Gantt filter

And/Cr |Property Cendition Value

Total slack Greater than 4 days
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Creating project reports

| When working in the Gantt view, you can create a set of HTML reports from your project plan,

such as Executive Reports, Task Status, Resources Workload and so on.

}
e
}

.

Click the Gantt Tools tab.

Choose Project Reports.

Choose a folder and file name for the reports.
The reports file opens in your Internet browser.

Q You can also create project reports by choosing File | Export and selecting Project
Reports.

Navigate through the options shown on the left-hand bar to display the corresponding report in
the right-hand panel.

Engineering project plan

= Execitive Reports 9] Summary Tasks Sub-Tasks Completion Status and Humber of Workings Days Needed W compiatnd [ Hwmaining
=] Ovandew Enginearing praject plan 104
z 2 2 1Concegial 0 | I— —
Surnman Tazks
" a0 2Denition 1
Crilical Tasks v Detnitan o e
65 I Design 53 S Jom
Milesiones:
125 4 Censtrucion a FIT3 o
Calandar
Tetal Tasks 104
- Tasks

Task Lt

Task Stzus

Tasks in Progress ID Task Hame Duration  Start End Resources % Complation
Campleted Tasks 1 Conceplual 20 daps 12022018 | D408/2012 0%
Overdua Tasks 4 1.1.1Businzss plan identiting project opporuniy 5 days 13022018 | 18102/2018  Frojedt Sponsor Ti%

+ Resources 5 112 Defire project objective and mlormalicn needs 5 days 200018 | 202018 Project Sponser 258

= Setings ] 1.1.3 Identify indusiry slandards for project abjecives & days 2THAA018 | 05032018 Projed Sponsor, Projec Engineer 50%

Many of these reports are interactive and let you navigate from one to the other. In many reports for
instance, clicking a summary task in the upper part of the window displays all its sub-tasks in the
bottom part. Similarly, clicking a Task ID in the bottom part opens the Task List, highlighting that

task.

You can use the Back button of your browser to get back to the last report you were viewing at any
point.

Most reports are self-explanatory. The following notes may however be useful:

The Overdue Tasks report relies on Completion (%) data being up to date. For information on
setting completion values, see "Enhancing a project plan”.

A task is regarded as on schedule if it is marked as 100% completed, or if it is still in progress
but marked as completed up to today's date (i.e. the date of the report). Otherwise it is
overdue by the number of days between the end of its completion bar and today's date. A task
in progress is also regarded as overdue if it has a deadline prior to today's date.

The Days with Multiple Tasks report lists all the resources that have been allocated more
than one task during the same period. For each day of the period, it shows the details of the
multiple tasks that have been allocated to the resource.

The Resources Workload and Resources Accountability reports show, for each resource,
the hours required to complete the tasks they have been allocated, the hours available
according to the project and resource calendars, and the difference between these two figures.
The Workload Index charted at the top of the report gives a measure of the resource overload
when the number of hours available is less than the number of hours required. The
Accountability report also shows the number of overdue tasks.

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:
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Creating reports: Choosing this option in the Gantt Tools tab lets you create a number of different
HTML reports, such as Top Level Tasks, Critical Tasks, Tasks in Progress and so on. See "Creating
project reports" for more information.

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 Microsoft Outlook Task List: This allows you to export your project plan as a series of
tasks in the Outlook folder of your choice. For more information, see "Exporting to Microsoft Outlook
task list".

Export to Microsoft Project: This allows you to take advantage of Microsoft Project's advanced
project management capabilities to develop your project plan further. See "Exporting to Microsoft
Project" 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

[
E! 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

Using the spellchecker
ABC

\/ MindView allows you to find and correct spelling errors in your entire document as well as in
the currently selected element. The MindView spellchecker is able to detect misspelled words and
automatically correct common misspellings in the following elements:

# Branch names

® Floating comments
# Pop-up comments
® Text notes

# Object names

In addition to looking up words in its own dictionaries, the spellchecker also references custom
dictionaries to determine whether a particular word is correctly spelt or not. You can customize
these dictionaries by adding, replacing or deleting words.

The spellchecker also uses an AutoCorrect list to correct common mistakes automatically. Again,
you can customize this list by adding, replacing or deleting word pairs.

Finally the spellchecker allows you to spellcheck your documents in several languages, including
American and British English, French, German, Italian, Spanish, Dutch and Danish.

Spellchecking as you type
By default, MindView checks for spelling errors as you type, underlining in red any mistakes found.
You have the option of correcting the mistake straight away by right-clicking the misspelled word.
This opens the local menu, in which you can choose any of the following commands:
e Corrections
This lets you choose one of the suggestions listed, which then replaces the misspelled word.
e [gnore All

Choose this command to ignore the currently highlighted occurrence of the word and all other
such occurrences in the document and any other document opened during this MindView
session.

® Add to Dictionary

Choose this command to add the underlined word to your default custom dictionary, thereby
making it a valid word which the spellchecker will no longer report as a mistake. See the topic
"Spellchecking options" for more information on custom dictionaries.

* AutoCorrect

This lets you choose one of the suggestions listed. In addition, the misspelled word and its
corrected equivalent will be added to the AutoCorrect list. This means that whenever you type
this misspelled word in the future, it will be automatically replaced by its corrected equivalent.
See the topic "Spellchecking options" for more information on the AutoCorrect list.

®» Spelling
This opens the Spelling dialog, which allows you to spellcheck the entire selected element.

Spellchecking the document
# Choose Review | Proofing | Spellcheck Document or press F7.
ABC

\/ MindView goes through your document, examining branch names, floating comments, pop-up
comments, text notes and object names for spelling mistakes. As soon as it detects a spelling
mistake in one of these elements, MindView selects the element containing the mistake and opens
the Spelling dialog.

202



User Guide

Spelling

Mot in Dictionary:
s incorrect e Ignore Once

Ignore All

Add to Dictionary

1 i |

Suggestions:
Change
Change All
AutoCorrect
Dictionary language: American English *]
Options. .. ] | Cancel |

The top field shows the phrase containing the misspelling, with the first misspelled word highlighted.
The bottom field shows a list of suggestions from which you can choose an alternative spelling for
the highlighted word.

You can choose one of the following options:
# [gnore Once
This will ignore the currently highlighted occurrence of the word.
# Ignore All

This will ignore the currently highlighted occurrence of the word as well as any other such
occurrences during the entire MindView session.

# Add to Dictionary
This will add the misspelled word to your default custom dictionary.
# Change

If you have edited the misspelled word in the top field, this replaces it with the edited word.
Otherwise the misspelled word is replaced by the alternative spelling chosen in the
Suggestions field. Only this occurrence of the misspelled word is corrected. If you also want all
following occurrences of the word replaced, click Change All.

& Change All

If you have edited the misspelled word in the top field, this replaces it with the edited word.
Otherwise the misspelled word is replaced by the alternative spelling chosen in the
Suggestions field. This replaces all the occurrences of the misspelled word in the entire
document.

# AutoCorrect

This replaces the misspelled word by the alternative spelling chosen in the Suggestions field.
In addition, the misspelled word and its corrected equivalent are added to the AutoCorrect list.

# Dictionary language
This lets you choose a different language for the spellchecker to use to check your document.
& Options

This opens the Spellchecking Options dialog, which lets you set various options to control the
way the spellchecking is done. See the topic "Spellchecking options" for a full description of
this dialog.
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Spellchecking the currently selected element
# Choose Review | Proofing | Spellcheck Selection or press Ctrl + F7.

ABC

V’ MindView goes through the currently selected element, looking for spelling mistakes. As soon
as it detects a spelling mistake, MindView selects the phrase containing the spelling error, highlights
the error and opens the Spelling dialog described above.

Choosing a different dictionary

# Choose Review | Proofing | Set Language and select the language dictionary you would like
to use to spelicheck your document.

[ Language Iﬁﬂ

Current language:

I.-'l'-.merin::an E nglizh - I

f Q. |I Cancel I

L >

Spellchecking options

ABC

vE This dialog contains various options which you can set to determine the type of errors
reported by the spellchecker.

You can access it in several ways:
# By choosing Review | Proofing | Spelling Options.
# By clicking Options in the Spelling dialog.
® By clicking the File tab, then Options and Proofing.
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Spellchecking Options |M

Check spelling as you type

[ 1gnore words in UPPERCASE
Ignore words with numbers

Ignore Internet and file addresses
Phonetic suggestions (English only)
Typographical suggestions

Case sensitive

AutoCorrect
Correct TWo INitial CApitals
Capitalize first letter of sentences

l AutoCorrect List... I

l Custom Dictionaries... I

Default language:
I.ﬁmerican English - I

| Ok, |I Cancel J

Check spelling as you type: If you disable this option, the misspelled words will not be
automatically underlined in red as you type them. You will need to use the Spellcheck commands to
spellcheck your mind map at a later stage.

Ignore words in uppercase: When enabled, this option causes any word written entirely in upper
case to be ignored by the spellchecker and skipped. It is useful to keep this option enabled if your
document contains many acronyms.

Ignore words with numbers: When enabled, this option causes any word containing numbers to be
ignored by the spelichecker and skipped. It is useful to keep this option enabled if your document
contains many words or symbols including numbers, such as Q4.

Ignore Internet and file addresses: When enabled, this option causes any words that appear to
make up an Internet domain name, a URL or an email address to be ignored and skipped.

Phonetic suggestions (English only): When enabled, this option causes suggestions to be made
on the basis of their phonetic similarity to the misspelled word. This option tends to improve
suggestions for badly misspelled words.

Typographical suggestions: This is the default option. It causes suggestions to be made on the
basis of the similarity of their spelling to that of the misspelled word. Note that the spellchecker does
not offer suggestions if you disable both this option and the 'Phonetic suggestions' option.

Case sensitive: When enabled, this option causes the spellchecker to distinguish between
capitalized and non-capitalized letters. The word "europe" for instance would be considered as a
mistake. If you disable this option, "europe” and "Europe" would be considered identical and both
regarded as correct.

Enforce accented uppercase in French: When enabled, this option causes the spellchecker to flag
as incorrectly spelt any word starting with an upper case letter which should have been accented.

AutoCorrect: If you disable this option, even if a misspelled word is included together with its
correct equivalent in the AutoCorrect list, the misspelled word will not be automatically replaced by
its equivalent.

Correct two initial capitals: If you type the first two letters of a word in upper case, this option
causes the 2nd letter to be automatically converted from upper case to lower case. The word
"EUrope" for instance would be automatically replaced by "Europe”.
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Capitalize first letter of sentences: Automatically converts the 1st letter of a sentence to upper
case.

You can also click AutoCorrect List or Custom Dictionaries to open the corresponding dialogs.
Both dialogs are described below.

Default language: This lets you choose the default language which you want the spellchecker to
use to check your documents.

Using the AutoCorrect list

This list contains all the misspelled words which you have corrected by using the AutoCorrect
feature described above. Each line is made up of the originally misspelled word in the 'Replace’
column on the left, together with the suggestion you chose to replace it with in the 'With' column on

the right.
r . ]
AutcCorrect: (American English) [—E_hJ
Replace: With:
abbout about -
abscence absence
accesories BCCessories
acddant accident "
accomodate accommodate
ACCross Aross
acheive achieve
acheived achieved
acheiving achieving
acommodate accommodate -
E ok | Cancel
L. -

If you work with different languages, the spellchecker maintains one such AutoCorrect list per
language.

You can customize the AutoCorrect list in various ways:

® You can add new AutoCorrect pairs by typing a commonly misspelled word in the 'Replace’
field followed by its correct equivalent in the 'With' field and clicking Add.

® You can replace the correct equivalent of a misspelled word by selecting this misspelled word
in the 'Replace’ list, typing the new equivalent in the 'With' field and clicking Replace.

® You can delete an AutoCorrect pair by selecting the corresponding row in the list and clicking
Delete.

Using the custom dictionaries

This dialog contains a list of all your custom dictionaries as well as several buttons allowing you to
customize them.
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Custom Dictionaries

Dictionary list:

mindview &.0.dic (default

Full path:

c:Yusers)

‘appdata'roaming\matchwz

Madify. ..

Default

Remove

IEREY g

,_,

Cancel

L

User Guide

Custom dictionaries contain all the words reported as misspelled by the spellchecker that you
decided to accept as valid by clicking Add to Dictionary during spellchecking. This means that a
word included in any of the custom dictionaries is no longer reported as a misspelling by the
spellchecker.

The Custom Dictionaries dialog allows you to:

Modify one of the custom dictionaries by clicking it, then selecting Modify. You can then add
new words to the dictionary or remove existing words.

Set one of the custom dictionaries as default by selecting it and clicking Default. Any new word
you now accept as valid by clicking Add to Dictionary while spellchecking will be automatically
added to this dictionary.

Create a new custom dictionary by clicking New.
Add an existing custom dictionary by clicking Add.

Remove an existing custom dictionary by selecting it and clicking Remove.
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Exporting

Introduction

MindView lets you export your document to other applications, including Microsoft® Word,
Microsoft® PowerPoint, Microsoft® Excel, Microsoft® Outlook and Microsoft® Project. You can also
export it to HTML or XML, or as a PDF or RTF document.

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 FrontPage® (for HTML export), Microsoft® Word, Microsoft®
PowerPoint, Microsoft® Project and so on.

Once you have exported your document and worked on it in one of these applications (for instance
Word, PowerPoint, Excel, Outlook or Project), you can re-import it back into MindView if necessary,
while preserving much of the work done in the external application. The branch structure, layout and
contents of the original mind map is also preserved as far as possible. For more information about
importing a document into MindView, see the "Importing" section of this documentation.

The export options offered by MindView are all described in detail in the next topics.

Additional folders

@ When you export your document to one of the export formats available, MindView
automatically includes and references all the files you have used in the document.

If however you have created a particular folder structure for the external files used by your
document, you can ensure that MindView preserves this structure when exporting to HTML or
packing your document by specifying the list of folders that need to be included in the export folder
or the packed map as follows:

# Click the File tab.
# Choose Info | Additional Folders to open the following dialog:

B | Additional Folders @Iﬂ—hj

C:\Program Files\MatchWare MindView 6.0\QuickStart Add

jea)
m
=]
m

Folders currently used by the document:
Ci\Jsersh \Desktop\Dropbox My Dropbox Add

oK ] l Cancel

L -

# Click the Add button and select the first folder you wish to include.
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#* Repeat for all the folders you would like to include.

Note that you can enlarge the dialog by dragging one of its corners if the folder paths are not fully
visible.

In the exported version of your document, all references to external files are automatically modified
to point to the correct output folder.

Exporting to Microsoft Word

This export method lets you export your mind map as a Microsoft® Word document. If for
instance you have created a mind map to brainstorm the structure of a report, 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 report by working directly in Word.

If after working for some time on your Word document, you realize you need to review the structure
of your map in MindView before doing any further work in Word, you can re-import it back into
MindView without losing any new text or formatting you might have added in Word. See "Importing
from Microsoft Word" for more information.

@ You do not need to have Microsoft Word installed on your computer in order to use this export
mode. However, on versions of Windows prior to Windows 7, you need Word 2007 and above to
open the exported document. You can also open the document in an earlier version of Word if you
have installed the Microsoft Office Compatibility pack, available free from the Microsoft web site.
From Windows 7 you can open .docx files directly in the default editor in Windows without having
Word installed, although some of the more advanced content of the docx file cannot be shown.

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 Advanced 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.

Q If you add new headings to the document when working directly in Microsoft Word, you can
easily update this Table of Contents by right-clicking it and choosing Update Field in the Word local
menu. If you don't need the Table of Contents, you can delete it by selecting it and pressing Delete.

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 in export' property in the Properties dialog.

Include in Export I~

@'r Only the branches displayed on the workspace when you start the export procedure are
exported. This means that if you are focusing on a particular branch or set of branches (see
"Focusing on a branch") or if you are filtering the map to display only branches that meet specific
criteria (see "Filtering a mind map"), only the branches visible on the workspace will be exported. To
export the entire map, you need to go back to the full display by clearing the branch focus or filter
applied.

Export modes
There are two export modes available:
& Quick Export

The Quick Export mode allows you to export your map quickly using the MindView defaults or
the last Advanced Export settings you chose if you have already used that mode.
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# Advanced Export

The Advanced Export mode 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 in Advanced Export are saved with the MindView document
and re-used next time you export your map using Quick Export or Advanced Export. 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.

@ 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, check 'Show bookmarks' in the Advanced panel of the Word Options
dialog.

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 Advanced Export.

Text note Text inserted under the branch heading

Some formatting attributes may not always be transferred to
Word as expected. In those cases, make sure your text notes
are unformatted before exporting

Branch picture Picture inserted under the branch heading
Floating picture e |f connected to a branch, inserted under the branch heading
# |[f 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 Advanced Export, you can choose instead to insert the file as
a hyperlink.
Video file Hyperlink
Sound file Hyperlink
Hyperlink Hyperlink
Flash file Hyperlink

Using Quick Export
# Click the File tab.
# Choose Export | Microsoft Word | Quick Word Export.

#* If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click OK.
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# Specify a folder and a file name for the new Word document in the Save As dialog.

MindView starts exporting your mind map to Microsoft Word and displays a message informing
you that export is complete.

Click OK in that dialog to open the document in Word.

Word then displays the following message, indicating that it needs to update the Table of
Contents.

e |

A This docurent conkains Fields that may refer ta ather files, Da yaou want bo update the Fields in this document?

# Click OK to update the Table of Contents.
You are now ready to work in your Word document.

Using Advanced Export

>
b3
>

Click the File tab.
Choose Export | Microsoft Word | Advanced Word Export.

If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click OK.

Choose your preferred template in the Templates tab of the Advanced Microsoft Word Export
dialog or browse for one of the templates supplied with Microsoft Word or one of your own
templates.

-
Advanced Microsoft Word Export

Templates\ General i Attached Objects \

TITLE
1. Heading 1
1.1. Heading 2
1.2. Heading 3

Fawled

Mixture

Lse style defined in Word template: | H

[ Export || cancel |

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
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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".

@ 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 or .docx). You must also make sure the template does
not contain any text.

# Inthe General tab, choose the required general export settings and specify which elements of
your map you want to export.

Advanced Microsoft Word Export Iilﬂ—hj

Templates ™ General \ Attached Objects \

Format settings

[¥] indude map image [ indude Title Page Document Information

[#] Indude Table of Contents In Table of Contents, display up to: [Bran::h level 3 v]
[ 1ndude Eibliography Bibliography style: [Template bt ,]
Indude

El Text notes |:| Dates

[¥] Branch pictures [] Prigrity

[¥] Floating pictures [7] completion

@ Floating comments |:| Resources

@ Comments El Icons

[¥] Branch connections

Export ]I Cancel

@ The export of bibliography sources and citations is only supported from Microsoft® Office
2007. For more information about this topic, see "Using sources" and Using citations".

@ 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 Properties dialog. 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.

Include in Export &

# Choose the required export settings for any attached object in the Attached Objects tab.
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Advanced Microsoft Word Export X

Templates N General » Attached I]hie-::ts\

Indude

[¥] Text documents as hyperlinks
[¥] Hyperlinks

[¥]Flash files as hyperlinks

[¥] sounds as hyperlinks

[¥] videas as hyperlinks

Lﬂ Pictures
() As hyperlinks

(@ Insertin document

|| Display names of inserted objects
[¥] Embed attached files (only Microsoft Office files can be embedded)

Export |[ Cancel

# Click Export.
# Specify a folder and a file name for the new Word document in the Save As dialog.

@ If you had left the option Embed attached files above checked and your map contains
attached files that cannot be embedded in the Word document, you will be prompted to choose
a folder where to copy these attached files to avoid overwriting files with the same name in the
destination folder.

As for Quick Export, MindView starts exporting your mind map to Microsoft Word as a new
document and displays the same messages once the export is complete.

Exporting to Microsoft PowerPoint

This export method lets you export your mind map as a Microsoft® PowerPoint presentation.
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 PowerPoint in order to refine it further before delivering it
to your audience.

If after working for some time on your PowerPoint presentation, you realize you need to review the
structure of your map in MindView before doing any further work in PowerPoint, you can re-import it
back into MindView without losing the layout work done in PowerPoint. See "Importing from
Microsoft PowerPoint" for more information.

@ You must have Microsoft PowerPoint installed on your computer in order to use this export
mode. MindView supports all Microsoft PowerPoint versions from 2000 onwards.

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.
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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 in export' property in the Properties dialog.

Include in Export [

@ Only the branches displayed on the workspace when you start the export procedure are
exported. This means that if you are focusing on a particular branch or set of branches (see
"Focusing on a branch") or if you are filtering the map to display only branches that meet specific
criteria (see "Filtering a mind map"), only the branches visible on the workspace will be exported. To
export the entire map, you need to go back to the full display by clearing the branch focus or filter
applied.

Export modes
There are two export modes available:
e Quick Export

The Quick Export mode allows you to export your map quickly using the MindView defaults or
the last Advanced Export settings you chose if you have already used that mode.

® Advanced Export

The Advanced Export mode lets you choose a PowerPoint template for your presentation. It
also allows you to specify the elements of your map to be exported and how they should be
treated.

The export settings you choose in Advanced Export are saved with the MindView document
and re-used next time you export your map using Quick Export or Advanced Export. This
means that you do not have to redefine them every time you make a small amendment 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 or
bulleted lists, these elements will be exported as regular text.
Similarly, if the text note contains a hyperlink, the formatting of
the hyperlink will be preserved, but not the link itself.

Branch picture Picture on the right of the slide

In Advanced Export, you can choose instead to insert the
branch picture as a hyperlink.

Floating picture # |f connected to a branch, inserted as a picture on the right
or at the bottom of the slide

# |[f not connected to a branch, not exported

Floating comment » If connected to a branch, inserted on the slide as a
PowerPoint comment

# |f not connected to a branch, not exported

Pop-up comment PowerPoint note in the bottom Notes pane

Branch connection Hyperlink in a text object
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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 Advanced Export, you can choose instead to insert the file as
a hyperlink in a text object

Video file Hyperlink in a text object

In Advanced 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

Using Quick Export
# Click the File tab.
# Choose Export | Microsoft PowerPoint | Quick PowerPoint Export.

# If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click OK.

MindView starts exporting your mind map to Microsoft PowerPoint as a new presentation, and
displays a message once the export is complete. You can then start working directly in PowerPoint
on your new presentation and save it with the name of your choice.

Using Advanced Export
# Click the File tab.
# Choose Export | Microsoft PowerPoint | Advanced PowerPoint Export.

* If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click OK.

# Choose your preferred template in the Templates tab of the Advanced Microsoft PowerPoint
Export dialog or browse for one of the templates supplied with Microsoft PowerPoint.
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Advanced Microsoft PowerPoint Export

Templates\ General i Aftached Objects \

Use style defined in PowerPoint template: | | @

[ EBxport ]| cancel

#* Inthe General tab, choose the required general export settings and specify which elements of
your map you want to export.
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Advanced Microsoft PowerPoint Export Iiléj
Templates ™ General \ Attached Objects \
Format settings

[7]tndude map image

Incude

Text notes Branch pictures
Floating pictures () As hyperlinks
Floating comments (@) Insert in document
Comments

Branch connections as hyperlinks

Empty sub-branches

Export ]’ Cancel

h

5@ 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 Properties dialog. 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.

Include in Export [+

#» Choose the required export settings for any attached object in the Attached Objects tab.
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Advanced Microsoft PowerPoint Export |i|—f_hj

Templates ™~ General ™ Attached Uhiecls\

Incude

| Text documents as hyperlinks
| Hyperlinks
| Flash files as hyperlinks

| Sound files as hyperlinks

| Pictures | Videos
As hyperlinks @) As hyperlinks
@) Insert in document Insert in document

Export ]| Cancel

b

#» Click Export.

As for Quick Export, MindView starts exporting your mind map to PowerPoint as a new presentation,
and displays a message once the export is complete.

Exporting to Microsoft Excel

This export method lets you export your mind map as a Microsoft® Excel spreadsheet
document.

If for instance you have created a mind map to track worldwide sales, this export mode provides you
with a ready-made version of your map as an Excel spreadsheet, which you can then turn into a fully
blown report by working directly in Excel.

After working in Excel you can of course re-import the spreadsheet back into MindView: the re-
imported mind map will reflect the changes you made in Excel. See "Importing from Microsoft Excel"
for more information.

5@ You must have Microsoft Excel 2003 or above installed on your computer in order to use this
export mode. If you are using Excel 2010, you need to have the Microsoft .NET Client Framework
4.0 installed. Otherwise the export creates an Excel spreadsheet XML file.

Branch text, text notes, pop-up comments and calculation values are exported (see "Inserting
calculation values" for information about calculation values; Number calculation values are exported
as numbers, and Text calculation values are exported as text). If you use the Advanced Export
option, you can also export any or all of the standard task data fields such as Start, End, Duration,
Completion, Priority, Resources and so on (see "Inserting task data" for more information on this
topic).

The following are not exported: pictures, floating comments, attached objects, and dates before
1900 (which are not supported by Excel).
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ﬁ If you are focusing on a particular branch or set of branches (see "Focusing on a branch") or if
you are filtering the map to display only branches that meet specific criteria (see "Filtering a mind
map"), only the branches visible on the workspace will be visible in the Excel spreadsheet created.
The same applies if you deselect the 'Include in Export' property in the Properties dialog for one or
more branches. The branches that are not visible on the workspace are exported (because they may
contain data needed by calculations on the visible branches), but the rows containing them are
hidden. You can display these rows using the standard Excel procedures, for example in Excel 2007
select the rows above and below the hidden one(s) then, in the Home tab, choose Format and Hide
& Unhide | Unhide Rows.

Export modes
There are two export modes available:
e Quick Export

The Quick Export mode allows you to export your map quickly using the MindView defaults or
the last Advanced Export settings you chose if you have already used that mode.

® Advanced Export

The Advanced Export mode allows you to choose a template for your Excel spreadsheet
document. You can also specify the elements of your map to be exported and a layout for the
output.

The export settings you choose in Advanced Export are saved with the MindView document
and re-used next time you export your map using Quick Export or Advanced Export. 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 Excel.

Using Quick Export
# Click the File tab.
# Choose Export | Microsoft Excel | Quick Excel Export.

#* If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click OK.

#» Specify a folder and a file name for the new Excel document in the Save As dialog.

MindView starts exporting your mind map to Microsoft Excel and displays a message informing you
that export is complete.

# Click OK in that dialog to open the document in Excel.

Using Advanced Export
# Click the File tab.
# Choose Export | Microsoft Excel | Advanced Excel Export.

#* If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click OK.

#» Choose your preferred template in the Templates tab of the Advanced Microsoft Excel Export
dialog.
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S X

Advanced Microsoft Excel Export

Templates\ General \

Title

Braseeh Hame  Header 1 Hesder 2

[ Export | | Cancel

#* Inthe General tab, choose a layout for the Excel spreadsheet:
* Inthe Numbered layout, numbers in the leftmost column indicate the mind map hierarchy.

# Inthe Structured layout, branch text is put into different columns according to the
hierarchy of the branches in the mind map.

You can also specify the branch data and calculation values you want to export.

To include a small box in the spreadsheet showing the values of any constants you have
defined, as well as any resource names you have defined and their corresponding cost per unit
of work, select Include legend with fixed data.
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L X

Templates o General \

Branch layout

[T]1ndude Mindview branch data:

(@) Mumbered () Structured
Title Title
Header1 Header2 Header1
Root Data Data Root Data
1 Main Data Data Main Data
1.1 Sub Data Data Sub Data
1.1.1 Sub Data Data Sub  Data
F] Main Data Data Main Data
2.1 Sub Data Data Sub ata

[ 1ndude calculation values:

HeaderZ
Data
Data
Data
Data
Data
Data

[]5tart » | |[#]Units sold
[F]End || |[¥]Costjunit
[[]Duration ‘= [#]5eling price funit
[T]Predecessors [#]Exch rate (%)
[]completion [#]Profit

Priori
gﬂpnmtjtrpn T

[ Include legend with fixed data

[7] show subtotals at bottom of group

| Bxport | | Cancel

When exporting to Microsoft Excel, the root branch is normally listed first at the top of the
spreadsheet, with the main branches listed before their sub-branches. This means that
subtotals and totals appear above the data they are calculated from, like this:

b |
Sales of Units
b |
Morth America

Europe

Asia

Other

Us
Canada

Germany
UK

Japan
China

Brazil

Units sold Profit

60,952 § 113,222
27,956  § 49,946
25456 § 45821
2500 54125
12,884 $ 30,273
5632 §13.201
7.252 $17.071
17,100 $ 29,212
8.100 §17.062
9,000 $12150
3012 $3,792
302 §3792

If you want to see subtotals and totals below the data they are calculated from, select Show
subtotals at bottom of group. The result looks like this:
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us | 25,456 § 45,821

Canada 2500 H4124

North America 27,956 $ 49,946
Germany hB32 $13.201

UK | 7252 §17.071

Europe 12,884 § 30,273
Japan 8,100 3§ 17.062

China 9,000 %12.150

Asia 17,100 § 29,212
Brazil 3.012 53792

| Other 3,012 $3,792
Sales of Units 60,952 % 113,222

@ The Show subtotals at bottom of group option is only active when your mind map
contains calculation data.

# Click Export.
# Specify a folder and a file name for the new Excel document in the Save As dialog.

MindView starts exporting your mind map to Microsoft Excel and displays a message informing you
that export is complete.

# Click OK in that dialog to open the document in Excel.

Exporting to Microsoft Outlook task list

MindView lets you export your document to a Microsoft® Outlook task list. If, for instance, you
have brainstormed a task list in the Mind Map view or the Outline view, you can then export it to
Microsoft Outlook if you prefer to track tasks from there.

As well as exporting the tasks into your own Outlook task folder, you can also choose to have them
distributed automatically via email to the Outlook task folders of the other resources involved in the
tasks, who can then accept or refuse them. This lets you use Outlook to track the status of all the
exported tasks, just as you would if you had created the tasks directly in Outlook.

You can export your document to Microsoft Outlook even if the branches do not contain dates or
other task information. This lets you brainstorm the task names in MindView and only add the rest of
the task information once the document is transferred to Outlook.

@. Only the branches displayed on the workspace when you start the export procedure are
exported. This means that if you are focusing on a particular branch or set of branches (see
"Focusing on a branch") or if you are filtering the map to display only branches that meet specific
criteria (see "Filtering a mind map"), only the branches visible on the workspace will be exported. To
export the entire map, you need to go back to the full display by clearing the branch focus or filter
applied.

MindView also lets you import task lists from Microsoft Outlook. For more information, see "Importing
from Microsoft Outlook".

@ You must have Microsoft Outlook 2000 or above installed on your computer in order to use this
export mode.

Procedure
# Click the File tab.
# Choose Export | Microsoft Outlook Task List | Export as New Tasks.
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5? If you have already exported the MindView document to Outlook previously, or if you have
created the MindView document by importing an Outlook task list, you will be given the option
of synchronizing the MindView document with the Outlook folder you specified at that time
rather than creating new tasks. See below for more information on this procedure.

Microsoft Outlook Export Illéj

Distribute tasks to resources via email
[T ]Incude branches without resources
[]Incude summary tasks in export

Outlook folder

Fersonal Folders\Tasks

Browse...

[ oK ] [ Cancel

> (optional) Check Distribute tasks to resources if you want the tasks to be sent automatically
via email to all the resources involved, who can then accept or refuse them, as they would any
other task allocated to them directly from Outlook.

5? As task distribution relies on email, you need to ensure that you have specified an email
address for each resource. If a resource has several email addresses, this needs to be their
default email address. For more information about entering email addresses for resources, see
"Assigning resources".

55’ When choosing this option and depending on the security settings of your computer, you
may get a warning from Outlook which you will need to acknowledge to enable the procedure
to complete.

# (optional) Indicate whether you want to export all the tasks (i.e. branches), or only those that
contain resources.

#* (optional) Indicate whether you want to export the summary tasks of your Gantt projects, or
only the tasks themselves.

# Select the Outlook task folder or sub-folder where you want to export the tasks.

@ If you have chosen to distribute the tasks to the resources, you need to export the tasks to
the Outlook default task folder, and not a sub-folder. If you export the tasks to a task sub-
folder, Outlook will not be able to track the status of the tasks.

MindView exports your document to Microsoft Outlook as a series of tasks in the task folder you
specified, and displays a message once the export is complete.

@ You can exclude any branch from the export by disabling its ‘'Include in export' property in the
Properties dialog.

Include in Export [

Tasks with multiple resources

One limitation of Outlook is that it is not able to track the status of tasks that are allocated to more
than one person. For this reason, if some of your tasks are allocated to several resources, MindView
displays a dialog asking you to choose how these tasks should be processed.

223



User Guide

Cutlook Task Resources LiE-J

Some of the tasks contain more than one resource.

Cutlook is not able to tradk the status of tasks assigned to more than
ONE PErS0n.

If you want to be able to track these tasks in Outlook, you therefore
need to restrict them to one resource only.

What do you want to dao?

I don't need tracking, so export induding all resources
@) Export only the first resource listed

Allow me to select which resource to expaort

(0]4 ] l Cancel

You have several choices:

# [f you don't need to track the status of the tasks with Outlook, you can choose to export those
tasks with all their resources anyway. All the resources will be listed in your Outlook task
folder, but the tasks will not be sent to the resources themselves.

® When processing a task with multiple resources, you can get MindView to choose
automatically the first resource listed for the task and send the task to that resource.

# You can also get MindView to let you choose which of the resources the task should be sent
to. If you choose that option, MindView displays a further dialog listing all the tasks that have
multiple resources, so that you can choose the resource to use in each case.

Limitations

When a MindView branch contains sub-branches, only the sub-branches are exported. Parent
branches are not exported.

Only the elements of the MindView document that are supported in Microsoft Outlook are exported:

® Task names (i.e. branch names), dates, durations, priority and completion values are exported
in the Outlook task list.

e Text notes are exported as Outlook task notes.
# Pop-up comments are not exported.

& Other elements of the MindView document that are not supported by Microsoft Outlook (such
as branch pictures, icons, attached objects and so on) are not exported.

Synchronizing the MindView document and the Outlook task list

Once you have exported a MindView document to Microsoft Outlook, or conversely imported an
Outlook task list into MindView, you can continue making changes to the tasks in MindView or in
Outlook. You can even continue working on the task list in both applications independently. If at
some point you want to re-align the two versions to make sure they contain identical data, you can
use MindView's synchronization feature.

If you have made changes to your task list in MindView after having exported it to Outlook, you can
export these latest changes to the Outlook version of the task list as follows:

# Click the File tab.
# Choose Export | Microsoft Outlook Task List | Synchronize Tasks.
The Synchronization from MindView to Microsoft Outlook dialog opens.
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Synchronization from MindView to Outlook |7

Tasks that exist in both Mindview and Outiook

[¥] Update the tasks in Outlook

Tasks that exist only in MindView

i@ Copy the tasks from MindView to Qutlook
(7 Delete the tasks in Mindview

() Leave the tasks as they are

[¥] Distribute tasks to resources

[¥] Indude branches without resources
[¥]Indude summary tasks in export

Ok ] I Cancel

The top part of the dialog determines what will happen when the same task exists in both the
MindView document and the Outlook task list in two different forms.

# To copy the task from the MindView document to the Outlook task list (thereby overwriting any
other task information associated with the task in Outlook with the MindView version), check
Update the tasks in Outlook.

The bottom part of the dialog lets you specify what should happen if a task present in the MindView
document cannot be found in the Outlook task list. You have three choices:

& Copy the task from the MindView document to the Outlook task list

@ If you choose this option, you have the same choices listed at the bottom of the dialog as
when exporting a MindView document to Outlook as a set of new tasks. See above for a
description of these options.

e Delete the task from the MindView document, so that it does not exist any longer in either
version

# Leave things as they are

If conversely you have made changes to your task list in Outlook after having exported it from
MindView, you can re-import these changes into your MindView document. For more information
about this procedure, see "Importing from Microsoft Outlook™.

Exporting to Microsoft Project

E MindView lets you export your document as a Microsoft® Project plan. This may be useful
when, for instance, having built and fine-tuned a project plan in the MindView Gantt view, you now
want to take advantage of Microsoft Project's advanced project management capabilities.

All the task and scheduling information contained in the MindView project plan is exported to
Microsoft Project.

@ This export method is only available when you are working on a project plan. See "Inserting
task data" and "Using the Gantt view" for more information about project plans.

MindView also lets you import documents from Microsoft Project. For more information, see
"Importing from Microsoft Project”.

@ MindView does not support versions of Microsoft Project prior to 2003. You need to have
Microsoft Project installed on your computer in order to use this export method.
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Q You can also export a MindView project plan to the Microsoft Project XML format. The
advantage of this method is that you do not need to have Microsoft Project installed on your
machine. See "Exporting to XML" for more information.

Procedure
# Click the File tab.
# Choose Export | Microsoft Project.
# Choose a file name and a destination for the exported file and click OK.

MindView starts exporting your document to Microsoft Project as a new project plan, and displays a
message once the export is complete.

Notes

@ Only the elements of the MindView project plan that are supported by Microsoft Project are
exported:

# Branch pictures, icons, attached objects and so on are not exported.
& Text notes are exported as Microsoft Project task notes.

# Number calculation values are exported as numbers, and Text calculation values are exported
as text. For more information on calculation values, see "Inserting calculation values".

s Pop-up comments are not exported.

@ The property 'Include in export' of the Properties dialog is ignored when exporting to Microsoft
Project.

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.

5‘@ 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. Among the web browsers
supported by the MindView HTML export are Internet Explorer version 6.0 or above and Firefox 3.0
and above.

The exported HTML pages are placed in a sub-folder named 'MVHtmIExport' in the folder of your
choice.

All the pictures you have included in your document are placed in a sub-folder of '"MVHtmIExport'
named 'img’, whereas the picture files used by the MindView export template are placed in a sub-
folder named 'mvfiles'. All other external files used in your document are placed directly in
'MVHtmIExport'. 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, including the root, 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.

By default, a Home button taking you back to the root page is included on each HTML page. A Site
Map button containing a link to an interactive picture of your entire map and a 'You are here' locator
showing you the complete path from the root are also included on each HTML page.

Unless you define a different arrangement in the Export Wizard, 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.
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You can however exclude entire branches and sub-branches from the export by disabling their
‘Include in export' property in the Properties dialog.

Include in Export I~

ﬁ'r If you are filtering the map to display only branches that meet specific criteria (see "Filtering a
mind map"), only the branches visible on the workspace will be exported. To export the entire map,
you need to go back to the full display by clearing the filter applied.

@ If you want a specific description to appear when the user hovers a picture from your map in the
browser, you can enter this description in the Name property of the relevant picture (root picture,
branch picture, floating picture or attached picture file). This description is then converted by
MindView to an HTML Alt tag during the export.

Export modes
There are two export modes available:
s Quick Export

The Quick Export mode allows you to export your map quickly using the MindView defaults or
the last export settings you chose.

s Export Wizard

The HTML Export Wizard 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 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. Finally the Export Wizard lets you
export you map as a SCORM (Sharable Content Object Reference Model) compatible
package and specify its characteristics such as name, title, description, keywords and manifest
identifier.

The export settings you choose are saved with the MindView document and re-used 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 picture

Floating picture e If connected to a branch, inserted as a picture

# |f not connected to a branch, not exported

Floating comment # |f connected to a branch, inserted as text
# |[f not connected to a branch, not exported

Pop-up comment Inserted as text
Branch connection Depending on your choice in the export dialog, inserted as a
button link or as a hyperlink
MindView object Exported to HTML as
Text file Depending on your choice in the export dialog, inserted as a

button link or as a hyperlink
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Picture file Inserted as a picture

Video file Inserted as a Media Player object

Sound file Depending on your choice in the export dialog, inserted as a
button link or as a hyperlink

Hyperlink Inserted as a hyperlink

Flash file Inserted as a Flash file (embedded)

Exporting to HTML: Quick Export

¥ Click the File tab.

# Choose Export | HTML | Quick HTML Export.

> If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click OK.

The HTML Quick Export dialog appears.

HTML Quick Export

7 ) |

Save to

Design

C:\Users\Default\Documents

LIsing template from last export (Export Wizard)

(@) Using predefined template

Options ][ Export ][ Cancel

L

# Choose a path for your new web site.

MindView will create a sub-folder named 'MVHtmIExport' in the folder you specify, and place
all the files making up your web site in this sub-folder.

# Choose whether to use:

# The template you last used in the Export Wizard if you have already used that export mode

for your map.

* The MatchWare predefined export template (with top and side navigation menu)

* (optional) Click Options to define further export options:
The Select Objects tab allows you to specify the elements of the map to include in the export.
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[ Cptions @lér

Select I]hie-::tx\ Select Link Types \

Indude

Text notes Floating comments
Branch pictures Comments

Floating pictures Branch connections
Pictures Hyperlinks

Videos Text documents
Sounds

Flach files

Insert 'Home' button

Insert 'Site Map' button
Insert "fou are here' locator
Insert MatchWare logo

Ok ] [ Cancel ] !

L. -

5@ 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 Properties dialog. 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.

Include in Export [+

The Select Link Types tab only appears if your map contains branch connections and/or
attached sound files or text files. It lets you choose whether these elements should be placed
on HTML hyperlinks or buttons.
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[ Cptions I.il-g_hj )

Select Objects ~ Select Link Types\

Place branch connections
i@ On hypertext
(7 On button

Place sounds

(]

Xt

i]
i

On button

Place text documents

KT

i
m

Y

[

n button

o LU

Ok { [ Cancel ] I

# Click Export.

Once the export is completed, MindView displays a dialog giving you the choice of immediately
viewing your web site in your default browser or uploading it to Internet using the MatchWare FTP
Upload Manager. For more information on this tool, see "ETP Upload Manager".

5@ To open your exported web site from within Windows Explorer at a later date, double-click the
file index.htm in the sub-folder 'MVHtmIExport'.

Exporting to HTML: Export Wizard
# Click the File tab.
# Choose Export | HTML | Advanced HTML Export.

# If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click Next.

The Export Wizard now displays a series of dialogs, the first of which is the Select Template dialog.

Selecting a template
This dialog allows you to select a navigation layout for the pages of your web site.
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A

@. Export Wizard L 2

Select Template\

(-5 Predefined Templates e A sl
| Tree List - Side Bar Orly
b Tree List - Top and Side Bar

o Level List - Side Bar Only Template1 Template 2 Template 3
----- Level Ligt - Top and Side Bar i u
: L Buttons L
fuas Uszer Templates
Template 4 o b
-—,
Template 7
Template 10
<< Badk Mext == l ’ Cancel

Predefined Templates: This lets you choose one of the professional MindView export
templates with ready-made top and side navigation.

These templates 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 as in Windows Explorer. All the pages of the web site are available from
the Tree List.

- Enargy
----- What iz energy?
+ Types and sources
----- ok
+ Power

= Conversion
i Conservation of enargy
----- Efficiancy
----- Energy flow

o Exarmples

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.
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Home

Whatis energy?

Types and sources

Work

Power

Conwersion
Conservation of energy
Efficiency
Emergy flow

Exarmples

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.

Whatis energy? Types

Home
Lite Map
Potential
Kinetic
Chemical
Thermal
Muclear

other

To see a larger preview of the templates shown on the right of the window, just place the
mouse pointer over the relevant thumbnail. Note that you will be able to go back to this step of
the wizard at any time to choose a different template if you are not satisfied with your original
choice.

® User Templates: This lets you choose one of your own previously saved export templates.
See further down for information on how to save your own export template.

» Select a template on the right and click Next.

Preview

The Export Wizard opens the Preview dialog, which lets you customize the various areas of the
navigation layout chosen in the first step.
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@. Export Wizard

Preview \

General
WAL i ere gy T Tigasss il fabiar_ ek Parecer Lol Saes
TopBar
Hoeren
Witad in e gy T Slj B l
Types sl BoUrces I0E Dar
Werk
[
Comersien Content Area

Preview

Save Template

0
=
@
=3
=3
o]
o}
E

<« Back ] | Mext == | [ Cancel ]

You can customize each area in turn by clicking the Customize buttons, namely:
= General
e Top Bar
* Side Bar
& Content Area

Feel free to experiment with the various customization options. At any time, you can obtain a full size
preview of your design reflecting any changes made by clicking the Preview button. Note however
that this Preview does not allow you to navigate the site.

Customizing the General properties (optional)
# Click General in the Preview dialog.

233



User Guide

General Propertias I. ? &]

[¥] tndude 'Home' button
[¥] tndude 'Site Map' button
[¥] tndude “fou are here' locator

[#] indude Match\Wware logo

Site Metadata
Description:

Keywords:

oK ] I Cancel

b

This dialog gives you the following options:

Include '"Home' button: This inserts a Home hyperlink or button on each of your web pages,
allowing you to return to the page corresponding to the root of your map in just one click.

This option is not available if you have chosen a Tree List design, as this design always allows you
to return to the root of your map in one click. A 'Home' button is therefore superfluous in this case.

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 'Timeline' button: This option is only available if you are exporting a document from the
Timeline view. It inserts a Timeline button on each of your web pages. Clicking it will display an
interactive representation of the timeline as shown in the Timeline view. For more information about
working with timelines, see "Using the Timeline view".

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.

You can also enter meta-tags for your web site as follows:

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)
# Click the Top Bar button or double-click the top bar area in the Preview dialog.
The Top Bar Properties dialog opens on its Title tab.
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[ PR

Top Bar Properties

Title \ B ackground ~ Linksz \

Font name: [Arial hd ]
Font style: [Bold - ]
Font size: 20 -

Font color:

[]same title on &ll pages

E ok [ Cancel

e

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.
# Click the Background tab.

Top Bar Properties I. 2 ﬁ,l

Tile N Backgiound N\ Liks N\

Color: -

[¥] Image c:\program filesmatchwaremi
Ok ][ Cancel

L

This tab lets you 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 and edit its design to suit your requirements, making sure that the picture size stays

unchanged so that it still fits the template.
#» Click the Links tab.
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Top Bar Properties Ii'ihj

Title N B ackground ~ {inks

Text color

Mormal: -

Pressed:

Hovered:

[ make 2l links same width

K ] [ Cancel

b

@ The Links tab is only available if the top bar of the template chosen contains buttons or
hyperlinks.

This tab lets you 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)
# Click the Side Bar button or double-click the side bar area in the Preview dialog.
The Side Bar Properties dialog opens on its Background tab.

Side Bar Properties I. 2 ﬁ]
B ackground \ Tree List \

Color:

[¥] 1mage c:\program filesmatchware imi

oK ] [ Cancel

b

This tab lets you 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 and edit its design to suit your requirements.
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The second tab of the Side Bar Properties dialog varies depending on the type of navigation

template you chose in the first screen of the Export Wizard. The three possibilities are:

& Tree list
e Levellist
# Links

We will now look at each of these possibilities in turn.

Tree List

Side Bar Properties

[T e |

Font name:
Font style:
Font size:

Font color:

Background ™ Tree List \

| Avial

)

[F‘.egular

)

11l -

OK { [ Cancel

e

i

This is the tab displayed if you have chosen a Tree List design in the first step of the Export Wizard.

With this design, the list of side page links is shown as a tree whose levels you can expand and
collapse as in Windows Explorer. All the pages of the web site are available from the Tree List.

This tab lets you modify the default font, attributes, size and color of the links.

Level List

Side Bar Properties

B |

Fonk narme:

Mormal:

Pressed;

Hovered:

Mumber of levels:

B ackground ™~ Level List\

I

o

AFi

OK

| [ Cancel

237



User Guide

This tab is displayed if you have chosen a Level List design.

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.

The Level list tab lets you choose how many levels the list should show. You can also define the font
and color of the links.

Links

Side Bar Properties I.ili_hj

Background N Links \

Text colar

Mormal: -

Pressed:

Hovered:

POk I Cancel

e

This tab is displayed if you have chosen a Buttons design in the first screen of the Export Wizard.

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. The Links tab lets you 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)
# Click the Content Area button or double-click the middle area in the Preview dialog.
The Content Area properties dialog opens on its Background tab.
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L

Content Area Properties

Background \ Link. Type = Link Style \

Colar:

|:| Image i

Image placement: | Center

T - [ Cancel

A=)

User Guide

This tab lets you select a plain color or a different background picture for the body of the page. Feel
free to experiment with the image placement options by checking the effect in the Full Size Preview.

# Click the Link Type tab.

Content Ares Propertcs SN

[t

PR

Background ™ Link T_l,lpe\ Link Style \

Place branch connections
i@ On hypertext

i) On button

Place sounds

i@ On hypertext

71 On button

Place text documents

i@ On hypertext
i) On button

EooK { [ Cancel

4

If your map contains branch connections, sound files or attached text documents, this tab lets you

decide whether you want to place these objects on hyperlinks or on buttons.
# Click the Link Style tab.
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F

Content Area Properties @lﬁ

il

B ackgraund ~ Link, Type N Link St}lle\

Hypertext

Normal: - Font: [Arial - ]
Pressed: - Style: [Underline - ]
Hovered: - Size: 11 -

Buttons

5 .

[ ok [ Cancel

k

i

This tab lets you choose styles for any buttons or hyperlinks created on your web pages.

.

.

Define the hyperlink 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).

Scroll through the various buttons available to choose the type you like best.

Previewing the customized template (optional)

.

.

Click the Preview button in the Preview dialog to obtain a 800x600 real-time preview of your
design reflecting any changes made so far.

Check how your web site will look in different browser resolutions by resizing the window.

Reducing the window size might for instance cause the top buttons or hyperlinks to spread
onto two rows. Conversely enlarging the window might cause them to arrange themselves on
one row only.

Saving the customized template (optional)

.

.

You can save your customized export template for later use by clicking the Save Template
button of the Preview dialog. 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.

Once you are satisfied with the design of all the page components, click Next.

Selecting the objects to export
The Export Wizard now opens the Select Objects to Export dialog.
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@ Export Wizard

A=)

Select Objects to Expurt\

Select Folders

Indude

Text notes Floating comments
Branch pictures Comments

Floating pictures Branch connections
PFictures Hyperlinks

Videos Text documents
Sounds

Flazh files

Additional folders to be incuded in export

<< Back ][ Mext == J[ Cancel

L.

# Select the MindView objects which you want to export to HTML.

ﬁ 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 Properties dialog. 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.

Include in Export [+

If you have created a particular folder structure for the external files used by your document, you can
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 as follows:

# Click the Select Folders button to open the following dialog:
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B | Additional Folders

:

C:\Program FilesMatchWareMindView 6. 0YQuidkStart Add
Remove
Folders currently used by the document:
C:\sers! \DesktopDropboxMy Dropbox Add
oK ] [ Cancel

[ %

# Click the Add button and select the first folder you wish to include in the export.
#* Repeat for all the folders you would like to include.

User Guide

Note that you can enlarge the dialog by dragging one of its corners if the folder paths are not fully

visible.

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.

* Click Next.

Placing the objects on the page

The Export Wizard now opens the Select Placement dialog, which allows you to define where the
various objects attached to each branch should be placed on the corresponding HTML page.
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[ @ Export Wizard @gj

Select Placement\

Default placement
@ Left

() Center

() Right

Manual placement

Allows you to move objects around the page to create a layout

Flace Objects [ only show updated pages

<< Back ] | Mext == | [ Cancel

L.

You can either:

# Choose a default placement of Left, Center or Right and click Next. In that case, the objects

will be placed one after the other on each page according to their order in the Object list, either
on the left, the center or the right of the page.

# Choose a default placement, and then click the Place Objects button to arrange the objects
manually on the page as you wish.

ﬁ If you have already exported your map to HTML, you can check Only show updated
pages. In that case, the Export Wizard only shows you the pages which you have edited since
the last export. If your map contains a large number of branches, this saves time as you do not
have to review the object positioning on all the unchanged pages.

Positioning the objects manually (optional)

If you have chosen to place the objects manually by clicking 'Place Objects' in the previous dialog,
the Export Wizard now shows the Object Positioning window.
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Export Wizard M
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This is based on a default grid containing 5 columns, each representing 20% of the width of the
HTML page, and divided in a number of cells.

All the objects associated with the first branch of your map are identified on the grid by a small icon
bearing their name, in the default position chosen in the previous dialog. You can now reposition
these objects or resize them by manipulating the grid cells as follows:

& To move an object on the page, drag it from one cell to the other.
e To resize a column on the grid, drag its edge until it reaches the required size.

® To merge two or more cells so that the object is stretched across them, select the cells by
dragging the mouse pointer across them and click the Merge Cells button (or right-click and
choose Merge Cells in its local menu).

® To split a cell made up of merged cells, select it and click Split Cells (or right-click it and
choose Split Cells in the local menu).

& To align objects horizontally or vertically within a cell, select the relevant cells by dragging the
mouse pointer across them, right-click and choose Alignment in the local menu. Then select
an Alignment option by clicking a square in the menu (these represent top left alignment, top
center alignment, top right alignment and so on). Note that you can also perform this operation
on empty cells before moving objects into them.

® To add an empty row, right-click the row above which you want to insert a row and choose Add
Row in its local menu.

® To delete a row, right-click it and choose Delete Row in its local menu.

® To increase or decrease the space between each cell, click the up or down arrows of the 'Cell
spacing' option.

All the objects that are excluded from the export, either because you have disabled their 'Include in
export' property or because you have chosen to exclude them in the 'Select Objects to Export' dialog
described above, are listed in the 'Exclude from export' area in the bottom left of the grid. You are
free to drag any of these objects back onto the HTML page.

You can also exclude particular objects from the export by dragging them to the 'Exclude from
export' area, and drag them back to the HTML page later if you change your mind.

# Click Preview to visualize the effect of your changes on the actual page.
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* When you are satisfied with the positioning of the objects on the page, click the right double

arrow button to go to the next page, or choose another page in the Branch list shown on the
left of the dialog.

> Repeat the operation until you have reviewed all the pages that needed revisiting.
# Once you have reviewed all the pages, click Finish.

Exporting
You are now ready to export your map to HTML.

¢ Export Wizard 2

E xport \

Export
Export path: C:Wsers\Default\Doouments
[¥]isutomatically optimize pictures:
SCORM
|| Create SCORM Package
SCORM 1.2
@) SCORM 2004 4th Edition
SCORM Settings

<< Badk | [ Finish ] [ Cancel

v

Choose a destination folder for your new web site.

(optional) You can optimize your pictures for web export by checking the option Automatically
optimize pictures. This has two effects:

# All .bmp pictures used on your map are converted to .jpg to reduce their file size.

# Any .bmp or .jpg picture used on your map that is larger than the dimensions allocated to it
on the HTML page is scaled down to these dimensions.

(optional) To export the map as a SCORM package, check Create SCORM Package and
select the relevant SCORM version.

# (optional) Click SCORM Settings.

The SCORM Manifest Settings dialog opens to let you specify additional information about
the package.

¥

¥
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SCORM Manifest Settings X
Catalog name: Courses created with MindView
Course title; Agenda

Course description:

Comma separated keywords:

Manifest identifier: AGEMDA_ID

K. ] [ Cancel

The SCORM Manifest file is automatically created by MindView. Among other things, it
includes details about the package that enable students and teachers to search for specific
learning content with the use of keywords.

Catalog name: This specifies the name of the Learning Management System (LMS) group or
category of courses (e.g. Maths, Physics, Chemistry, etc.) in which the SCORM package
should be placed.

Course title: This specifies the name used to identify the course within the LMS.
Course description: This is used to provide a description of the course, and its intended use.

Comma separated keywords: This field can be used to enter keywords (which must be
separated by commas) which the students and teachers will be able to use to locate the
package once it is deployed on the LMS.

Manifest identifier: This compulsory ID uniquely identifies the package among all the other
packages deployed on the LMS.

The output of the export will be a zip file containing all the HTML content and other SCORM
related helper files. This package can then be uploaded to the LMS (which must be SCORM
1.2 or SCORM 2004 compliant). How the package is placed on the LMS depends on the
specific LMS, but generally it is done by a teacher using the web-based interface of the LMS.
Please refer to the documentation of the LMS in question for information about this.

# Click Finish.
Once the export is completed, MindView displays a dialog giving you the choice of immediately

viewing your web site in your default browser or uploading it to Internet using the MatchWare FTP
Upload Manager. For more information on this tool, see "FETP Upload Manager".

@ To open your exported web site from within Windows Explorer at a later date, double-click the
file index.htm in the sub-folder 'MVHtmIEXxport'.

FTP Upload Manager

To help you get your HTML site on the web as quickly and effortlessly as possible, MindView comes
with a built-in FTP program, the MatchWare FTP Upload Manager.

Starting the FTP Upload Manager

Before you can use the FTP Upload Manager you must export your MindView document to HTML
(see "Exporting to HTML: Quick Export" or "Exporting to HTML: Export Wizard"). At the end of the
export the following dialog appears:
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" HTML Export e |

Export complete.

Open in Browser ] [ Upload with FTP ] | Close |

[ -

# To open the FTP Upload Manager click Upload with FTP.
The FTP Upload Manager dialog appears.

[ @;@ Upload Manager ﬁ

FTP zemver address:
IJzer name: Pazsword:

D estination folder;

Browse

[] &ttempt to reconnect i connection is lost

| Update E xisting Project | [ Upload Entire Project ] [ Cloze

# Inthe FTP server address field, enter the FTP upload address that you have received from
your Internet Service Provider (ISP).

# Enter your User name and Password in their respective fields.

@ If you do not have an FTP address, user name or password or have lost them, contact
your ISP.

# Clicking the Browse button next to Destination folder will connect you to the Internet. Once
online, search for the remote folder you wish to upload your web site to.
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Browse FTP Folders ﬁ

Select the destination folder for the project and click OF.

E-E
- Austia
- Denmark
-] France
D Germary
&[] Gresce
D [taly
D Monsay
D Fartugal
D Spain
H-07] Sweden

[ Mew Folder ] [ ] ] [ Cancel

# Select the folder required and click OK to return to the Upload Manager dialog.

If you would like to upload the web site to a new folder, click New Folder to create a new
remote folder on the server. Click OK to return to the Upload Manager dialog.

Mew Folder ﬁ

A niew falder will be created in the zelected folder.
Please enter a name far the new folder:

Mindigw

2k ] [ Cancel

Q To quickly create a new remote folder enter a forward slash and the name of the new folder in
the Destination folder field.

D estination folder;

SEuropestindyiem

If your Internet connection goes down often, you are advised to check the option Attempt to
reconnect in the Upload Manager dialog to guarantee a successful upload.

[]istemnpt to reconnect if connection is lost

b as. number of reconnection atbempts far any one file; 8

You can also set the number of reconnection attempts you want the Upload Manager to perform for
a given file. If upload is still unsuccessful after this number of attempts, it is cancelled.

Uploading your web site

#* If you are uploading your web site for the first time, click Upload entire project to connect to
the FTP server and upload all the files.

You can follow the progress of the upload in the Upload dialog.
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[ g@ Upload Manager ﬁ1

IJploading files to FTP zerver...

Currently uploading:
SEuropestdindyiewindes. htm

IJpload progreszs...

L E—— |
F72.32Kb of 1635.13Kb tatal uploaded.

Cancel Cloze

b

If upload is completed successfully, the following dialog appears:

i :{@ Upload Manager ﬁ

The filez were succezsfully uploaded.

|Jpload progress. ..

L . §—‘eoe ..
1635.13kb of 1635.13Kb tatal uploaded,

Cancel Cloze

* Click Close to return to MindView.

The FTP Upload Manager remembers your FTP address, Username, Password and Destination. If
you make changes to your web site and would like to upload it again, click Update existing project
to upload only the files that have changed since your last upload.

Exporting to PDF

This export method lets you export your mind map in PDF format.

It works in exactly the same way as the Microsoft Word export method. For more information, see
"Exporting to Microsoft Word".

Exporting to RTF

. This export method lets you export your mind map in RTF format. This may be useful if you
want to process your document further in a word processor, but do not have Microsoft Word installed
on your computer.
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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 Advanced Export). Attached objects and inserted
elements are listed 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 to RTF 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 in export' property in the Properties dialog.

Include in Export [

@ Only the branches displayed on the workspace when you start the export procedure are
exported. This means that if you are focusing on a particular branch or set of branches (see
"Focusing on a branch") or if you are filtering the map to display only branches that meet specific
criteria (see "Filtering a mind map"), only the branches visible on the workspace will be exported. To
export the entire map, you need to go back to the full display by clearing the branch focus or filter
applied.

Export modes
There are two export modes available:
* Quick Export

The Quick Export mode allows you to export your map quickly using the MindView defaults or
the last Advanced Export settings you chose if you have already used that mode.

® Advanced Export

The Advanced Export mode allows you to specify the elements of your map to be exported
and how they should be treated.

The export settings you choose in Advanced Export are saved with the MindView document
and re-used next time you export your map using Quick Export or Advanced Export. This
means that you do not have to redefine them every time you make a small amendment 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 Advanced Export.

Text note Text inserted under the branch heading

Branch picture Picture inserted under the branch heading

Floating picture e |f connected to a branch, inserted under the branch heading
# |f 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 prefixed by "See section" under the start

branch heading, pointing to the end branch heading
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MindView object Exported to RTF as
Text file Object name followed by hyperlink to file
Picture file Picture embedded in the RTF document

In Advanced Export, you can choose instead to insert the file as
an object name followed by a hyperlink to the file.

Video file Object name followed by hyperlink to file
Sound file Object name followed by hyperlink to file
Hyperlink Object name followed by hyperlink to file
Flash file Object name followed by hyperlink to file

Using Quick Export

B
}
e

.

Click the File tab.
Choose Export | RTF | Quick RTF Export.

If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click OK.

Specify a folder and a file name for the new RTF document in the Save As dialog.

Once the export is complete, MindView lets you view the document in the viewer associated with the
.RTF extension on your computer.

Using Advanced Export

S
B
}

Click the File tab.
Choose Export | RTF | Advanced RTF Export.

If your MindView view contains several maps (i.e. several roots), choose the map you want to
export in the 'Select Map to Export' dialog and click OK.

In the General tab, choose the required general export settings and specify the elements of the
map to export.
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Advanced RTF Export |2 i S
General \ Attached Objects \
Save as

C:Wsers\lan Sutdiffe\Documentsioutline.r

Faormat settings
Indude map image

[¥f] Use numbering scheme (1, 1.1, 1.1.1)

Mumber until: Branch level 3 =

Indude
E! Text notes

[ Branch pictures

[¥] Floating pictures
[¥] Floating comments
m Comments
[¥#]|Branch connections

Expaort ][ Cancel

L

@ 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 Properties dialog. 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.

Include in Export v

# Choose the required export settings for any attached object in the Attached Objects tab.
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Advanced RTF Export

General ~ Attached Dhiects\
Indude

Text documents as hyperlinks
Hyperlinks

Flash files as hyperlinks
videos as hyperlinks
Sounds as hyperlinks

Fictures

(71 As hyperlinks

(@) Insert in document

:  Export
L

|[ Cancel
# Click Export.

extension on your computer.

As for Quick Export, MindView starts exporting your mind map to RTF as a new document. Once the
export is complete, MindView lets you view the document in the viewer associated with the .RTF

Exporting to XML

This export method lets you export your document in XML format.
MindView supports several XML export file types:
L]

MindView XML: This file type allows MindView documents to be converted to other application
formats after implementation of a transformation file.
L]

Microsoft Project XML: This 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. It is therefore a useful alternative to exporting directly from

MindView to Microsoft Project in the .mpp format, for which you do need to have Microsoft
Project installed 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.

# Outline Processor Markup Language (OPML): This file type allows you to export your
MindView document in OPML format, a general outline format supported by MatchWare.

In addition, you may export your MindView document in XML formats compatible with MatchWare
OpenMind 2 and Microsoft Excel.
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Procedure

.
»
.
>
»

Click the File tab.

Choose Export | XML.

Choose a file name and a destination for the exported file.
Choose the required export file type in the Type field.
Click OK.

5@ The property 'Include in export' of the Properties dialog is ignored when exporting to XML.

Exporting as picture

|;| This export method lets you save your mind map as a picture file.

S
B

Click the File tab.
Choose Export | Picture.
The following dialog appears to let you choose the required export settings.

Picture Export | 2 iE-J

Save as:  CriUsersiPublic\Documents\Sales of units.jpg

Indude
[ Branch connections [] object indicator
[¥] Floating pictures [ comment indicator

[¥] Floating comments

Format
I BMP @ PG 1 PNG () EMF ") PDF

IPG quality

o

Export ]I Cancel I

L

Enter the path and file name for the picture in the 'Save as' field or click the Browse button to
choose an existing path.

If you do not want to display branch connections, floating pictures and floating comments in the
picture, clear the corresponding check mark.

@ 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 Properties dialog. Similarly, all branches will be visible, regardless of the value
of their individual 'Include in export' property.

If you want to display the object indicator " and/or the comment indicator [ next to each
branch containing attached objects and/or comments, click the relevant check box.
Choose 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 level of quality increases the level of compression, and
therefore reduces the file size.
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#* (optional) Preview the effect of your settings on the picture by clicking Preview.
# Click Export.

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.
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Importing

Introduction

MindView lets you import documents from other applications, including Microsoft® Word, Microsoft®
PowerPoint, Microsoft® Excel, Microsoft® Outlook and Microsoft® Project. You can also create
MindView documents by importing XML files.

The import options offered by MindView are all described in detail in the next topics.

Importing from Microsoft Word

MindView lets you import Microsoft® Word documents.
This is particularly useful when:

® You have a Word document which you would like to restructure using the brainstorming
capabilities and features of MindView before exporting it again to Word.

® You have exported a MindView mind map to Word, developed some of the topics in Word, but
then realized you need to review the structure of your map in MindView before doing any
further work in Word.

In both cases, MindView allows you to import the Word document into a new mind map, preserving
the text added in Word together with its formatting as far as possible. Pictures, comments and
hyperlinks added in Word are also preserved wherever possible.

If the Word document was created by exporting a MindView mind map to Word, the new mind map
will have the same branch structure and layout as the original mind map.

If you then re-export the new mind map to Word after having made the required changes in
MindView, any elements added in MindView are exported to the new document.

For more information about the elements that MindView is not able to preserve, see "Limitations"
below.

5‘@ You do not need to have Microsoft Word installed on your computer in order to import a Word
document into MindView. MindView can import documents created with Microsoft Word 2007 and
above in the .docx format. If you are using an earlier version of Word, you can use the free Microsoft
Office Compatibility pack to convert the document from its .doc format to the newer .docx format
prior to importing.

Although MindView can import any Word document, a useful branch structure can only be created if
the document is organized in paragraphs containing headings defined with the Microsoft Word
heading styles "Heading 1" through to "Heading 9".

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
# Click the File tab.
# Choose Import | Microsoft Word.
#» Select the Word document you want to import.
# Specify a destination folder and file name for the MindView document to be created.

256



User Guide

Microsoft Word Import I. g &]

Source file (Word file):

Destination file (MindView file):

Import ]l Cancel |

L

# Click Import.

There may be elements of the Word document that MindView is not able to import. If this is the case,
MindView displays a Warning dialog listing these elements. See "Limitations" below for more

information.

i

Microsoft Word Import Warnings

The Word document may contain some shapes or objects
not suppored by MindWiew.

[
Click 'Details' for more information about the import warnings.

@ 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, check 'Show bookmarks' in the Advanced panel of the Word Options

dialog.

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
(with Title style)

Root of the mind map

e |f the Word document does not contain a Title heading at its
very top, the name of the Word document is used as root
name.

& |f the Word document contains more than one Title
heading, each such heading is imported as a text note of
the corresponding higher level branch.

Heading 1
(with Heading 1 style)

Main branch

Heading 2
(with Heading 2 style)

Sub-branch of the corresponding higher level branch

and so on until...

Heading 9
(with Heading 9 style)

Sub-branch of the corresponding higher level branch
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Regular text e |f the document was created in Word, imported as a text
note of the corresponding branch

e |f 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 in Floating picture of the corresponding branch
paragraph heading

Picture embedded in e |[f the document was created in Word, imported as a picture
body text embedded in a text note of the corresponding branch

s |f the document was created by exporting an original
MindView mind map, imported as branch picture, floating
picture or attached picture file of the corresponding branch
as in the original document

Comment Pop-up comment for the corresponding branch

Intra-document cross Branch connection between the relevant branches
reference to heading
with style Title or
Heading 1to 9

Hyperlink Hyperlink in text note of the corresponding branch

Limitations
The following limitations apply when importing a Word document into MindView:

® [ndexes, tables of contents, tables of authorities, tables of figures, headers and footers are not
imported.

Note that you can choose to have the Table of Contents regenerated automatically when re-
exporting the mind map to Word.

® Sounds and videos that are embedded in the Word document are not imported in MindView.
To import such elements in the MindView mind map, make sure they are inserted in the Word
document as hyperlinks.

s Mathematical symbols are not imported.

In addition, if you are importing a document created from an original MindView mind map, the
following limitations apply:

® Pop-up comments will not retain their original size and position.

e Pictures embedded in the Word document as a result of the export from MindView do not
retain their file name information. When re-importing the document, MindView creates new files
for these pictures.

# [f you chose to include a picture of the whole mind map in the Word document when exporting
from MindView, this picture is not re-imported back into MindView.

Importing from Microsoft PowerPoint

MindView lets you import Microsoft® PowerPoint presentations.
This is particularly useful when:

® You have a PowerPoint presentation which you would like to expand using the brainstorming
capabilities and features of MindView before exporting it again to PowerPoint.

® You have exported a MindView mind map to PowerPoint, worked on the layout in PowerPoint,
but then realized you need to review the structure of your map in MindView before doing any
further work in PowerPoint.

In both cases, MindView allows you to import the PowerPoint presentation into a new mind map,
preserving as much of the layout and contents of the PowerPoint presentation as possible.
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If the PowerPoint presentation was created by exporting a MindView mind map to PowerPoint, the
new mind map will have the same branch structure and layout as the original mind map.

If you then re-export the new mind map to PowerPoint after having made the required changes in
MindView, any elements added in MindView are exported to the new presentation.

For more information about the elements that MindView is not able to preserve, see "Limitations"
below.

@ You must have Microsoft PowerPoint installed on your computer in order to import a PowerPoint
presentation into MindView. MindView supports all Microsoft PowerPoint versions from 2000
onwards.

Procedure
# Click the File tab.
# Choose Import | Microsoft PowerPoint.
#» Select the PowerPoint presentation you want to import.
»

Select the destination folder, i.e. the folder for the MindView document created from the
PowerPoint presentation.

> (optional) If you want to import the bullet lists that may be included on the PowerPoint slides as
sub-branches of the corresponding branches, check Import bullets as branches. If you leave
this box unchecked, the bullet lists that may be included on the PowerPoint slides are inserted
as text notes on the corresponding MindView branches.

Microsoft PowerPoint Import @lﬂ—hj

Source file (PowerPoint file) :

&)
&

Destination folder:

& sub-folder named 'MVPPImport' will be created in the destination
folder.

[ 1mport bullets as branches

Import Cancel

e

# Click Import.

MindView creates a sub-folder named 'MVPPImport' within the destination folder and places in it the
new MindView document as well as any pictures or other objects such as sounds or videos
embedded in the PowerPoint presentation.

There may be elements of the PowerPoint presentation that MindView is not able to import. If this is
the case, MindView displays a 'PowerPoint Import Warnings' dialog listing these elements. See
"Limitations" below for more information.

259



User Guide

8

Microscft PowerPaint Import Warnings

=)
The PowerPoint document may contain some features or
shapes not supported by MindView.

Click 'Details' for more information about the import warnings. Details ==

b

Import modes
The Import operation has two modes depending on how the PowerPoint presentation was created:

The PowerPoint presentation was originally created in PowerPoint

In this mode, the title of the first slide becomes the root name of the new MindView document.
If you have checked the 'Import bullets as branches' option, each bullet list item of that first
slide becomes a new main branch. If not, the entire bullet list is imported as a text note for the
root.

All the other slides are imported as further main branches. If you have checked the 'Import
bullets as branches' option and some of those slides contain bullet lists, each bullet list item
becomes a sub-branch of the corresponding MindView branch. If not, the entire bullet list is
imported as a text note for the branch.

The PowerPoint presentation was created by exporting a MindView document

In this mode, 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.

Relationship between PowerPoint and MindView elements and objects

The following table indicates how MindView converts the various elements of your PowerPoint
presentation to MindView elements and objects.

PowerPoint element Imported in MindView as
Slide Branch
Slide title Branch title
Slide sub-title Text note
Slide body text Text note
Slide bullet list & |[f the presentation was created in PowerPoint and you

checked 'Import bullets as branches' in the Import dialog,
each bullet is imported as a sub-branch. If you didn't check
'Import bullets as branches', the entire bullet list is imported
as a text note for the branch.

e |f the presentation was created by exporting an original
MindView document, the branch structure of the mind map
is recreated from the slide titles, not from the bullet list. The
text of the bullet list is therefore ignored.

Slide comment Floating comment
Slide notes Pop-up comment
Embedded picture e |[f the presentation was created in PowerPoint, imported as

an attached picture object stored in the 'MVPPImport' folder

& |[f the presentation was created by exporting an original
MindView document, imported as a branch picture or
floating picture as in the original document

Autoshape Attached picture object stored in the '"MVPPImport' folder
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Linked picture Attached picture object pointing to the original path
Embedded video Attached video object pointing to the original path
Embedded sound Attached sound object stored in the 'MVPPImport' folder
Link to slide Branch connection

Limitations

The following limitations apply when importing a PowerPoint presentation into MindView:

The formatting of the slide title and of any slide notes included is not preserved.

If the layout of the PowerPoint slide contains more than one bullet list, only the first bullet list is
taken into account by the import.

When importing bullets as branches, indented bullets within the main bullet list are imported as
branches of the same level as the main bullets, not as sub-branches.

PowerPoint master slides are not taken into account by MindView. Their contents are therefore
not imported into the MindView document.

Although hyperlinks contained in PowerPoint text objects are imported into the corresponding
MindView text note, only their formatting is preserved. The links themselves are not preserved.

The following PowerPoint objects are imported as pictures in the MindView document and
listed in the 'PowerPoint Import Warnings' dialog:

* AutoShapes

# OLE controls, embedded OLE objects and linked OLE objects
* Diagrams

& Tables

s Text Effects (WordArt)

All other unknown shapes also cause the display of the 'PowerPoint Import Warnings' dialog,
but are otherwise ignored.

If you are using PowerPoint 2003 and above, the picture files that are created in the
'MVPPImport' folder have the .png extension. This means they can be stretched with
antialiasing, resulting in higher quality. With PowerPoint 2000, the picture file format used is
.gif. This file format cannot be stretched with antialiasing.

In addition, if you are importing a presentation created by exporting a MindView document, the
following limitations apply:

If you delete one or more slides while working in PowerPoint, MindView is not able to recreate
the branch structure exactly as in the original mind map:

# [f you delete the slide corresponding to the root branch, all the slides are imported as main
branches, as if you had created the presentation from scratch in PowerPoint.

# [f you delete slides corresponding to branches with sub-branches, MindView cannot
recreate the structure of these sub-branches.

Similarly, if you rearrange the slides in a different order in PowerPoint, MindView does not take
the new order into account.

Since MindView uses the PowerPoint slide titles to recreate the branch structure, any changes
you make to the bullet list text in PowerPoint will not be preserved in MindView.

Pop-up comments will not retain their original size and position.

Pictures embedded in the PowerPoint presentation as a result of the export from MindView do
not retain their original file name or path information. When re-importing the presentation,
MindView creates new files for these pictures in the 'MVPPImport' folder.

If you chose to include a picture of the whole mind map in the PowerPoint presentation when
exporting from MindView, the slide containing this picture is not re-imported back into
MindView.
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Importing from Microsoft Excel

MindView lets you import Microsoft® Excel spreadsheets. The spreadsheet might be one that
was previously exported from MindView, or one that you are bringing into MindView for the first time.

5@ You must have Microsoft Excel 2003 or above installed on your computer in order to use this
import mode.

To ensure a successful import, your spreadsheet should have one of the following layouts:

Title Title Title
Header1 Header2 Header1 Headsr2 Header 1 Header 2

Root Data Data Root Data Data Root Data Data
1 Main Data Data Main Data Data Main Data Data
11 Sub Data Data Sule Data Data Main Data Data
111 Sub Data Data Sulzr Data Data Main Data Data
2 Main Datz Cata Main Catz Catz Main DCata Cata
21 Sub Data Data Sule Data Data Main Data Data

Humbered Structured Flat

If your spreadsheet does not follow one of these layouts, Mind View will nevertheless attempt to
import it, following information you supply on the Import dialog (see below).

@ In addition to the layouts above, MindView is also able to re-import mind maps exported to
Microsoft Excel using the "Show subtotals at bottom of group” option." See "Exporting to Microsoft
Excel" for more information about this feature.

The diagrams above show how the contents of the spreadsheet will be imported to a mind map. For
example, the contents of the cell labeled 'Root' provides the label for the root of the imported mind
map. Whatever is in the cells labeled 'Main' in the diagram will be imported as main branches, and
whatever is in the cells labeled 'Sub' will be imported as sub-branches. The contents of the cells
labeled 'Data’ will be imported as branch data, with the contents of the cells labeled 'Heading 1',
'Heading 2' and so on providing the labels for the data or calculation fields. If the headings are
standard MindView task data headings (Start, End, Duration, Completion, Priority or Resources) the
data will be imported to the appropriate locations in MindView. If the headings are not standard
MindView headings the data will be imported as calculation values. See "Inserting task data" and
"Inserting calculation values" for more information on these topics).

# Inthe Numbered layout you use the second column to contain the text that will become branch
labels, while the numbers in the first column (which must also be formatted as text) indicate the
hierarchy. The numbers take the form number.number.number..., the dots marking a change
of level in the hierarchy. The following diagram shows how cells in an Excel document (left)
import to a mind map (right):

Root

) 1.1.1 BranchC
1 Branch A 1.1 Branch B }—‘E(
11 Branch B —— 1.1.2 Branch D
111 Branch C ]
1. Branch A —_— 1.2.1 BranchF
112 Branch D ) "1y 12 BranchE &
1.2 Branch E . | —
Root 1 3 Branch G |
121 Branch F
13 Branch G 2 1 Branch I |
2 Branch H 2 Branch H
22 Branch] |
21 Branch |
2.2 Branch |

The root is not included in the numbering scheme.
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# [nthe Structured layout you use the columns on the left to contain the text that will become
root and branch labels, and also indicate the hierarchy. The first column contains the root, the
second column the main branches, the third column first level sub-branches, and so on.

= In the Flat layout, the leftmost column contains the text that will become branch labels. After
the root, each entry is imported as a main branch. No sub-branches are created.

If your spreadsheet does not have one of these layouts, you may nevertheless be able to import it by
indicating manually on the import dialog which areas of the spreadsheet represent branch text,
which represent data fields and so on (see below).

Procedure
#» Click the File tab.
# Choose Import | Microsoft Excel.
You will see a dialog box reminding you of the preferred layouts, described above.
# Select the Excel document you want to import and click OK.

7 Microsoft Excel Import P

Importing will be done according to the color codes shown.

If you need to redefine the way the data will be imported, select an area in the
preview below and dick the relevant color button,

@ Document title ! Headers
@ Branches @ Branch data

Branch layout: Structured

A B - D E F G H =
1 Sales [
2
S nisold Comunit Seingprent Exchate(§) Proft
4 Sales of Un.. 60952.00 |2.30 0.00 0.00 113221.76
5 Morth America 27956.00 | 2.30 0.00 0.00 49845.80
] us 25436.00 230 4.10 1.00 45820.80
T Canada  2500.00 2.30 5.00 0.79 4125.00 =
] Europe 12884.00 230 0.00 0.00 30272.62
9 Germany 5632.00 2.30 3.60 1.29 13201.41
10 UK 7252.00 2.00 311 1.40 17071.21
11 Asia 17100.00 (2.30 0.00 0.00 29211.84
12 Japan £100.00 230 432.00 0.01 17061.84
13 China S9000.00 2.30 25.00 0.15 12150.00
14 Cther 3012.00 230 0.00 0.00 3701.51 N
15 Brazil 3012.00 2.30 8.20 043 3791.51
16 -

Reset [ ok ][ conce |

#* If necessary, adjust the colored areas that indicate how the spreadsheet contents will be
mapped to the mind map. To do this, select an area and click the appropriate color button. You
can resize the dialog if you need to.

# The contents of the orange cell in the top left becomes the title of the mind map.

® The contents of the cells in the light blue area become the root and branch labels. By
adjusting this area you can choose to import all branches or a subset of branches, but the
area must not contain any blank rows. If the leftmost column in the area contains just one
filled cell, the content of that cell becomes the root label. If the leftmost column in the area
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contains more than one filled cell, the contents of those cells become first level branches
under a root whose label is taken from the title cell.

* The contents of the cells in the yellow area become data values or calculation values,
depending on the column headings (see below). By adjusting the yellow area you can
specify which data columns are to be imported.

® The contents of the dark blue area are headings for the data columns. If the headings are
standard MindView task data headings (such as Start, End, Duration, Completion, Priority,
Resources and so on) the data will be imported to the appropriate locations in MindView. If
the headings are not standard MindView ones the data will be imported as calculation
values. See "Inserting task data" and "Inserting calculation values" for more information on
these topics).

If you select an area that MindView cannot interpret, you will see a message "Invalid branch
layout". Common reasons for this message are:

® You have data in cells that should be empty.

# You have empty cells, for example blank rows, where data is expected.
# In a structured layout, you have skipped one or more levels.
L]

In a numbered layout, the first column does not contain text in the form of number(s)
separated by dots. Every number in this column must be in text format, not in number
format.

* In a numbered layout, the cell to the left of the root label is not blank.

To overcome the problem adjust one or more of the colored areas, or click Cancel, adjust the
layout of the source spreadsheet, and try importing again.

To reset the areas to their state when you opened the dialog, click Reset.
* Click OK.
The imported spreadsheet opens in the Mind Map view.

Importing from Microsoft Outlook

MindView lets you import Microsoft® Outlook task lists. This is particularly useful when for
instance:

® You have started a task list in Microsoft Outlook which you would like to expand using the
brainstorming capabilities and features of MindView.

® You have exported a MindView task list to Microsoft Outlook, started adding tasks or editing
existing ones, but then realized you need to review the structure of your task list in MindView
before doing any further work in Microsoft Outlook.

In both cases, MindView allows you to import the Microsoft Outlook task list as a new document in
the Mind Map view.

Once you have made the required changes in MindView, you can either re-export the task list to
Outlook as a new series of tasks, or synchronize the edited MindView version with the original
Outlook version. For more information on exporting and synchronizing from MindView to Outlook,
see "Exporting to Microsoft Outlook task list".

@ You must have Microsoft Outlook 2000 or above installed on your computer in order to use this
import mode.

Procedure
# Click the File tab.
# Choose Import | Microsoft Outlook | Import as New Document.
# Select the Outlook task folder whose tasks you want to import.
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@ If the Outlook folder contains tasks that you have already imported to a MindView
document or exported from a MindView document previously, you might prefer to find the
MindView document in question and synchronize the task folder with it rather than creating a
new MindView document.

The imported task list opens in the Mind Map view.

Limitations

Only the elements of the Microsoft Outlook task list that have an equivalent in MindView are
imported and shown in the Task/Timeline panel:

® Task names, dates, durations, priorities and completion levels are all imported.

# Other information corresponding to features that are not supported in MindView, such as
status, reminders, categories and so on, as well as any user-defined field, is not imported.

Synchronizing the Outlook task list and the MindView document

If you have made changes to your task list in Outlook after having exported it from MindView, you
can import these latest changes to the MindView version of the task list as follows:

# Click the File tab.
# Choose Import | Microsoft Outlook | Synchronize Tasks.
The Synchronization from Microsoft Outlook to MindView dialog opens.

Synchronization from Cutlock to MindView I-ilﬂ_hj

Tasks that exist in both Qutlook and MindView

Tasks that exist only in Cutlook

(71 Copy the tasks from Qutlook to Mindview
I Delete the tasks in Outlook
@ Leave the tasks as they are!

Ok ] I Cancel

The top part of the dialog determines what will happen when the same task exists in both the
Outlook task list and the MindView document in two different forms.

#* To copy the task from the Outlook task list to the MindView document, check Update the
tasks in MindView.

The bottom part of the dialog lets you specify what should happen if a task present in the Outlook
task list cannot be found in the MindView document. You have three choices:

& Copy the task from the Outlook task list to the MindView document
® Delete the task from the Outlook task list, so that it does not exist any longer in either version
# Leave things as they are

If conversely you have made changes to your MindView document after having exported it to
Outlook, you can export these latest changes to the Outlook version of the task list. For more
information about this procedure, see "Exporting to Microsoft Outlook task list".
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Importing from Microsoft Project

E MindView lets you import Microsoft® Project plans. This is particularly useful when for
instance:

® You have started a project plan in Microsoft Project which you would like to expand using the
brainstorming capabilities and features of MindView.

® You have exported a MindView project plan to Microsoft Project, starting adding tasks or
editing existing ones, but then realized you need to review the structure of your plan in
MindView before doing any further work in Microsoft Project.

In both cases, MindView allows you to import the Microsoft Project plan as a new project plan in the
Gantt view.

@ MindView does not support versions of Microsoft Project prior to 2003. You need to have
Microsoft Project installed on your computer in order to use this import method.

Q You can also import Microsoft Project plans via XML. The advantage of this method is that you
do not need to have Microsoft Project installed on your machine. See "Importing from XML" for more
information.

Procedure

# Click the File tab.

# Choose Import | Microsoft Project.

# Select the Microsoft Project plan you want to import.
The imported project plan opens in the Gantt view.

Limitations

The MindView Gantt view does not support all the project management features offered by Microsoft
Project. This means that only the elements of the Microsoft Project that have an equivalent in
MindView will be imported:

# Task names, task types, dates, durations, lead and lag times, resources, work units, costs,
priorities, completion levels, links, constraints and so on are all imported.

Project and resource calendars are imported.
Milestone tasks are imported, but their duration is set to zero.
Task notes are imported as text notes.

Other Microsoft Project information corresponding to features that are not supported in
MindView (such as baselines, task calendars, work contours and so on) is not imported.
Information derived from tracking and leveling operations in Microsoft Project is not imported.

In most cases, the tasks dates and scheduling information will be identical in MindView and in
Microsoft Project. They may differ if advanced operations not supported by MindView (such as
leveling or tracking) have been performed on the project in Microsoft Project.

Importing from XML

This import method lets you create MindView documents by importing files in various XML formats
into MindView.

MindView supports the following XML import file types:

® MindView XML: This file type allows you to open MindView documents previously exported in
the MindView XML format.

® Microsoft Project XML: This file type allows you to create a MindView project plan by
importing a Microsoft® Project plan exported from Microsoft Project in the XML format. You
can use the Microsoft Project XML import method even if you do not have Microsoft Project on
your computer. It is therefore a useful alternative to importing a Microsoft Project plan in the
.mpp format, for which you do need to have Microsoft Project installed on your computer.
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The same limitations apply when importing a Microsoft Project XML file as when importing a
Microsoft Project .mpp file. For more information, see "Importing from Microsoft Project".

@ MindView does not support versions of Microsoft Project XML prior to 2003.

MindManager XML: This file type allows you to create a MindView document by importing a
MindManager® document exported from MindManager in the XML format. You can use the
MindManager XML import method even if you do not have MindManager on your computer.

Note that elements of the MindManager file that do not have an equivalent in MindView are not
imported. MindView supports MindManager XML files from versions X5 and 6.

MindManager MMAP: This file type allows you to create a MindView document by importing a
MindManager® document in the .mmap format. You can use the MindManager MMAP import
method even if you do not have MindManager on your computer.

Note that elements of the MindManager file that do not have an equivalent in MindView are not
imported.

Outline Processor Markup Language (OPML): This file type allows you to import a
document in OPML format, a general outline format supported by MatchWare.

In addition, you may import documents in XML formats compatible with MatchWare OpenMind 2,
FreeMind, Visual Mind and Microsoft Excel.

Procedure

# Click the File tab.

# Choose Import | XML.

#* Locate the file you want to import.

# Choose the required import file type in the Type field.
Q The Autodetect XML file type presented by default lets MindView detect automatically the
type of the XML file you specify, provided that it is one of the supported XML file types.

# Click OK.

The imported file opens in the Mind Map view.

Importing from other applications

O MindView lets you import documents from other Mind Mapping applications, namely Mindjet
MindManager (from version X5 onwards) and FreeMind, so that you can develop them further in
MindView.

.

L L

Click the File tab.

Choose Import | Other Mind Mapping Applications.

Choose Import from Mindjet MindManager or Import from FreeMind.

Select the document you want to import.

Specify a destination folder and file name for the MindView document to be created.
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Pen Mode

Working in Pen Mode
LZ MindView supports pen input as well as standard keyboard/mouse input, letting you insert
digital ink data such as handwritten text and hand-drawn pictures on your branches. Although
MindView's pen input features let you treat your computer mouse as a pen, they are designed for
use with dedicated pen input devices such as tablet PC's, external digitizers, touch screens and
interactive whiteboards. The only requirement is that the operating system on which MindView is

installed must also support pen input (e.g. Windows XP Tablet PC Edition, all editions of Windows
Vista with the exception of the Home Basic and Starter editions, Windows 7).

Once attached to a branch, the ink data is treated just as any other branch element.

@ You can use pen input only in the standard Mind Map views, namely Mind Map, Top Down and
Left/Right.

Q MindView also offers a dedicated Touch Mode for computers with touch screens. For more
information, see "Working in Touch Mode".

Enabling pen input
Before you can use your mouse or pen as input device, you must enable pen input.

If your computer supports pen input, the MindView Options dialog contains an extra panel for the
pen input options.

To access this tab:
# Click the File tab.
# Choose Options.
# Click the panel Pen Input.
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e O ptie .2 e |

AU LS ;,-' Advanced options for working in Pen Mode,

Froofing

Sauve " Enable pen input

Preferances When pen input i3 enablzd, you can switch to Pen Mads by disking the Pen Madz button an the status bar
Calendar [¥] Enzhle pen geshres

Suggestion Sources
Defaults for hand-drawn branch labels

Pen Input Size [%6):
Resources 50 <1 .. dasing 50% wil reduce the hand-drawn text to 5095 of its size ance used as brandh labsl
Width {pixels):
4o = Defadt edt box width for hand-drawn branch lsbels
Linz heght (pieels):

BD + | Default edt box height for hamd-dravwn beand lzbels

Default pcture size (%) for hand-drawn floabing pchures
75 (= &0 choosing 50% wil reduce the picture to 503 of its size once addad to the branch

Default edt box size for hand-drawn pictures
Width (pleel):  Helght (poels):
200 = 180 =

[ ok || cance

e

Enable pen input: Check this box to enable pen input. When pen input is enabled, a Pen Mode
button appears in the bottom right corner of the MindView status bar, allowing you to set Pen Mode
on and off.

100% - —J— + PenMode

Enable gestures: When this option is enabled, you can perform the MindView actions listed in the
paragraph "Using gestures" below by making the corresponding gesture with your input device.

Defaults for hand-drawn branch labels: When you use your pen to draw text for your branch
labels, it is often easier to write using large characters. You can use the Size (%) field to define a
factor which MindView will automatically use to reduce your hand-drawn text before inserting it on
the branch as branch label. Conversely, when you click a hand-drawn branch label to edit it,
MindView automatically expands the label if necessary to allow for easier editing. You can use the
Width and Line Height fields to define the initial size of this edit box. If the hand-drawn branch label
is wider or taller than the size chosen here, MindView automatically adjusts the size of the edit box
to the size of the label.

Default picture size for hand-drawn floating pictures: When you use your pen to draw floating
pictures, it is often easier to make large drawings. You can use this field to define a factor which
MindView will automatically use to reduce your hand-drawn pictures before attaching them to the
selected branch.

Default edit box size for hand-drawn pictures: When you double-click a hand-drawn picture to
edit it, MindView automatically expands it to allow for easier editing. You can use the Width and
Height fields to define the initial size of this edit box. If the hand-drawn picture is wider or taller than
the size chosen here, MindView automatically adjusts the size of the edit box to the size of the
picture.
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Using Pen Mode

When pen input is enabled, a Pen Mode button is shown in the bottom right corner of the status bar.
# Click it to enable Pen Mode.

The Ink Tools tab appears in front of the Home tab on the ribbon.

BT metools | HOME  NSERT  REVIEW  SHARE  VIEW  DESIGH FORAT
=] LE_ 7 / : l rd 3
+ 5 "? _pf a o o J;J ; _— = AlLE .i;ﬂ
Etanch SulbsBranch | Selel Balpaind  Fell  Erase Bsanch Branih Floaling Calar Weighl Delate  Delels &1
Fen  Tip Fen Toal label= Pacture  Pchure ™ T Last Strake  Strokes
Insert Fans add Ink o Selected Branch Format Editing

You can now use your input device to start writing or drawing on the free space available in the view
(i.e. not on top of a branch, floating comment, floating picture or other MindView element).

@ Before you start writing or drawing, you can use your input device to select the branch to which
you want to add the ink data. After your first stroke, you are free to draw anywhere on the
workspace, including on top of branches or other MindView elements.

Q As you start writing or drawing, MindView attempts to interpret the ink data as text and displays
the result in the "Ink to Text" field shown just below the ribbon. This lets you correct any
misinterpretation by deleting the last stroke or strokes until you obtain the required result. You can
also click the down arrow shown at the right of the field to view all the possible interpretations of the
ink data and choose the relevant one. If you write more words than one, more fields may be shown.

- RAIND - [MAP S

@ When trying to interpret the ink data, MindView assumes that you are writing in the same
language as that defined as your input language in the Windows settings of your computer. If you
want your ink data to be interpreted using a different language, set your input language to that
language in the Windows Control Panel.

Here is a short description of the tools contained in the Ink Tools tab:

# As inthe Home and Insert tabs, the Branch icon = lets you add a branch at the same level

as the selected branch, and the Sub-Branch icon L= lets you add a sub-branch to the
selected branch.

® The Select icon in the Pens group lets you select and/or move branches with your input device
rather than write or draw. The other icons contained in the Pens group let you choose the pen
to be used to write or draw: Ballpoint Pen lets you draw in black thin ink, Felt Tip Pen uses a
thicker red, and the Erase Tool lets you select and delete any of the strokes.

Q Rather than trying to select the stroke to be deleted, an easier way of using the Erase tool
is to drag the mouse across the workspace as you would use a rubber until the pointer hits the
stroke. Unlike a rubber however, the Erase tool deletes the entire stroke.

# The icons contained in the Add Ink to Selected Branch group let you convert and transfer the
ink data to different elements of the map. Some of them are only enabled when you have
selected a branch and drawn at least one stroke:

¥ Branch Label: Using this icon, you can choose to convert the ink data to text and use it as
branch label for the selected branch (Branch Label as Text) or to keep the ink data and use it
unchanged as branch label (Branch Label as Ink). If you choose to keep the ink data as is,
you can convert it to text at any time by selecting the branch and clicking Convert Branch Ink
to Text.

=| Comment: Click this icon to convert the ink data to text and add it to the selected branch
as pop-up comment.

e Floating Comment: Click this icon to convert the ink data to text and add it to the selected
branch as floating comment. You can then move the floating comment on the workspace just
as you would in standard mouse input mode.
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|=] Text Note: Click this icon to convert the ink data to text and add it to the selected branch
as text note.

—~— Branch Picture: This icon lets you convert the ink data to a picture (.png) and insert it on
the selected branch as branch picture.

-~ Floating Picture: This icon lets you convert the ink data to a picture (.png) and add it to
the selected branch as a floating picture. The picture is reduced by a predefined factor, which
you can modify in the MindView Options dialog as described above in the paragraph "Enabling
pen input”. You can then move the floating picture on the workspace just as you would in
standard mouse input mode.

Q In large or crowded maps, it is not always easy to find enough free space to draw. If this is
the case, it may be easier to click the Branch Picture or Floating Picture icon before starting to
draw. This causes MindView to open an edit box on top of the selected branch, in which you
can draw freely. When you have finished, just click outside the box. The ink data is then
automatically added to the branch.

The Color and Weight icons of the Format group let you redefine respectively the color and
the width of the pen.

To delete the last stroke drawn, click the Delete Last Stroke icon .*"'T;.

The Delete All Strokes icon & removes from the workspace all the ink data that has not yet
been converted to a MindView.

Using gestures

As well as using the commands above, you can use pen movements, also called "gestures", to
perform particular actions on MindView elements (branches, sub-branches and so on). For this to
work, you must enable gestures in the MindView Options dialog, as described above in the
paragraph "Enabling pen input".

To use a gesture:

.

.

Select the relevant MindView element. For example, if you want to insert a sub-branch select
the parent branch; to delete a picture (which may have created by converting a pen tool
drawing), select the picture.

Use the pen tool to draw the gesture.

@ Gestures are only recognized when done as a first stroke. They are not available when you are
editing ink data.

Here is a list of the gestures you can use:

Gesture Name Action Drawing Method

Scratch-out Delete Draw at least 3 strokes, as
horizontal as possible.

Curlicue Cut Draw the curlicue at an

—=
angle, from bottom left to

-9/ top right.

et

Double- Copy Draw the double-curlicue at
Curlicue an angle, from bottom left
to top right.

Qo
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Caret Paste Draw both sides with
equal length, with a sharp
angle. You can draw in
either direction.

Left-semicircle Undo Draw the semicircle from

right to left. The two ends

mT should be on the same
horizontal line.

Right- Redo Draw the semicircle from
semicircle left to right. The two ends

Tm should be on the same
horizontal line.

Right Insert Branch Draw a single line from left
to right.

Down-right Insert Sub- Start with the down stroke,

l Branch without lifting the pen. Draw
the two sides with equal

length and at a right angle.

Square Insert New Root | Draw the square from the

-I- upper left corner, without
lifting the pen. You can

draw in either direction.

Using the Tablet PC Input Panel

As well as using your pen to input text into MindView, you can also use the Windows built-in Tablet
PC Input Panel. On Microsoft Vista and Windows 7, this panel can also be used to edit existing text.

e E3 Toals - Help - EN -

Mum | 3 Wisk

. -

If for instance you use your pen to select a part of a branch label that you want to edit, the text will
be shown in the Windows Tablet PC Input Panel. Conversely any change you make to the text
shown in the panel is reflected on the branch label.

You can use the same method for text notes, comments and anywhere else in MindView where you
can input text, including all edit fields.

Using an interactive whiteboard

MindView is able to detect and support interactive whiteboards. All the operations described above
are supported.

If you are using a SMART Board, MindView automatically switches to Pen Mode when you pick up a
pen from the pen tray. In addition, MindView automatically sets its pen color and width to the color
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and width of the pen you picked up. Picking up the SMART Board eraser automatically selects the
Erase Tool in MindView. When no pen has been picked up, a default black color is used.

The pen can also be used to navigate the MindView ribbon and menus in the same way as when
using a mouse.

To do aright click, you can press the right click button of the pen tray, use the SMART Board Tools
menu, or do a slow click with the pen by pressing it and holding it down for a few seconds.
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Working in Speech Mode (AT Edition only)

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

MindView is compatible with the speech recognition software Dragon NaturallySpeaking, letting you
use your voice to create and edit your mind maps.

For more information about the standard keyboard and mouse navigation speech commands
supported by Dragon NaturallySpeaking, refer to the documentation of your version of the
NaturallySpeaking software or the Nuance support web site page:

http://support.nuance.com/usersgquides/default.asp?UsersGuidesProduct=naturallyspeaking

You will find below a list of all the additional commands you can speak to control MindView.

MindView navigation commands
® To open the File menu, say Click File or Show Main Menu.
# To select aribbon tab, say "Click [tab name]".
® To click a button or command in the ribbon, say "Click [button name]" or "Click [command

name].

Commands from the File menu

Speech command

New Mind Map
New Map

New Top Down
New Left Right
New Timeline
New Outline
New Gantt

New From Template

Open
Save
Save As

Save As Template

Open Online
Save Online

Manage Online
Workspaces
Manage Places

Set Password

Properties

Description
Create a new document in the Mind Map view

Create a new document in the Top Down view
Create a new document in the Left/Right view
Create a new document in the Timeline view
Create a new document in the Outline view
Create a new document in the Gantt view

Create a new document based on a ready-made template

Open an existing MindView document
Save the current MindView document
Save the current MindView document with a different name

Save the current MindView document as a template

Open a MindView document online

Save the MindView document online

Manage the online workspaces and add new ones

Define a password for the current MindView document

View and edit the document properties
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Pack

Unpack

Data Files

Send
Email

Quick Export to Word

Advanced Export to
Word

Quick Export to
PowerPoint

Advanced Export to
PowerPoint

Quick Export to Excel

Advanced Export to
Excel

Export to Outlook

Synchronize Tasks
with Outlook

Export to Project
Quick Export to HTML

Advanced Export to
HTML

Quick Export to PDF

Advanced Export to
PDF

Export to Project
Reports

Quick Export to RTF

Advanced Export to
RTF

Save As Picture

Save As XML

Import from Word

Import from
PowerPoint

Import from Excel

Import from Outlook

User Guide

Specify a list of folders to include in HTML export and packing

Pack the document into a single file containing all the files attached to it
Unpack all the files included in the document in a folder of your choice
List all the files used in the document and replace them if necessary

Send a copy of the MindView document in an email message as an
attachment
Export to Microsoft Word using defaults or last settings used

Export to Microsoft Word using customized settings

Export to Microsoft PowerPoint using defaults or last settings used

Export to Microsoft PowerPoint using customized settings

Export to Microsoft Excel using defaults or last settings used

Export to Microsoft Excel using customized settings

Export to Microsoft Outlook as a set of new tasks

Synchronize and update the tasks from MindView to Microsoft Outlook

Export to Microsoft Project

Export to HTML using defaults or last settings used
Export to HTML using customized settings
Export to PDF using defaults or last settings used

Export to PDF using customized settings

Create HTML reports for the project plan
Export to RTF using defaults or last settings used
Export to RTF using customized settings

Save the current MindView document as a picture

Export the current MindView document in the XML format

Create a MindView document by importing a Microsoft Word document

Create a MindView document by importing a Microsoft PowerPoint
presentation

Create a MindView document by importing a Microsoft Excel
spreadsheet

Create a MindView document by importing a Microsoft Outlook task list
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Synchronize Tasks
with MindView

Import from Project
Import from XML

Import from
MindManager

Import from FreeMind

Print

Close

MindView Options
Exit MindView

User Guide

Synchronize and update the tasks from Microsoft Outlook to MindView

Create a MindView document by importing a Microsoft Project plan
Create a MindView document by importing an XML document

Create a MindView document by importing a Mindjet MindManager
document

Create a MindView document by importing a FreeMind document

Preview and print the current MindView document
Close the current MindView document
View and modify MindView options and access online resources

Quit the application

Commands from the Home tab

Speech command
Paste

Cut

Copy

Copy Format

Paste Format

Insert Branch
Add Branch
New Branch
Branch

Insert Sub-Branch
Add Sub-Branch
New Sub-Branch
Sub-Branch

New Text Note
Text Note
Text Note Editor

Insert Comment
Add Comment

Insert Branch Picture
Add Branch Picture

Insert Attachment
Add Attachment

Insert Hyperlink
Add Hyperlink

Description

Paste the contents of the Clipboard

Cut the selection from the document and put it on the Clipboard
Copy the selection and put it on the Clipboard

Copy the formatting from one element using the Format Painter

Paste the formatting using the Format Painter

Add a new branch at the same level as the selected branch

Add a new sub-branch to the selected branch

Add a text note to the selected branch
Toggle between selected branch and Text Note editor

Show and hide the Text Note editor window

Add a pop-up comment to the selected branch

Add a branch picture to the selected branch

Add a file to the selected branch

Add a hyperlink to the selected branch
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Zoom 100 Per Cent
Fit All

Full Screen

Focus Mode

No Numbering Scheme
Numbering Scheme 1
Numbering Scheme 2
Numbering Scheme 3
Numbering Scheme 4
Numbering Scheme 5
Numbering Scheme 6
Numbering Scheme 7

Start Numbering from
Root

Show as Mind Map
Show as Top Down
Show as Left Right
Show as Timeline
Show as Outline

Show as Gantt

Select All
Indent

Outdent

User Guide

Zoom the document to 100%
Zoom the document so that it fills the workspace

Display the document in full screen mode

Center the map on the selected branch

Do not apply automatic numbering to the branches of the document
Choose numbering scheme 1

Choose numbering scheme 2

Choose numbering scheme 3

Choose numbering scheme 4

Choose numbering scheme 5

Choose numbering scheme 6

Choose numbering scheme 7

Start numbering the branches from the root of the document

Display the document in the Mind Map view
Display the document in the Top Down view
Display the document in the Left Right view
Display the document in the Timeline view
Display the document in the Outline view

Display the document in the Gantt view

Select all the branches in the document
Indent the selected branch or task

Outdent the selected branch or task

Commands from the Review tab

Speech command
Spellcheck Document
Narrate

Find and Replace

Description
Spellcheck the entire document
Read out the selected branch label, comment or text note

Find and replace text in the document

Commands from the View tab

Speech command
Show Detail Level 1
Show Detail Level 2

Description
Only show the root and the main branches

Only show the root, the main branches and one level of sub-branches
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Show Detail Level 3 Only show the root, the main branches and two levels of sub-branches
Show Detail Level 4 Only show the root, the main branches and three levels of sub-branches
Show All Levels Show the root, the main branches and all their sub-branches

Add Bookmark Bookmark the selected branch to be able to find it again quickly
Remove Bookmark Remove the bookmark from the selected branch

Show Smart Nav Show and hide the Smart Navigation toolbar

Show Legend Show and hide the Legend panel

Presentation Mode Present the map branch by branch in full view mode

Switch to a simplified interface showing only the most commonly used

imple Interf
Simple Interface commands

Other viewing commands

Speech command Description

Show Main Menu

Show Backstage Open the File menu
Click File

Show Task Timeline

Show the Task/Timeline panel
Panel

Show Multimedia

Catalog Show the Multimedia Catalog

Show Calculation Show the Calculation Panel

Panel

Focus Outline Focus on the Outline

Focus Timeline Focus on the Timeline

Focus Gantt Focus on the Gantt chart

Task Information Open the Task Information dialog

Project Information View and modify the global project settings

Project Calendars View and modify the project calendars

Project Resources View and modify the list of all the resources available for the project

Other editing and navigation commands

Speech command Description

Capture Capture text and images and place them on the selected branch
Home

Select Root Select the root of the map

Begin Edit

Edit Label .

Edit Branch Edit the selected text

Edit Name

End Edit Leave the editing mode
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Delete Delete the selected element
Undo Undo the last action performed
Redo Redo the last action undone
Collapse Collapse the selected branch
Expand Expand the selected branch
Left Go left

Right Go right

Up Go up

Down Go down
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Touch Mode

Working in Touch Mode

MindView supports touch screen technology and includes a number of features that increase user
friendliness when using the application on a computer with a touch screen. You can access these
features by switching to Touch Mode.

5? The default setting in MindView is Mouse Mode.

& Switching to Touch Mode

# Click the Touch/Mouse Mode icon on the Quick Access Toolbar, and select Touch in the
submenu.

If the command is not visible on the Quick Access Toolbar, customize the toolbar to show it.
See "Setting up your workspace" for more information on how to do this.

The user interface switches to Touch Mode.

s i o

Sabrjoed
Tk elpmerios
[

Features in Touch Mode
The following features are available in Touch Mode:

Zoom

You can zoom the mind map using two fingertips.
& To zoom in, place two fingertips close together on the touch screen, and drag them apart.
® To zoom out, place two fingertips apart on the touch screen, and move them together.

Pan
You can pan your mind map using two fingertips.
# Place two fingertips close together on the touch screen, and drag them sideways.
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Context menu access

You can tap with two fingers on branches and other mind map elements to open a context menu
with relevant commands.

Ribbon Touch mode

The ribbon is larger than in Mouse Mode, making it easier to accurately hit the icons with your
fingertips.

5@ This setting differs from the simplified user interface in that all icons are still visible but are larger.
This makes the workspace slightly smaller; when not working on computer with a touch screen it is
therefore advisable to work in Mouse Mode. For more information on switching to the simplified
interface, see "Setting up your preferences".

Switching back to Mouse Mode

# Click the Touch/Mouse Mode icon on the Quick Access Toolbar, and select Mouse in the
submenu.
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The reference section contains a description of the following MindView features:
& Properties

These topics give a full description of the properties applicable to each of the MindView
elements, such as the view itself, the root, the branches and the various objects.

# Shortcuts
This topic lists all the keyboard shortcuts provided by MindView.

Properties

Overview

|i| The Properties dialog shows the properties of the MindView element currently selected, for
example the root, a branch or a floating comment. If nothing is selected the properties of the current
view are shown.

You can use the Properties dialog to make fine-tuning changes to these elements, as described in
"Using the Properties dialog."

Q Rather than applying properties one by one to enhance the visual aspect of your branches, it is
normally easier to use the Format tab shown at the right of the ribbon when the branch is selected.
Using this tab, you can apply branch shapes, branch colors and other coordinated attributes in one
step. Similarly, the Design tab lets you apply predefined layouts and styles to the entire map in one
step.

The topics of this section describe in detail the properties shown in the Properties dialog for the
various MindView elements.

Notes:
s |f the Properties dialog is not visible, choose View | Show/Hide | Panels | Properties to open
it.
® The properties described are not always applicable to all views. The Properties dialog only lists
the properties applicable to the selected element in the current view.

View

View properties: General tab

When you click the workspace (in other words away from the root or any branch), the following
properties are shown in the Properties dialog.

Properties - I X
ﬂ General Branches Branch Dataﬂ
Page Color [ ]

Word Wrap Text d

Page Color: Click the small rectangle to choose a new color for the workspace.

Word Wrap Text: Check this box 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.

Show Duration Bars: (Timeline view only) If you have entered both a start time and an end time for
a particular event, you can use this property to show the duration of the event as a bar below the
time axis.
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Show Bar Text: (Timeline view only) Check this box to display the label of each branch at the end of
the corresponding bar on the timeline. This option is only available for timeline designs showing
duration bars under the time axis.

Show Title: (Timeline view only) By default, the timeline displays the root name as title, or, if you are
focusing on a particular branch, the name of that branch. You can use this property to change the
title position or to remove the default title altogether.

Show Time Breaks: (Timeline view only) You can use this property to replace any 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.

Critical Path Color: (Gantt view only) Click the small rectangle to choose a different color for the
tasks highlighted when viewing the project's critical path (to display the critical path, choose Gantt
Tools | View | Show Critical Path).

Today's Date Color: (Gantt view only) Click the small rectangle 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 Tools | View | Show Today's Date).

Task Bar Height: (Gantt view only) Enter a value between 1 and 40 to set the height of all task bars
in the Gantt chart.

Summary Bar Height: (Gantt view only) Enter a value between 1 and 40 to set the height of all
summary bars in the Gantt chart.

Milestone Bar Height: (Gantt view only) Enter a value between 1 and 40 to set the height of all
milestone bars in the Gantt chart.

View properties: Branches tab

The Branches tab of the View properties dialog allows you to define default properties for the
branches of your map.

Properties - I
ﬂ General- Branches EBranch Data ﬂ
Vertical Branch Gap 30
Horizontal Branch Gap 20
Show Branch Connections  [v
Aute-Layout d

Vertical Branch Gap: This value represents the vertical spacing between each set of branches. The
default value depends on the view used.

Horizontal Branch Gap: This value represents the horizontal spacing between each set of
branches. The default value depends on the view used.

Show Branch Connections: This box is checked by default. Uncheck it if you do not want branch
connections to be visually represented on your map. See "Creating branch connections" for more
information.

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 unchecking this box to disable the auto-layout mode. See "Moving a branch" for more
information.

View properties: Branch Data tab

The Branch Data tab of the View properties dialog allows you to define the default properties of the
branch data shown on the branches of your map.

The branch data is the block of data that may be displayed below particular branch labels on your
map (containing for instance task details, timeline information or calculation values).
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Properties o DL
ﬂ General Branches- Branch Data ﬂ
Fill Type Solid [~
Fill Colorl [ ]

Outline Color -

Cutline Width 1

Text Coler -

Bold [

Ttalic [

Font Mame Arial |z|
Font Size 7

These properties behave in the same way as the properties of the branch itself. For more
information, see "Branch properties: General tab" and "Branch properties: Text tab".

Root

Root properties: General tab

When you select the main root or any other root contained on your map, the following properties are
shown in the Properties dialog.

Properties - I X
ﬂ General Text ﬂ
Text Subject

Fill Type Gradient E
Fill Color1 B

Fill Color 2 ]

Fill Mode Horizental |E|
Outline Celor [

Outline Width 1

Task Active v

Text: This property shows the label of the currently selected root. You can edit it or enter a new label
by typing in the input field. If you have split a long label on several lines by pressing Ctrl + Enter at
the end of each line when creating the branch (rather than let the label wrap automatically), this field
will not be editable and will only contain the first line of the label.

Fill Type: Choose the fill type required for the space enclosed by the root outline.
Fill Color 1: Click the small rectangle to choose a new fill color.

Fill Color 2: This property only appears if you have chosen a gradient fill type. It lets you choose the
end color for the gradient.

Fill Mode: This property only appears if you have chosen a gradient fill type. It lets you choose the
direction of the gradient.

Outline Color: Click the small rectangle to choose a new outline color.
Outline Width: This value defines the width of the outline.

Task Active: (Gantt projects only) 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.

Root properties: Text tab

The Text tab of the Root properties dialog allows you to define all the properties related to the root
label.
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Properties ot L

ﬂ General Text
Font Mame Verdana
Font Size
Bold
Italic
Underline
Strikethrough
Text Highlight Color
Text Color
Alignment Center |E|

A= x

|:||:|_IT|_I?IE

Font Name: Click this field to choose a new font for the label.

Font Size: Use this field to specify the font size.

Bold/Italic/Underline/Strikethrough: Check the relevant box to enable the corresponding effect.
Text Highlight Color: Click the small rectangle to choose a new color for the label background.
Text Color: Click the small rectangle to choose a new color for the label.

Alignment: This property lets you right-align, left-align or center the label within the root shape.

Root properties: Picture tab

The Properties dialog of the root only contains a Picture tab if you have inserted a branch picture on
the root. The Picture tab allows you to define the properties related to the branch picture.

Properties w 0 X
ﬂ General Text~ Picture ﬂ
Picture Mame Graph-piechart.png

Path C..EGraph-piechart.pnglIl
Width 114

Height 54

Aspect Ratio v

Opacity 100

Include in Export v

Picture Name: By default, this field shows the name of the picture file. You can however replace it
with a name of your choice.

e [f 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.

Path: This shows the path of the picture. Enter a new folder and/or file name or click the Browse
button -] to choose a different picture.

Width: This field shows the current width of the picture. You can resize the picture by entering a
different value.

Height: This field shows the current height of the picture. You can resize the picture by entering a
different value.

Aspect Ratio: This box is checked by default. Uncheck 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.
To reset the picture to its initial size, uncheck the box and check it again.

Opacity: By default, this field has the value 100, which means that the picture is 100% visible. You
can give it a transparency effect by entering a lower value, thereby decreasing its opacity. The value
1 means that the picture is completely transparent.
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Include in Export: This box is checked by default. Uncheck it if you intend to export your map to
another format (HTML, Word and so on) but do not want the branch picture to be exported.

Branch

Branch properties: General tab

When you select a branch or sub-branch on your map, the following properties are shown in the
Properties dialog.

Properties - I

=
ﬂ General Text ﬂ

Text Proposal

Fill Type Solid [~
Fill Colorl
Outline Color
Outline Width
Line Color
Line Width
Boundary

i

=
(¥, ]

Boundary Fill Type
Boundary Fill Colorl
Boundary Outline Color
Boundary Outline Width
Boundary CQutline Roundnes: 8

MUET

Boundary Outline Dash Style Solid [~
Include in Export [
Task Active d

Text: This property shows the label of the currently selected branch. You can edit it or enter a new
label by typing in the input field. If you have split a long label on several lines by pressing Ctrl +
Enter at the end of each line when creating the branch (rather than let the label wrap automatically),
this field will not be editable and will only contain the first line of the label.

Fill Type: Choose the fill type required for the space enclosed by the branch outline.
Fill Color 1: Click the small rectangle to choose a new fill color.

Fill Color 2: This property only appears if you have chosen a gradient fill type. It lets you choose the
end color for the gradient.

Fill Mode: This property only appears if you have chosen a gradient fill type. It lets you choose the
direction of the gradient.

Outline Color: Click the small rectangle to choose a new outline color.
Outline Width: This value defines the width of the outline.

Task Name Color: (Gantt view only) Click the small rectangle to choose a new color for the task
name displayed after the task bar.

Task Resources Color: (Gantt view only) Click the small rectangle to choose a new color for the
task resources names displayed after the task bar.

Bar Height: (Gantt view only) Enter a value between 1 and 40 to specify the height of the selected
task bar in the Gantt chart.

Bar Hidden: (Gantt view and Timeline view only) 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.

Line Color: Click the small rectangle to choose new color for the line connecting the branch to its
parent branch.
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Line Width: Enter a value between 1 and 5 to specify the width of the line connecting the branch to
its parent branch.

Boundary: Check this box to show a boundary around the branch and all its sub-branches.
The next fields only appear if you have checked the Boundary property.

Boundary Fill Type: Choose the fill type required for the space enclosed by the boundary.
Boundary Fill Color 1: Click the small rectangle to choose a new fill color.

Boundary Fill Color 2: This property only appears if you have chosen a gradient fill type. It lets you
choose the end color for the gradient.

Boundary Fill Mode: This property only appears if you have chosen a gradient fill type. It lets you
choose the direction of the gradient.

Boundary Outline Color: Click the small rectangle to choose a new color for the boundary outline.
Boundary Outline Width: Enter a value between 1 and 5 to define the width of the boundary.

Boundary Outline Roundness: Enter a value between 1 and 50 to define how rounded the corners
of the boundary should be.

Boundary Outline Dash Style: Click the down arrow to choose a style for the boundary.

Include in Export: This box is checked by default. Uncheck it if you intend to export your map to
another format (HTML, Word and so on) but do not want the branch and all its sub-branches to be
exported.

Task Active: (Gantt projects only) 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.

Branch properties: Text tab
The Text tab of the Branch properties dialog allows you to define all the properties related to the
branch label.

Properties - I

=
ﬂ General- Text ﬂ
Font Mame Verdana IEI
Font Size
Bold
Ttalic
Underline
Strikethrough
Text Highlight Color
Text Color
Alignment Center IEI

|:||:|_IT|_ITIE

This tab is identical to the Text tab of the root. See "Root properties: Text tab" for more information.

Branch properties: Picture tab

The Properties dialog of a particular branch only contains a Picture tab if a branch picture has been
inserted on the branch. The Picture tab allows you to define the properties related to the branch
picture.
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Properties - I X
ﬂ General Text~ Picture ﬂ
Picture Mame Graph-piechart.png

Path C.\Graph-piechart.png [ - |
Width 114

Height 54

Aspect Ratic v

Opacity 100

Include in Export O

This tab is identical to the Picture tab of the root. See "Root properties: Picture tab" for more
information.

Branch Data

Branch data properties: General tab

When you select the block of data displayed below a particular branch label on your map (such as
task or timeline information, or again calculation values), the following properties are shown in the
Properties dialog.

Properties - 0 X
ﬂ General ﬂ
Fill Type Solid [~
Fill Colorl [ ]
Outline Celor [
Outline Width 1
Text Coler -
Bold [
Ttalic [
Font Mame Arial |E|
Font Size 7

These properties behave in the same way as the properties of the branch itself. For more
information, see "Branch properties: General tab" and "Branch properties: Text tab".

Text note

Text note properties: General tab

When you select a text note in the Object list of a branch, the following properties are shown in the
Properties dialog.

Properties - I X

ﬂ General ﬂ
Marme The chairman has...
Include in Export d

Name: This shows the default name of the text note. You can edit it or enter a different name to help
you identify the text note.

Include in Export: This box is checked by default. Uncheck it if you intend to export your map to
another format (HTML, Word and so on) but do not want the text note to be exported.
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Floating comment

Floating comment properties: General tab
When you select a floating comment on the workspace, the following Properties dialog is shown.

Properties - I X
ﬂ General Text ﬂ
Text Project completion estimate
Fill Type Gradient [~
Fill Colorl [ ]
Fill Color 2 ]
Fill Mode Horizontal |E|
Outline Color |:|
Outline Width 1
Line Color ]
Line Width 1
Show Icon [
[w

Include in Export

Text: This shows the contents of the comment. You can edit it by typing in this field.
Fill Type: Choose the fill type required for the space enclosed by the comment outline.
Fill Color 1: Click the small rectangle to choose a new fill color.

Fill Color 2: This property only appears if you have chosen a gradient fill type. It lets you choose the
end color for the gradient.

Fill Mode: This property only appears if you have chosen a gradient fill type. It lets you choose the
direction of the gradient.

Outline Color: Click the small rectangle to choose a new color for the frame surrounding the
comment.

Outline Width: Edit this field to increase or decrease the width of the frame surrounding the
comment.

The next properties only appear if the floating comment is connected to a branch.

Line Color: Click the small rectangle to choose a new color for the line connecting the comment to
the branch.

Line Width: Edit this field to increase or decrease the width of the line connecting the comment to
the branch.

Show Icon: This box is checked by default. Uncheck it to prevent the display of the pin icon on the
left side of the comment field

Include in Export: This box is checked by default. Uncheck it if you intend to export your map to
another format (HTML, Word and so on) but do not want the floating comment to be exported.

Floating comment properties: Text tab

The Text tab of the Floating comment properties dialog allows you to define all the properties related
to the comment text.
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Properties v 0 X

ﬂ General-” Text ﬂ
Font Mame Arial |E|
Font Size
Bold
Ttalic
Underline
Strikethrough
Text Highlight Calar
Text Color
Text Wrap Width 200
Alignment Center |E|

IDTTTT“

Font Name: Click this field to choose a new font for the comment.

Font Size: Use this field to specify the font size.

Bold/Italic/Underline/Strikethrough: Check the relevant box to enable the corresponding effect.
Text Highlight Color: Click the small rectangle to choose a new color for the comment background.
Text Color: Click the small rectangle to choose a new color for the comment text.

Text Wrap Width: This defines the length of text that can be typed before wrapping onto the next
line.

Alignment: This property lets you right-align, left-align or center the text of the floating comment
within its frame.

Floating picture

Floating picture properties: General tab

When you select a floating picture on the workspace, the following properties are shown in the
Properties dialog, provided that the floating picture is connected to a branch. If the floating picture is
not connected to any branch, the Properties dialog only shows the Picture tab.

Properties w I
ﬂ General Picture ﬂ
Line Color ]

Line Width 1

Include in Export O

Line Color: Click the small rectangle to choose a new color for the line connecting the floating
picture to the branch.

Line Width: Edit this field to increase or decrease the width of the line connecting the floating
picture to the branch.

Include in Export: This box is checked by default. Uncheck it if you intend to export your map to
another format (HTML, Word and so on) but do not want the floating picture to be exported.

Floating picture properties: Picture tab
Clicking the Picture tab of the Floating picture properties dialog shows the following dialog.
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Properties - 0 x
ﬂ General-” Picture ﬂ
Picture Mame Meeting.png
Path C:\Progr..\Meeting.png[ - |
Width 102
Height 60
Aspect Ratio d
Opacity 100

This tab is identical to the Picture tab of the root. See "Root properties: Picture tab" for more
information.

Attachment

Attachment properties: General tab

When you select an attachment in the Obiject list of a branch, the following properties are shown in
the Properties dialog.

Properties w I X
ﬂ General ﬂ
Text Company website

URL www,example.com
Export As Default |E|
Include in Export v

Name: By default, this field shows the name of the attached file. You can however replace it with a
name of your choice to help you identify the attachment.

If the attachment is a picture file, the name is also used as descriptive label when exporting to
HTML:

& |f 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.

Path: This shows the path of the attached file. Enter a new folder and/or file name or click the
Browse button -] to choose a different file.

Export As: By default, the attachment is exported in the format you define during the export
procedure for all attachments of this type. This property however gives you the option to export the
selected attachment in a different format. If for instance you choose during the HTML export
procedure to export all text attachments as buttons, you can override this choice for the selected
attachment, and choose instead to export it as a hyperlink.

Include in Export: This box is checked by default. Uncheck it if you intend to export your map to
another format (HTML, Word and so on) but do not want the attached file to be exported.

Hyperlink

Hyperlink properties: General tab

When you select a hyperlink in the Object list of a branch, the following properties are shown in the
Properties dialog.
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Properties w 0
ﬂ General ﬂ
Text MatchWare

URL http:/fwww.rmatchware.com
Export As Default |E|
Include in Export [

Text: By default, this field shows the name of the hyperlink. If you export your map, it is the text that
will make up the hyperlink. You can replace it with any other text as required.

URL: This shows the URL of the hyperlink. You can edit this field as required or enter a new URL.

Export As: By default, hyperlinks are usually exported as hyperlinks. This property gives you the

option to override this default export format for the selected hyperlink, and export it instead as a
button.

Include in Export: This box is checked by default. Uncheck it if you intend to export your map to
another format (HTML, Word and so on) but do not want the hyperlink to be exported.

Branch connection

Branch connection properties: General tab

When you select a branch connection in the Object list of a branch, the following properties are
shown in the Properties dialog.

Properties - 0 X
ﬂ General ﬂ
Mame Idea

Line Color ]

Line Width 1

Active Color -

Dash Style Solid [~
Include in Export v

Name: This shows the name given to the branch connection, which by default is the name of the
end branch.

Line Color: This defines the color of the branch connection. Click the small rectangle to choose a
new color.

Line Width: Edit this field to increase or decrease the width of the branch connection.
Active Color: This defines the color of the branch connection when hovered.
Dash Style: This field lets you choose between various line styles.

Include in Export: This box is checked by default. Uncheck 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.
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Keyboard shortcuts

The table below lists all the keyboard shortcuts provided by MindView.

Keyboard shortcut Description

Enter Add a new branch at the same level as the selected branch

Insert Add a new sub-branch to the selected branch

Shift + Enter Add a new branch just before the selected branch

Delete Delete the selected branch or element

Ctrl + Shift + Delete Delete the selected branch without deleting its sub-branches. The
sub-branches become attached to the parent of the deleted branch.

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 in the
map

Right Select the branch to the right of the currently selected branch in the
map

F1 Help

F2 Edit the name of the selected branch or the selected floating
comment

F3 Toggle Focus Mode on and off

F4 Resize the map so that it fits entirely in the workspace

F5 Read out aloud the selected branch, comment or text note
(AT Edition only)

F6 Apply branch focus to restrict the display to the selected branch

Ctrl + Shift + F6 Remove branch focus to display the entire map again

F7 Spellcheck the document

Ctrl + F7 Spellcheck the selected element

F8 Toggle between selected branch and Text Note editor

Ctrl + F8 Create a new text note

F9 Toggle Full Screen Mode on and off

F11 Insert or edit a pop-up comment on the selected branch

F12 Specify a start time for the selected branch

Ctrl + F12 Specify an end time for the selected branch

Ctrl + A Select all branches

Ctrl + F Find and replace text in document

Ctrl + N Create a new document

Ctrl + O Open and browse for an existing document

Ctrl + P Print the active document

Ctrl +S Save the active document

Ctrl+Z Undo the last action

Ctrl+Y Reverse the last Undo
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Ctrl +C Copy the selected data to the clipboard
Ctrl + X Cut the selected data to the clipboard
Ctrl +V Paste the data contained in the clipboard to the selected destination

Ctrl + Shift + C

Copy the formatting from one element to another with the Format
Painter

Ctrl + F6 Go from one open document to the next

Ctrl + Tab

Ctrl + F8 Open the Text Note editor to create a new text note

Ctrl + Up Move the selected floating image or floating comment up

Ctrl + Down Move the selected floating image or floating comment down

Ctrl + Left Move the selected floating image or floating comment left
Collapses the selected branch (Outline view only)

Ctrl + Right Move the selected floating image or floating comment right
Expands the selected branch (Outline view only)

Ctrl + Home Go to the first cell of the Outline (Outline view, Timeline view, Gantt
view)

Ctrl + End Go to the last cell of the Outline (Outline view, Timeline view, Gantt
view)

Ctrl +"+" Zoom in

Ctrl + mouse wheel

Ctrl +"-" Zoom out

Ctrl + mouse wheel

Shift + mouse wheel

Scroll the workspace horizontally

Shift + drag Navigate the mind map by panning the view within the workspace

Ctrl + Space Toggle Predictive Suggestions on or off when editing branch labels
or text notes

Ctrl+1 Show only the main branches

Ctrl +2,3,4 Show only two, three or four levels of branches

Ctrl+5 Show all levels of branches

Ctrl + Shift +"+" Expands the selected branch

Ctrl + Shift +"-" Collapses the selected branch

Ctrl + Shift + 1

Display the document in Mind Map view

Ctrl + Shift + 2

Display the document in Top Down view

Ctrl + Shift + 3

Display the document in Left/Right view

Ctrl + Shift + 4

Display the document in Timeline view

Ctrl + Shift + 5

Display the document in Outline view

Ctrl + Shift + 6

Display the document in Gantt view

Ctrl + F2 Link tasks (Gantt view only)
Ctrl + Shift + F2 Unlink tasks (Gantt view only)
Shift + F2 Open the Task Information dialog (Gantt view only)

Alt + Shift + Right

Indent the selected branch (Outline view) or task (Gantt view)

Alt + Shift + Left

Outdent the selected branch (Outline view) or task (Gantt view)
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