Learning Inspiration® for Pocket PC:
a Quick Start tutorial

Thistutorial isagresat starting point for learning how to use Inspiration® for Pocket PC.
Please plan on about 30 minutes from start to finish. If you're new to Inspiration and like
to learn while working on screen, this tutorial is for you. We have kept the information in
small, manageabl e sectionsto make it easy to learn the basics quickly. Before you know it,
you'll be using Inspiration to develop your own great ideas!

You use I nspiration the same way as most Pocket PC programs. For example, asyou work,
you use the stylusto drag objects and select text. You enter information using the stylus or
the keyboard. If you aren’'t comfortable doing these things, take a moment now and refer
to the user’s guide that came with your handheld.

Conventions we used

When you're asked to enter specific text, the text you type appears in bold. For example,
Careers. When referring to a symbol name or text you have already entered, it appearsin
italics, for example Careers. Commands appear in bold, for example, choose Save on the
File menu.

How we organized the tutorial

In the Inspiration tutorial, you follow a series of straightforward step-by-step instructions
to create adiagram, asimple visual representation of an idea. You also work with an
outline, atext-based, hierarchical display of the same idea.

Thetutorial is organized in three mini-lessons. They’re designed to be completed in order,
but you don’'t need to do them all at one time. Each mini-lesson introduces you to several
of the unique featuresin Inspiration. When you finish the tutorial, you will be ready to
create diagrams and outlines on your own.



Mini-Lesson One: Getting Started

In the first mini-lesson, you will learn how to do the following:
e Start Inspiration

» Usethetoolbars and menus

» Enter your main idea

» Draw symbols

» Usethe RapidFire® tool to enter a series of ideas
* Createlinks

» Add notes

» Select and move symbols

» Save and close a document

» Change the look of symbols and links

» Hide and show subtopics

* Hide and show the toolbar

» Change the view using the Zoom tool

Starting Inspiration

» Onyour handheld, go to the Programs screen. To start Inspiration, tap the I nspir ation
icon.
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A new untitled document opensin Diagram View.



Introducing Diagram View

Inspiration opensin Diagram View where you process, organize and prioritize information
visually. Key functions are available on the Diagram toolbar at the bottom of the screen.

The Main Idea symbol
provides a starting point
for your document.
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L Tap to hide or show the toolbar.

Entering the main idea or topic

When you open Inspiration, a symbol appears in the center of the screen, with the
placehol der text, Main Idea, selected. It's easy to get started—just enter atopic.

» Using your stylus or keyboard, enter the diagram topic, Careers.
Thisiswhat your diagram looks like now.

— Enter the main idea of the diagram
using your stylus or keyboard.
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Saving the document

You should save your work often so you don’t lose any changesif the handheld quits
unexpectedly. The first time you save, you enter a name for the document.

1. On the File menu, choose Save.
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Inspiration suggests a document name based on your main idea, Careers.

Inspiration suggests a document
name based on your main idea.
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2. Tap Saveto save the document.

Inspiration returns to your document. The title bar says Careers, and the Careers
symbol is selected.



Starting a link

It's easy to start alink. Select asymbol, and then tap any one of the symbol’s diamond-
shaped handles. You'll see alink arrow when you tap a handle.

» Tap the diamond-shaped handle at the bottom of the Careers symbol.
A flashing arrowhead appears on the handle.
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You can create alink to another symbol by dragging the arrowhead. Or, you can create
another symbol, and Inspiration will automatically create alink to the new symbol.

Drawing a symbol using the stylus

1. Below, and to the left of the Careers symbol, draw arectangle using the stylus.
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Inspiration creates a new, rectangle-shaped symbol. The link on the Careers symbol
automatically connects to the new symbol.

2. Select the new, rectangle-shaped symbol and enter I nterests.

Tip: To select asymbol, tap it. You know the symbol is selected when the selection
handles appear.
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Thisiswhat your diagram
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Using the RapidFire® tool to brainstorm ideas

The RapidFire® tool is great

original symbol.
1. With the Interests symbol

&

The RapidFireicon :I: appears in the symbol to show you the tool isturned on. You're

for brainstorming. You can use it to capture ideas as quickly
asyou think. A return enters each new idea as a separate symbol—connected to the

selected, tap the RapidFire button on the Diagram toolbar.

ready to begin adding idesas.
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... and then tap the J - When you see the RapidFire icon,

RapidFire button.

begin adding ideas.

2. Enter Writing, and then enter areturn.
3. Enter Poetry, and then enter areturn.

4. Enter Travel.



5. Toturn off RapidFire, tap the RapidFire button on the Diagram toolbar.

Inspiration creates three new symbols, one for each ideayou entered. All the ideas are
connected to the original idea, Interests. In the next steps, we will adjust the position of
the diagram so you can see al the symboals.

Adjusting the position of symbols in the diagram

You can select asymbol, and then drag it to anew position. You also can use the scroll bars
to adjust the diagram on the screen.

1. Usethe scrall barsto fit the diagram in the window. Tap E to scroll down. Tap 2]
to scroll to the | eft.
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2. Select the Poetry symbol, and then drag it up and to the left dightly.

3. Totheright of the Careers symboal, tap on the background of the diagram so no
symbols are selected.

Now the diagram looks like this.
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Adding ideas by drawing symbols

To add further detail to the diagram, you can continue to sketch out ideas. Inspiration
recognizes several basic shapes, including ovals and rectangles.

1. Totheright of the Interests symbol, draw an oval using the stylus.
Inspiration creates a new oval-shaped symbol.
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2. Enter Speak French.
Now your diagram looks like this.
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Changing the look of symbols

The Symbol Properties tool on the toolbar alows easy formatting of symbols.
1. Select the Careers symbol.
2. On the Diagram toolbar, tap the Symbol Properties button.

e



3. Onthelist, select Circle.
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The Careers symbol becomes acircle.

4. Drag the Careers symbol up. Use the scroll bars to adjust the view so you can see the
whole Careers symbol on the screen.

Now the diagram looks like this.
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Adding notes to your ideas

To expand on an idea, you can add a note to a symbol. Notes let you begin the writing
process by entering detailed information into the diagram.

1. With the Careers symbol selected, click the Note button on the Diagram toolbar.

&

2. Enter Research education, salaries and working conditions.
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Research education, salaries and

working conditions.
Enter your
notes ...
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3. To close the note tap OK.

... and then tap
OK to close the
note.

Tip: A Note Quick Control |=| appears on the symbol. To edit the note, tap the Note

Quick Control to open the note.

Hiding and showing subtopics

The Subtopic Quick Control makesit easy to hide and show a symbol’s subtopics.

1. With the Careers symbol selected, tap the Subtopic Quick Control =,

Inspiration hides the subtopics for the Careers symbol. Now the diagram looks like
this.
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y — To show hidden subtopics,
Careers>o tap the Subtopic Quick
Control.

2. Tap the Subtopic Quick Control I to show the subtopics again.



Zooming in and out
A variety of zoom options gives you the ability to fit more information onto the screen.

1. With the Careers symbol selected, tap the Zoom button on the Diagram toolbar.

@,

2. A menu of zoom options appears. Select 50% .
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Inspiration reduces the diagram to 50 percent of its size. Now the diagram looks like
this.
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Hiding or showing the toolbar

You can create alarger workspace by hiding the toolbar.

1. To hide the toolbar, tap on the menu bar.

Inspiration® for Pocket PC Quick Start Tutorial 11
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Now the screen looks like this,
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To show the toolbar, tap the J
button again.

2. To show the toolbar again, tap |+ on the menu bar.

Reading and editing text in reduced view

1. Toread or edit text that is reduced, select the symbol. The symbol’s text and Quick
Controls appear at the top of the screen.

When text is reduced, select the symbol. The symbol text and
If Quick Controls appear at the top of the screen.
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2. Tap the text at the top of the screen to edit it.



Inspiration magnifies the text in the symbol so you can read and edit it.
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3. Tap the Careers symbol again to select it.

Fitting the entire diagram on the screen
1. Onthe Diagram toolbar, tap the Zoom button.

@,

2. Onthe Zoom menu, select Fit to Screen.
Inspiration sizes the diagram so it fits on the screen.
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Connecting ideas using the Link Symbols tool

You use the Link Symbolstool to connect ideas and show relationships between symbols.
Though you can create links manually by tapping alink handle on a symbol, the Link
Symbolstool isespecially useful for creating multiple links or for working with adiagram
in reduced view.
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1. With the Careers symbol selected, tap the Link Symbols button on the Diagram
toolbar.

£

2. To create alink to the Speak French symboal, tap the Speak French symbol.
Inspiration creates alink. Now your diagram looks like this.
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With the Link Symbolstool turned on, you can continue creating links by selecting a
symbol, and then selecting the symbol you want to create alink to.

3. Toturn off the Link Symbolstoal, tap the Link Symbols button again.

Changing the look of your links
The Link Properties command allows easy formatting of links.

1. Select thelink you just created between the Careers symbol and the Speak French
symbol.

2. On the Diagram menu, choose Link Properties.
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To format the
selected link, choose
Link Properties on
the Diagram menu.

Symbol Properties...

Link Properties...
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File Edit

3. On the Style menu, select Auto-90.



4, Onthe Color menu, select Red.
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On the Style menu,
choose the link style.

Style: |Auto-90 -
Arrow Direction:
On the COIOF menu, Color:

choose the link color.
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5. Tap OK, and then tap on the background of the diagram so nothing is selected.

The selected link becomes ared link with a 90-degree angle. Now your diagram looks
like this.

Tip: If you can’t seethe angle in the link, drag the Careers symbol up to give the link
more room.
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Selecting and moving multiple symbols
Using the stylus, you can select and rearrange symbols and links.

1. To select the Interests, Poetry, Writing and Travel symbols, use the stylus to lasso the
symbols. Take care not to lift the stylus until you close the lasso where you began.
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The Interests, Poetry, Writing and Travel symbols are sel ected.

2. Using the stylus, drag the selected symbols to the lower left so the diagram looks like
this.
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Changing the look of multiple symbols

Selecting symbols using the stylusis also an easy way to format agroup of symbols. Let's
change the attributes of the selected symbols.

1. With the Interests, Poetry, Writing and Travel symbols selected, tap the Symbol
Properties button on the Diagram toolbar.

3



2. Select Symbol Properties.
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To change the look of selected i
symbols, choose Symbol Properties.

3. OntheFill Color menu, select yellow, and then tap OK.
Thefill color of the selected symbols becomes yellow.
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Go to a specific symbol in the diagram
You can quickly locate a specific symbol in your diagram.

1. On the Diagram toolbar, tap the Zoom button.

@,

2. On the Zoom menu, choose Go To Symbol.
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3. Inthelist, tap Interests, and then tap Go To.

Tip: Tofind asymbol inthelist, enter the first few characters of the symbol’stext in
the Symbol field at the bottom of the screen.

fF|mspiration 1.0 ¢} 4£ 10:26
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Inspiration centers the Interests symbol on the screen.
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Saving your document

1. On the File menu, choose Save.
2. If you have made changes to the document, Inspiration asks you if you want to save
changes. Tap Save.



Closing your document
You can close a document and continue to work in Inspiration.

To close a document:

1. On the File menu, choose Close.

If you made changes to the document, Inspiration asksif you want to save those
changes. Tap Save to save your changes and close your document.

The Inspiration main screen appears.

FiF|inspiration 1.0 ¢ 4 1027 €3

inspiration

Congratulations! You've completed Mini-Lesson One. You can take a break or continue to
the next lesson where you' [l work with ideas in Outline View.
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Mini-Lesson Two: Working with ideas in Outline View

In thislesson you' Il work with the diagram you created in the first mini-lesson. In this
lesson you will learn how to:

* Open an existing document
» Switch to Outline View

» Addtopics

» Select and move topics

» Change the prefix labels

Opening an existing document
To begin thislesson, we'll open the document we created in Mini-Lesson One.

1. On the Inspiration main screen, tap Open.

fiF|mspiration 1.0 ¢} 4£ 1027 €3

Inspiration

fi8|Inspiration 1.0 ¢% #(Z 10:43
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Docs | Templates | |Main Memory =
H Author Name
In the ||st, select |
- 5 John
the document you
want to open ...
... and then — open | [ Done |
tap open.
pop File Options E|A

The document opens with the Interests symbol selected.



Switching to Outline View

The integrated Outline View offers aframework for organizing and expanding ideas into
well-devel oped essays and reports.

Main Idea

- Careers
Research education, salaries __|
and working conditions.

w [ I Interests G

A. Writing |

B. Poetry
C. Travel |
11. Speak French

]

S == & W W B
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Adding topics

With the Interests symbol selected, tap the Outline View button on the Diagram
toolbar.

All symbols from the diagram appear astopics in the outline. Notestext is also visible
in Outline View.

Notes
Topic
Subtopics
Topic

You can add new topics to the outline, just as you added new symbols in Diagram View.
1. With Interests selected, tap the Add Topic button on the Outline toolbar.

—

Enter Volunteer work.

Tip: To select atopic, tap to the left of the topics prefix. The selection box around the
topic shows you when atopic is selected.

A new topic is added at the same level and below Interests.
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Now the outline looks like this.

hd Careers -
Research education, salaries
and working conditions.
- L. Interests
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Selecting and moving topics

It's easy to rearrange and organize ideasin Outline View. You can drag topics up, down, to
the right and to the left.

1. Tap to the left of the Speak French topic to select it.
2. Dragit up soitisdirectly below the Travel topic.

v Careers -
Research education, salaries
and working conditions.
- L Interests
A. Writing
B. Poetry
C. Travel
. I1. Volunteer work
To select a topic, — 777, Speak French B
tap to the left of

the prefix ...

-
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... and then drag it —
to the new location.

3. Now, drag the Speak French topic to the right so it is a subtopic of Travel.



Thisiswhat the outline looks like now.
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You also can use the Move Left and Move Right buttons on the Outline toolbar to change
the hierarchy of topics.

1. Select the Poetry topic.
2. Tap the Move Right button on the Outline toolbar.

Poetry becomes a subtopic of Writing. Now the outline looks like this.

v Careers -
Research education, salaries
and working conditions.

v I. Interests

A A. Writing _
| 1. Poetry
v B. Travel

1.Speak French
IL. Volunteer work L
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3. Tap the M ove L eft button to move the topic back to the same level asWriting.
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Now the outline looks like this.
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Changing the prefix labels

Prefix labelslet you list topicsin avariety of formats.

1. Onthe Outline toolbar, tap the Prefix button.

I
ﬁl

2. Select Alphanumerals.

:J_L}‘ Careers

v Careers
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A. Writing
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To change the prefix
labels, select a prefix
style in the list.



Now the outline looks like this.

b Careers
Research education, salaries
and working conditions.
¥  A.Interests
1. Writing
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[ 2.Poetry

bt 3. Travel
a. Speak French
B. Volunteer work
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Congratulations! You've completed Mini-Lesson Two. You can take a break or continue to

the next lesson where you'll learn some of the more advanced features of Inspiration.

If you want to take a break, close the Careers document by choosing Close on the File

menu. When Inspiration asks you if you want to save changes, tap Save.

Inspiration® for Pocket PC Quick Start Tutorial

25



Mini-Lesson Three: Completing and sharing documents

In thislesson you will return to Diagram View and continue working with the Careers
document you worked with in Mini-Lessons One and Two. In thislesson you will learn
how to:

» Switch to Diagram View

» Save adocument as atemplate

» Add apassword to a document

» Beam adocument from your handheld to another handheld

» Transfer adocument to aword processor

* Move adocument from your handheld to a desktop computer

* Move adocument from your desktop computer to your handheld

Switching to Diagram View

Because Outline View and Diagram View are integrated, you can switch between Diagram
View and Outline View at any time.

1. Select the Careerstopic.

3 |careers e o 10:47 €3
v Careers S
Research education, salaries —f—
and working conditions.
¥  A.Interests
1. Writing
2. Poetry
A 3. Travel
a. Speak French
B. Volunteer work L

The topic selected in
Outline View also will be
selected in Diagram View.
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2. To switch to Diagram View, tap the Diagram View button on the Outline toolbar.

Zo

3. Onthe Diagram toolbar, tap the Zoom button, and then select Fit to Screen.

The changes you've made in Outline View appear in Diagram View. Volunteer Work is
connected to the Careers symbol. Speak French is now a subtopic of Travel.

4. To make the link between Careers and Volunteer Work more visible, drag Volunteer
Work to the right.



Now the diagram looks like this.
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Saving a document as a template

You can save adocument as atemplate. If your handheld has an expansion card, you also
can save a document to an expansion card.

1
2.

On the File menu, choose Save As.

Enter the following:

e IntheFile Namefield, enter Careers Template.
* IntheAuthor field, enter your name.

On the L ocation menu, choose where you want to save the document (for example, on
your handheld or on an expansion card).

On the Format menu, choose Template.
Tap Save.
An untitled document opens based on the Careers Template you created.

On the File menu, choose Close to close the untitled document.

Opening a template

Now, we'll open the template you created.

1
2.

From the Inspiration main screen, tap Open.
On the Templates list, tap Careers Template.
An untitled document opens based on the Careers Template.

On the File menu, choose Save.
* |IntheFile Namefield, enter Careers.
* IntheAuthor field, enter your name.

On the L ocation menu, choose where you want to save the document (for example, on
your handheld or on an expansion card).

Tap Save.
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6. When Inspiration asks you whether you want to replace the existing Careers document,
tap Replace.

Adding a password to a document

When you save a document, in addition to adding an author name, you can add a
password. Only people who have the password can open, delete, beam or edit the
document. A password ensures other users won't accidentally delete a document in
situations where peopl e share handhelds. Let's add a password to the Careers document.

1. On the File menu, choose Save As.
2. Inthe Password field, enter ok.
The password can be up to 8 characters. You can use numbers and letters.

3. Tap Save.

4. When Inspiration asks you whether you want to replace the existing Careers document,
tap Replace.

Beaming a document to another handheld
You can beam a document on your handheld to another handheld.

1. On the File menu, choose Beam.

2. Follow any specific instructions (minimum distance, for example) for beaming a
document on your handheld.

3. Inthe Docslist, tap Careers, and then tap Beam.

fFiF|nspiration 1.0 ¢} £ 10:49

Docs | Templates | |Main Memory -

Fil= Name | Author Name
John

To beam a document —]

to another handheld,
select the document

you want fo beam ...

Beam|| Done|

... and then tap Beam. —
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4. Inthe Enter Password dialog, enter ok, and then tap OK.
5. When the beam is complete, tap Done.



Transferring a document to a word processor

After you create a document in Inspiration, you can finalize it in aword processor. The
Transfer To command automatically copies your work to TextMaker or Pocket Word.

1. On the File menu, choose Transfer to.
The name of the document appears in the File Name field.

2. OntheApplication menu, choose the word processor to which you want to transfer the
document.

7| nspiration 1.0 ¢ £ 10:49

File Name: |Career5 |

Application: [Pocket Word -]
Location:  [Main Memory -]
| Transfer | | Cancel |

File Edit Diagram Options E|A

3. Tap Transfer.

The document opens in the word processor where you can edit and format the
document.

Pocket Word 4 4z 1050 (D

reers
Research education, salaries and
wiorking conditions.
A. Interests

1. Writing

2. Poetry

3. Travel

a. Speak French

B. Volunteer work

New Edit View Tools T, E|A

4. Tap Done to close the document.
5. Toreturn to Inspiration, go to the Programs screen, and tap the Inspiration icon.
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Moving an Inspiration document to a desktop computer

You sync with ActiveSync to move Inspiration documents between your handheld and
desktop computer. If you are unfamiliar with syncing, take a moment to review this
procedure using the documentation that came with your handheld.

1. Follow the syncing procedure for your handheld.

2. On the desktop computer, start Inspiration 7.6 (or later)

3. Onthe File menu, point to Handheld, and then choose Open from Sync.
The Open Handheld Document: Inspiration dialog box appears.

. Select the handheld where you created the document.
. To open the document, select it in the list, and then click Open.

Select the handheld where you created the document.
Look it Iﬁ Product_iPa0 | j e =k B

Archive @Right Tree.ihf
@Assignment Flan.ihf @,Web.ihf

o b~

Careers.ihf

- @Cause and EFffect.ihf
a—t IB, Classification.ihf

Desktop IE, Comparison.ihf

m @, Concept Map.ihf
=

[# Goal Setting.inf

iy Daocurments @,Pro and Con.ihf
@,Problem Salving.ibf
@,Research Strateqgy.ibf

j |_ Open I
| Files of type: IInspiratio Handheld Dacumerts [ ikf] j Cancel |

] i

File: name: ICareers.i

Select the document you

... and then click Open. —
want to open. . .



6. Enter the password, ok, to open the document.
The document opensin Inspiration.

A Inspiration® 7.5 - [Handheld Document - Archive: Careers] = |EI|5|
@ File Edit Wwiew Text Symbol Link Effect Tools  Uklity  Window Help -|E|1|
- -

: g 3
Outline  RapidFire Craate Link Arrange Mote Hy perlink Speil Transfer |
[

« » v
@EI = o /,—on\\ |:|
Volunteer

ﬂ:l] CE:D Careers wrork

<>
pAS DI
e ® -

Interests '

o ¢ ol
~g® <L) Writing Travel
=&

100% 0 i 4] o Ll—l
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Moving a document from a desktop computer to your

handheld

It's also easy to move selected I nspiration documents on your desktop computer to one or
more handhelds. In the next procedure we will move the Careers document you just
opened.

To move a document from a desktop computer to a handheld:

1. Onthe File menu, point to Handheld, and then choose Save for Sync.
The Save for Sync dialog box appears.

x4
Select the handheld to

which you wantto | Praduct iPA0
Mew Handhelds
transfer the document.

Enter a name for
the document.

Save Az |MEEEE

' Document ¢ Template
T

Select the format you

want for the document. Seleot Al | Cancel | Save | |

To select all handhelds in — To save the document for the —
the list, click Select All. next sync, click Save.

2. Inthelist, select the handhelds to which you want to transfer the document.
To select all handhelds, click the Select All button.

In the Save As box enter a name for the document, Career s Two.
To save the document for the next sync, click Save.
Follow the syncing procedure for your handheld (or handhelds).

On the handheld, start Inspiration. On the File menu, choose Open and select Careers
Two in the document in the list.

Congratulations! You've completed the Inspiration for Pocket PC Quick Start tutorial. You
are now ready to use the power of visual learning to develop all of your great ideas!
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