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How does the SMART Board
interactive whiteboard work?

The SMART Board ™" interactive whiteboard is very easy to use. If you can use a computer, you can use an
interactive whiteboard.

The touch-sensitive display connects to your computer and projector to show your computer image. You
can control applications from the display with your finger, write notes in digital ink and save your work to
share later.



Getting started

How does the SMART Board interactive whiteboard work?

The SMART Board interactive whitehoard is touch sensitive and operates as part of a system that includes
a computer and a projector.

» The computer sends an image of an application to the projector
* The projector casts the image onto the interactive whiteboard

» The interactive whiteboard acts as both the monitor and input device, allowing you to control an
application by simply touching the interactive whiteboard

[t may help you to think of your interactive whiteboard the same way you think of your mouse or keyboard
~—itis an input device that enables you to control applications on your computer.

Safety tips
* You and your students should never look directly at the light beam from the projector. You (and your
students) should always take a step (or even two) sideways before turning to face the class.

« Tell your students not to touch the projector, as it can become extremely hot during normal operation

« Don't use a chair to increase a student’s reach. If your students can’t reach the top of the interactive
whiteboard, lower it. You may need to remount a wall-mounted unit to a lower position. If your interactive
whiteboard is mounted on a floor stand, lower it with the help of another adult.

+ Tell students not to run in the vicinity of the floor stand, as they may trip over the floor stand’s feet
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Your finger is your mouse

You can control applications an your computer from the interactive whiteboard. A
press with your finger on a SMART Board interactive whiteboard is the same as a click
with your mouse. You open an application the same way you do on your desktop
computer, but instead of using your mouse to select and open files, just press or
double-press the application icon with your finger.

Orienting the interactive whiteboard will ensure the cursor is aligned with your finger
press.

The SMART Pen Tray

The SMART Pen Tray consists of four color-coded slots for pen tools and one slot for the eraser. Each slot
has an optical sensor to identify when the pen tools and eraser have been picked up. You can write with the
pen tool or with your finger, as long as a pen slot is empty. The technology in the pen tray is smart enough
to know which tool was removed from its slot most recently. If you remove the eraser from its slot while you
are still helding a pen tool, the pen tray will assume you want to erase. The lights above the tool slots
indicate which tool was removed last.

The pen-tray buttons

The pen tray has at least two pen-tray buttons. One button is used to launch the On-Screen Keyboard. The
second button is used to make your next touch on the interactive whiteboard a right-click. Some interactive
whiteboards have a third button. The third button is used to access the Help Center quickly.

Pen-tray buttons

The pen tools

The SMART Board interactive whiteboard comes with four pen tools, which are black, red, green and blue,
and one eraser. Although you do not need to use the pen tools to write on your interactive whiteboard, they
do make writing more intuitive. Pick up a pen tool from the SMART Pen Tray and begin writing. To erase
your digital ink, remove the eraser from the pen tray and move it in a smooth motion over your notes. The
notes will disappear.,
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The On-Screen Keyboard

This on-screen, virtual keyboard eliminates the need for an attached physical keyboard, as you can use its
many views to enter typed text. There are several available keyboard views, including the Classic, Write,
Simple, Simple Capitals, Number Pad and Shortcut view.

To open the keyboard, press the SMART Board icon in the notification area and select Keyboard.
Alternatively, press the Keyboard button on your SMART Board interactive whiteboard pen tray.

Type or edit text in any application without leaving the interactive whiteboard.
Press the Keyboard button on the pen tray to launch the On-Screen Keyboard.
Classic view

Press the virtual keys to type text, then press the Send button to place the text into the active dialog box or
application. You can type into any application, whether it's Ink Aware or not.

nglish (United States) (E

Classic
Number Pad
Write
Shortrut
Simple
Simple Cay

Select a
view

Youcanusethe | Contact technical support

keyboard tc . Required fields
complete online

forms or fo 4TSt name * ;!KE"}‘ |

enter lext in any . i
application. |. Last name | ]
Phone * | ]

Please include courtry code andfor area code
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Preview pane
Press the double-arrow button to open the preview pane. When the preview pane is open, you can type an

entire word or sentence before sending any information to an application. When you are finished typing,
pressing the Send button will send your text to the active application.

Praview pane Double arrow button

o "

Simple views

Teachers who are teaching students who are just learning the alphabet, or who are not yet familiar with a
slandard keyboard layout, will appreciate the two simple views available — Simple and Simple Caps. In both
of these views, the letters are arranged in alphabetical order, followed by digits 0 through 9.

The right mouse button

Press the right mouse button on the pen tray to have your next press on the
screen recognized as a right-click.

A graphic in the bottom right of your screen will appear to remind you that your  ;
next press will be registered as a right-click.
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Orienting your SMART Board interactive whiteboard

Qrientation ensures your touch is registered

accurately when you are using the interactive s '®) O
whiteboard. '
If you are touching an icon and your cursor appears Pross contor of fargot ond refenss,

somewhere other than where you are pressing, try
arienting the interactive whiteboard. After orientation,

your cursor should appear wherever you are touching o : " & ©
the interactive whitehoard.

To launch the Orient function, press and hold the

keyboard button and the right mouse button

simuitaneously until the Orientation screen appears. | . - o

The Orientation screen

The Help button

If the pen tray features a help button, press it to launch the Help and Support for
Your SMART Board Interactive Whiteboard dialog box. The dialog box provides
one-touch access to information that will help you answer almost any question
relating to your SMART product.

About This Software

o Install Version: 10.0.124.0
Software Version: 10,0,120,0
16:21:52 Mar 27 2008
hetellectual Propsrty.

Contact Info
1.066.518.6791(toll-free Canada/Us) oo
1,403.228.5940(0ther countries) —g Actrate Software
Sam-6pm (Mountain time) Mon-Fri /"‘b
Fax: +1.403.806.1256 8
suppcrtésitarttech com

profsuppatt,
Intemnationa or i SMART Board




The Ready Light
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Your SMART Board interactive whiteboard includes a Ready Light that indicates the status of your

interactive whiteboard.

Not Jit The interactive whiteboard does not have power
Check the USB cable connections
Solid green The interactive whiteboard is successfully communicating with the

SMART Board software on the computer

Flashing green

The SMART Board driver isn’t installed. Or if it's installed, it isn’t running.
Verify that the driver is installed, and if it isnt, install it.

if the Ready Light continues to flash green, you may want to contact your
support representative for assistance

Solid red

The interactive whiteboard has power, but it is not communicating with the
computer

During the initial powering up or power reset, you will see the Ready Light
turn red for a moment

This brief red illumination is normal

Flashing amber

Occurs only when you are updating firmware using SMART's Firmware
Flashing Wizard

This is normal

Solid amber

Problem state

Try resetting the interactive whiteboard by disconnecting and then
reconnecting the USB cable at the interactive whiteboard end

Writing notes

Make notes or drawings by removing a pen tool from the pen tray and writing on the surface of the

interactive whiteboard.

The Digital Ink Layer

When you remove a pen tool from the pen tray, a border appears around your desktop, and the
Floating Tools toolbar launches. If it does not launch immediately, press the SMART Board "
icon located in the Windows Notification Area at the bottom right of your screen. Choose Show
Floating Tools... from the menu,




Getling started

The border indicates the Digital Ink Layer is in place, and you can write on the desktop just as you would
write on a transparent sheet. The Digital Ink L.ayer and its visible border remain in place until all pen tools
and the eraser have been returned to the pen tray and you touch the board.

Floating Clear Capture
writing writing

Tools toolbar Border

Close
A— Digital Ink
Layer

My Documents  Recycle Bin

I

SynchronEyes LInG Software
Student 7.0

Your first touch on the board, after returning all the pen tray tools, will bringup e -

a menu with options for capturing your writing. If you wish to hide this menu in | Savelnk
the future, click Ink Layer Options... and select the Close ink layer with

pointer checkbox.

Always Save Ink
Ink Layer Options..,

To save an image of the screen on which you were writing into a new Notebook Clear Irk

page, choose Save Ink. To clear the writing but keep the Digital Ink Layer in Close Ink Layer
place, choose Clear Ink. To remove the Digital Ink Layer and clear the writing,
choose Close Ink Layer.

Restoring your notes and drawings

If you accidentally clear your ink, you can restore your notes and drawings by pressing
the Click here to restore ink icon, located in the lower right of the screen. You can then Click here 1o
use the Capture writing button to save your notes. restore ink.
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If you do nat see the Click here to restore ink message or don’t reach it before it
disappears, press the Undo button in the Floating Tools toolbar to restore your notes

and drawings. Undo

buiton

Advanced feature — Capturing your notes and drawings

If you wish to capture a specific area of your screen, press the SMART Board icon located in the Windows
Notification Area at the bottom right of your screen. Choose Other SMART Tools > Screen Capture
Toolbar... from the menu {o launch the Screen Capture Toolbar,

Area Capture T e Freshand
button —® '—1@“ ] 1&' 3%:‘“1 | #—— Capture
il NRCE RN ) Wit | R button

SRR\
ga;@_tre to ngw page

Window Screen
Capture Capture
bulfon button

To capture an area of your desktop, follow these steps:

1 Press the Area Capture button on the Floating
Tools toolbar. The Area Capture tool will appear. |

2 Press on any corner of the area you wish to
capture and, continuing to press, drag the
selection box until it surrounds the entire area

3 Release your press and your selection will be
captured as a graphic into Notebook software. If
Notebook software is not already open, it will open automatically when you capture a portion of your
screen, Save your Notebook file by selecting File > Save,
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1 Name the three components required to operate a SMART Board interactive whiteboard.

2 How do you know when the interactive whiteboard is ready to be used?

3 Circle the pen-tray button that launches the On-Screen Keyboard.

4 Describe one way to begin the orientation process.

5 How do you right-click on the interactive whiteboard?

6 Name two ways to restore writing that was cleared when you closed the Digital Ink Layer.

11
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1 Name the three components required to operate a SMART Board interactive whiteboard.,

Interactive whiteboard
Computer
Projector

2 How do you know when the interactive whiteboard is ready to be used?

The Ready Light is a steady green.

3 Circle the pen-tray buiton that launches the On-Screen Keyhoard.

4 Describe one way to begin the crientation process.
Press and hold the keyboard button and the right-mouse button on the pen tray simultaneously.
5 How do you right-click on the interactive whiteboard?

Press the right mouse button on the pen tray to have your next press on the interactive whiteboard
recognized as a right-click.

6 Name two ways to restore writing that was cleared when you closed the Digital Ink Layer.

Press the Undo button on the Floating Tools toolbar,
Press the Click here to restore ink icon in the lower right of the screen.

12
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Hands-on practice: Basic functionality

Your school or company has just moved one of your SMART Board interactive whiteboards into a new room
because you were unable to access the Internet from the old location. You will be the first person to use it
in the new environment and will be showing everyone how to use it and the Internet together.

You have tearned through experience that whenever a piece of technology gets moved, it's a good idea to
test it before you deliver a lesson or presentation. The computer, interactive whiteboard and projector
appear to be working properly when you turn everything on. However, when you double-press the Internet
browser icon on your desktop, your cursor appears a few inches away from your finger press.

Orienting your SMART Board interactive whiteboard

You remember that when the projector or interactive whiteboard moves location, you should orient the
board. This action will tell the computer where the image of the desktop is being displayed on the surface
of the interactive whiteboard.

1 To orient the interactive whiteboard, press and hold the keyboard button and the right mouse button
simultaneously until the Orientation screen appears

Pen-tray bulfons

2 Begin the orientation process at the upper-left corner of the Orientation screen. Press your finger or
pen tool firmly on the center of each cross in the order indicated by the white, diamond-shaped
graphic.

O

The Crientation screen

NOTE: The point is registered when you remove your finger, not when you first touch the
Orientation screen.

13



Getting started

Testing basic functionality
It's a good idea to test the basic functicnality of your interactive whiteboard to ensure all the applications you

will be using to deliver your lesson or presentation are working properly.

1 Using your finger, double-press on the Intemet browser icon (e.g., Internet Explorer®) to launch the
Internet

2 Press the On-Screen Keyboard button on the SMART Pen Tray

3 Press once inside your Internet browser's address bar to select the website address

NoTE: The On-Screen Keybcard is a single point of contact. Touch-typing or keystroke combinations
are not possible.

5 Press the Go button beside your Internet browser's address bar

Address @_’] http: fwea, google,.com

14
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6 Pick up a pen tool from the pen tray. The Digital Ink Layer will appear, as shown by a visible border
around the desktop. The border indicates you can write on the desktop, and it remains in place until
you clase it or navigate to a different application.

4 Digital ink Layer
border

File Edit Wiew Favorites Tools Help

ack -

1 ddiE:S.‘: %@h&t}:!,ﬁmw wgoougle com

7 Using a pen tool, circle the browser's Back button

8 Return the pen tool to the pen tray, and touch the interactive whiteboard once. Choose Clear ink from
the menu to erase your ink. Press the Click here to restore ink icon at the bottom right of the screen
to bring the circle back.

Chick here to
restore ink.

You have now confirmed that you can clear your notes by touching the interactive whiteboard, then
restore your notes by pressing the Clear here to restore ink icon.

9 To ensure you will be able to capture and save important information for a future lesson or
presentation, launch the Screen Capture toolbar by pressing the SMART Board icon located in the
Windows Notification Area at the bottom right of your screen. Choose Other SMART Tools... >
Screen Capture Toolbar... from the menu.

10 Press the Area Capture button

Area Capture
butfon

Caphure to new page

15



Getting started

11 Press the interactive whiteboard and, without releasing pressure, drag the selection box using your
finger to outline the circle around your browser's Back button. Release your press to capture the
image to Notebook software.

NoTE: Notebook software will open automatically, and your notes and background will be saved to a
new Notebook page.

12 Clear the circle from your browser’s Back button

13 Select the unsaved Notebook file from the taskbar to view your captured image in Notebook software.
Select File > Save to save your notes for future reference.

16
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What is Ink Aware?

When software is Ink Aware, you can write and draw directly into the active file. For example, if you write a
note or draw something while using Microsoft® Word software, you can save your Word file and your notes
will be visible the next time you open it.

17



Woerking with Ink Aware applications

How do Ink Aware applications work?

Ink Aware applications recognize which area of the software is the active work area and which area is used
for buttons and tootbars.

Buttons and foolbars
area

MV\K )l\ware,

Which applications are Ink Aware?

Microsoft Word, Microsoft Excel®, OpenOffice Calc, OpenOffice Writer

COrelgRAW‘@, OpenOffice DRAW, Microsoft Imaging, orel® Grafigo™" 2, Microsoft
Paint®, ArcView, Autodesk™ DWF Composer 2.0, Volo® View Express

Microsoft PowerPoint®, Corel Presentations ™, Microsoft Office Live Meeting,
Microsoft NetMeeting® 2.0/2.1/3, OpenOffice Impress

AutoCAD®, AutoVue™ Professional, Microsoft Windows® Jou rnal, Microsoft Office
OneNote®, Microsoft Visio®, Adobe® Acrobat® Professional 6.0/7.0/8.0

This section will focus on the most commonly used applications ~ Microsoft Word, Excel and PowerPaint.

18
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Microsoft Word and Excel software

When using Word or Excel software with your SMART Board " interactive whiteboard, you will notice four
buttons. They may be integrated with the application toolbar or separated as a floating foolbar.

Save a screen
capiure in Notebook
software

Insert drawings or
writing as an image
directly info document

Convert writing as typed text
directly into document. Text wilt
appear at the cursor point in the
pen color used.

Automatically insert the
drawing as an image

If you do not see this toolbar, select View > Toolbars > SMART Aware Toolbar.

Before you press the button, the image is not part of
the Microsoft Word document. It can only be seen
on the interactive whiteboard.
S—— —

SMART #en Tray
The pen fray censists of
four color-caded slots for
pen tools and one slot for
the eraser,

Your finger Is your mouse
A press on a SMART Board
interactive whiteboard is the

Before you press the button, the image is not part of
the Excel software file. It can only be seen on the
interactive whiteboard.

5 1

i E 1
Expecteq costs

1 |[Budget requests

].ﬁ_o...-p.gjlj -
1000

3 | Technology upgrades

*rofessional developmant
Rescurce library
Staff hires

Press the button and the image becomes part of
the Microsoft Word document.

24 o e 2,
i

SMART Pen Tray
The pen fray consisls of
four color-coded slots for
pen tools and one slot for
the eraser,

Your ftinger is your imeuse
A press on a SMART Board
interactive whiteboard is the

e

Inserting s Jmags 10 Word...

Press the button and the text becomes part of the
Excel software file.

=
Triesal Drawdray os Trd
aliiah haLl Aisaeis

.1 iBudget requests Expected costs
$10,000,

3 |Techhology upgrades
Professional development
Resource ibrary

; | Staff hires
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Working with Ink Aware applications

Microsoft PowerPoint software

When you work with PowerPoint software in Normal view on an interactive whiteboard, you can save your
hand-written notes as images or text and save screen captures to SMART Notebook software, just as you
can when using Microsoft Word or Excel software. Ink Aware features can be accessed through the Aware
Floating Tools, which launches when you pick up a pen tool to write notes or make drawings. Note that you
will only see this toolbar when you are in Normal view.

Aware Floating Tools

Insert drawings or Converst your writing into "Save a screen
writing as an image typed text caplure to
SMART
Notebook
software

When you present with PowerPoint software on an interactive whiteboard, you can also save your notes as
images and save screen captures to SMART Notebook software. Ink Aware applications can be accessed
through the Slide Show toolbar, which launches when you enter Slide Show view. Note that you will only
see this toolbar when you are in Slide Show view,

Slide Show foolbar

=

i
i
&

R

Go {o the previolis  Open the Command menu  “Go fo the next
slide in your slide in your
presentation presentation

20



SMART Notebook soflware training for SMART Board users level 1 learner workbook

The Command menu
Press the center button on the Slide Show toolbar to launch the Command menu.

Save your notes directly
intc vour PowelPoint
presentation file

Capture an image of the current

slide to SMART Notebook software » Capture ko Notebook

Insert Drawing as Image €———

Dalete your notes from the page ~ ————————— Clear Drawing

.ﬁ.dd Blank Sllde Add an additional slide to your
+—————

e et presentation
Launch the PowerPoint Commands , PowerPOInt Cummands
submenu e
¢ Sektings 4—————— Launch the Settings submenu
Launch the Floating Tools toctbar »--—-_-——-mn» SMART Floating Tools :
: End Show €« Fndthe slide show
PowerPomt Commands submenu
Capture to Notel:uuok ]
g I 536 TR Skip 1o any slide in your presentation
Add Blark Slide
é l Make the screen black
Go ko Shide /l/
) BlackiUnblack Screen
Settings Print Slide «mmw Print the sfide on your default printer
SMART Floating Tools
'''''' Sl'zow PowerF‘mnt Menu
End Show |

Cpen the PowerFPoint software menu

Settings submenu

Capture ko Motebaok

iy @ I

i

Clisy Laravding

Add Blank Sfide Deselect to advance slides
- . - ¢ with a single press
PawetPoint Commands  #
s l Deselect if you don'f wish lo

save your drawings at the end

v Duuble~F‘réss to Advance
A1 ofthe show

SMART Floating Tools E v Save Drawing at End of Show
t v Transparent Toolbar e ) f toolb
End Show Er p s eselect for an opaque toolbar

21



Working with Ink Aware applications

SMART Floating Tools toolbar

The Windows Operating System taskbar and notification area are hidden when you are presenting a
PowerPoint software slide show. You can still launch the Fleating Tools toolbar by selecting SMART Float-
ing Tools from the Command menu.

Capture to Noteback,

IR

i e 1

Add Blank Slide

PowerPoint Commands

Settings b

End Showe
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1 Describe the function of each of the buttons on the Ink Aware toolbar that appears in Microsoft
Word scftware.

2 Describe how to insert digital ink as text into a selected cell of an Excel software spreadshest.

3 Describe how to save writing on a PowerPoint slide into SMART Notebook software when in Slide
Show view.

4 Describe how you would save your notes and drawings to PowerPoint software files,
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1 Describe the function of each of the buttons on the Ink Aware tooibar that appears in Microsoft
Word software.
» Insert as Image: Inserts notes as an image into the document or spreadsheet

+ Insert as Text: Converts notes into typed text and inserts them into the document or
spreadsheet

» Capture to SMART Notebook: Captures the visible active work area into SMART Notebook
software

+ Settings allows drawings to be automatically inserted into the document as an image

2 Describe how to insert digital ink as text into a selected cell of an Excel software spreadsheet.

To save digital ink as text, press the Insert as Text button on the Ink Aware toolbar

3 Describe how to save writing on a PowerPoint slide into SMART Notebook software.

Press the center button on the three-button Slide Show toolbar and select Capture to Notebook.
Both the slide and the notes will be captured as an image to SMART Notebook software.

4 Describe how you would save your notes and drawings to PowerPoint software files.

Press the center button on the three-button Slide Show toolbar and select Insert Drawing as
Image.

If you do not save your notes and mave forward to the next slide, you will be prompted to save
your notes when you end the slide show. This option can be deselected in the Settings submenu.
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Hands-on practice:
Ink Aware and Microsoft Word software in the classroom

Before you start
Before you begin your class, ensure that your computer is turned on and the SMART Board interactive
whiteboard is connected and oriented.

This hands-on practice assumes you have a basic understanding of the Microseft Windows operating
system.

Preparation
Create a short, two-question quiz. In a real-world example, you would open a quiz prepared in advance.

1 Gpen a blank document in Word

2 Type a mathematical equation using your computer's keybhoard — for example, 13 x 7 =. Press the
Enter key several times to give your students space to show their work.

3 Type Complete the following sentence with either "quick” or "quickly.” Press the Enter key twice, then
type When excited, she spoke very

Using Ink Aware in the classroom
Your class has just completed the quiz you created in Word. Now you would like to review the answers as
a group.

1 Use a pen tool from the SMART Pen Tray to demonstrate how to arrive at the correct answer on the
interactive whiteboard. Put the pen tool back in the pen tray, and press the Insert as Image button to
add the answer to your Word file.

CLASS QUIZ

Question 1
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2 Move 1o the next quiz question. Discuss with your class when to use the word gquick versus quickly in
the sentence.

3 Touch the interactive whiteboard to place the cursor at the end of the sentence

Question 2

Complete the following sentence with either “quick” or “quickly.”

YWhen axcited, she spoke very |

4 Use a pen tool from the pen tray to write the correct answer on the interactive whiteboard

Question 2

Complete the following sentence with either “quick™ or “quickly.”

VWhen excited, she spoke very
wicKly.

3

5 Press the Insert as Text button to convert the correct answer to text. The text will appear at the
cursor point in the pen color used.

Question 2
Complete the following sentence with either “quick” or “quickly.”

When excited, she spoke very quickly.

6 Save your document in Word. Now you can e-mail or print copies and distribute the answers to your
students.
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Hands-on practice:
Ink Aware and Microsoft Excel software in the office

Before you start
Before you begin your class, ensure that your computer is turned on and the SMART Boeard interactive
whiteboard is connected and oriented.

This hands-on practice assumes you have a basic understanding of the Microsoft Windows operating
system.

Preparation
1 Open a blank spreadsheet in Excel software

2 Type Hotel in cell AZ on your computer’s keyboard

3 Type Flight in cell A3

0001
4 Type 1000 in cell B3 T

Using Ink Aware in the office

Assume you and your colleagues are attending a conference in the near future. As a group, you prepared
a travel request outlining the anticipated expenses. This request will be presented to the accounting
department for approval.

1 One group member states the hotel will cost $150 per night. Press the cell in the spreadsheet to
highlight the cell in which the cost will be placed. Pick up a pen toel from the SMART Pen Tray and
write 750 on the interactive whiteboard.

Q0| =N &=

[T WY
PN oot |
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2 Another group member declares the corporate rate for the hotel is only $115 per night. Put the pen
tool back in the pen tray and press once on the interactive board to remove 750. Then, press the cell
in the spreadsheet into which the new cost will be placed. Write 175

dwojm|~Hmjo| | w

3 Press the Insert as Text button to add the hotel rate into the highlighted cell. Your text is inserted into
the spreadsheet and will appear in the pen color used.

4 Finally, your team lead suggests that you get a minimum of three price quotes for the flight. Circle the
flight cost in cell B3 and write Get quote. Press the Insert as Image button to insert your note as an
image into your spreadsheet.

olm|~| oo ra] =]

5 Save your spreadsheet as an Excel software file. Now you can update the travel request with your
group’s notes and e-mail it to the accounting department for approval.
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Hands-on practice: Using Microsoft PowerPoint software
on a SMART Board interactive whiteboard

Before you start
Before you begin, ensure that your computer is turned on and the SMART Board interactive whiteboard is
connected and oriented.

This hands-on practice assumes you have a basic understanding of the Microsoft Windows operating
system,

Preparation

Assume your supervisor has requested a brief presentation on the topic of productivity in the office. The
preliminary work on your presentation requires you to incorporate feedback and suggestions from your
colleagues. The final presentation will be presented to your supervisor,

A sample PowerPoint software file is available at www.smarttech.com/mediaftrainingcenter/
samplepresentation.ppt for this lesson. If this file opens in your Web browser, save it to your desktop and
then reopen it.

Alternatively, open an existing PowerPoint software presentation saved on your computer. The stepsin this
hands-on practice will still be applicable to you when using your own presentation with an interactive
whiteboard.

Presenting on an interactive whiteboard
1 Select View > Slide Show to begin your presentation. The Slide Show toolbar automatically appears
S0 you can navigate between slides.

2 Press the Next Slide button on the Slide Show toolbar to move forward one slide. Then press the
Previous Slide button to move back one slide.

Company Strategies Company Strategies
Bringing full productivity to your crganization Bringing full productivity te your organization
b==3% swer| & F SVART
Press fwice. A second press fo the right wili move Press twice. A second press fo the left wilf move
to the next slide. to the previous slide.

29



Warking with Ink Aware applications

3 Advance the slide show by pressing twice on the inferactive whiteboard, remembering to make the
second press 1o the right of the first

4 For emphasis, you want to draw your audience’s attention to the items listed on your PowerPoint
slide. Pick up a pen tool from the SMART Pen Tray and place a check mark beside each point as you
discuss it with your colleagues.

The Hidden Productivity Problem

»  What infrastructure do you
have at workstations?

1. Computers (/
2. Netwoark connections/
3. Software ,/

+ With these tools, people
stay productive

Yechnologies ..

5 After the discussion, you decide to remove the check marks. Return the pen tool to the pen tray and
touch the interactive whiteboard once with your finger to clear your notes.

6 Use the Slide Show toolbar, or press twice on the interactive whiteboard to advance to the next slide

7 Your colleagues take an interest in the statistics you referenced on your PowerPoint slide and ask you
to send them the source material. Record their request as a note to remind yourself to get back to
them later. Pick up a pen tool from the pen tray and write send source material.

The Hidden Productivity Problem

+ How long do people spend
away from their desks per
month?

» The average professional
spends:

— 40 hours in meetings and
presentations each
month*

— 7 hours in training each

month”  SEND SoRE MaATERIAL

CWe've Got to Start Meeting Like This {Mos Nalson} . of Labor (www.bls, gov)

8 Retum the pen tool to the pen tray
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9 Since you want to follow up on your note, but you don’t want to save it as a permanent part of your
presentation, press the Menu button on the Slide Show toolbar and select Capture to Notebook
from the drop-down menu. SMART Notebock software will open automatically and an image of your
PowerPoint slide with your written reminder will be inserted into a new SMART Notebook file.

» New SMART
Notebook file

Insert Dramng as Image
Clear Drawing
Add Blank Slide

PawerPoint Commands

Settings
SMART Floating Tools

End Show

10 Now that your reminder has been captured to SMART Notebook software, press once on the
interactive whiteboard to erase your note from your PowerPoint software presentation. Advance to the
next slide.

11 The next slide in your presentation requires feedback from your colleagues. Pick up a pen tool from
the pen tray, and record their suggestions.

Meetings That Work

+ What is involved in a
productive meeting?

| Time MaNAGEMENT

2. Derve PagriciPATION
By A MeEmBERS

3 ReLevanT Torks Fr
Discossion)

23 4 Frepaen Acenoa

A

12 Oops! After putting the pen tool back in the pen tray, you accidentally erased your notes. What if you
had wanted to save that information?

Before you pick up the pen tool again, press the Click here to restore writing icon that appears in
the bottom-right corner of the screen. Your notes will reappear on the slide.
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Meetings That Work

Capture to Motebook

+ What is involved in a
productive meeting?

I i i

Add Blank Slide

PowerPoint Commands

Settings
SMART Floating Tools

End Show

13 You are ready to end your presentation. Press the Menu button on the Slide Show toolbar and select
End Show from the drop-down menu. Select Yes in the SMART Aware message box to add your
notes to your PowerPoint software presentation.

14 Select File » Save to save your notes into your original presentation, or select File > Save As to save
to @ new PowerPoint software file, Close your presentation.

15 Now select the unsaved SMART Notebook file created earlier in the lesson. Select File > Save to
save your notes for future reference.
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What is SMART Notebook software?

SMART Notebook software is SMART’s interactive whiteboard software. Use it in the classroom to create
engaging and interactive lesson activities.
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Using Notebook software for the first time

To launch Notebook software, double-click the SMART Notebook icon on the deskiop. Or, click the ¢
Start button in the bottom left of your screen, and select Programs > SMART Board Software >
SMART Notebook. The Welcome fo Notebook Software screen will appear.

OQuick skart

Me Noteboolk File

Y

Qe Existing File é{ Control Panel

A

Start Confersrice $8y Charige Languages

Modules NB10 L TTTAprid

1T 4 VP-Welcorme4

When you click New Notebook File, a new file will open. Each new SMART Notebook file contains a work
area that can be filled with objects. You can add handwritten notes, typed text, graphics, clip art and Flash®
files to a SMART Notebook file. A key feature of SMART Notebook software is the ability to add as many

pages as you need to capture or display information,

work area
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SMART Notebook software menu bar

The SMART Notebook software menu bar provides access to many of the same tools and features found
on the SMART Notebook software toolbar, and some additional tools. Click on the menu item you wish

{o access.

Insert Format Draw rjelp 4— Menu bar

File + Open new or existing files
+ Save afile

+ Save As — save a file for the very first time, save g file with a new name or save the
file in a new location

« Save the current page as a Gallery item
+ Import a variety of file formats

« Export content to a variety of file formats

Print files or modify print settings

Send a file to a mail recipient as a Notebook file or a PDF

» Timed Saves — select how often you want your file to be automatically saved (itis a
good idea to set this to 15 minutes)

+ See a list of recently opened files

Edit * Undo or redo previous actions

» Clone, cut, copy, paste or delete selected objects or all objects on the page
» Edit a text object

» Select all unlocked or all locked objects on the page

» Clear or delete the current page

View + Change the current side tab view {(Page Sorter, Gallery, Attachments)
» Move to the next or previous page

» Launch the Screen Capture or Screen Shade tool

* Hide the side scrollbar

» Customize the toolbar

+ Change the view to full screen

+ Zoom to magnify or reduce your view of page contents

+ Show All Links

= Select the language SMART Notebook software displays

Insert » Add ablank page, a picture, a graphics file, a Flash file, a Flash video file or a Gallery
item. Add a link, a sound file or a table,
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Format

Change font styles (bold, underline, italic)

Set object properties (color, line width, line style, fill, transparency)
Lock object properties and position

Infinitely clone a selected object

Change the background color of a page

Create or set page themes

Set alignment guide defaults

Draw

Group, ungroup, flip or order objects

Select chjects

Access Pen, Creative Pen and Eraser tools
Create shapes and lines text

Select the fill tool

Select a default font face, size and color

Help

Access the SMART Notebook software Help file
Check for software updates
Participate in the Customer Experience Program

Access information about SMART Notebook software

36




SMART Notebook software training for SMART Board users level 1 learner workbook

SMART Notebook software toolbar

The SMART Notebook software toolbar provides access to a number of tools to help you work with your
Notebook file. By default, the toolbar appears at the top of the SMART Notebook page.

isplay the previous SMART | === | Inserta table
Notebook page
Display the next SMART Notebook
page

Insert a blank SMART Notebook page
directly after the active page

Open an existing SMART Notebook
file

Save your SMART Notebook file

Select any object on the page with your
finger or mouse

Write or draw on the SMART Notebook
page with the pen tool

Write or draw on the SMART Notebook
page with the Creative Pen tool

Erase digital ink on the SMART Noteboaok
page
Draw a line

Paste copied object(s) into a SMART
Notebook file

Undo the last action you performed

Create a shape

Draw a shape on the SMART Notebook
page with the Shape Pen

Redo the action you performed

Use the Magic Pen to zoom and spotlight,
or write in disappearing ink

Delete any selected object

current SMART Notebook page

Create a text-entry box for typing

Show/hide the Screen Shade on the g} Use the current fill effect to fill an object
Open Full Screen view A

Launch Dual Page Display EA Modify properties of a selected object
Y- | Launch the Screen Capture toolbar t Move the toolbar to the bottom of the
109 SMART Notebook page
-ﬁ Activate the SMART Document
. Camera

By default, the toolbar appears at the top of the SMART Notebook page. If you prefer, it may be more
convenient to move the toolbar to the bottom of the page. To do this, click the double-ended, vertical arrow
on the far right of the toolbar.

Move toolbar
too! t
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More toolbar choices
When you click on some toclbar buttons, you are offered more options for creating SMART Notebook

objects.

Fer tool y}
Line tool /

Shape
too!

Crealive
pen loof

Tex! tool A
o—

Eraser
ool
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Side tabs

There are four tabs on the side of the SMART Notebock interface, which are shown below on the right-hand
side of the work area. Click the double-ended horizontal arrow to move the tabs from one side of the work
area to the other. You can hide the side tabs from view when you have finished working with them by
selectling the Auto-hide check box.

Page Sorter tab

Page thumbnai Gallery tab

[
”~

SR A

Attachments tab

Properties tab

T BpT 251021 AR
Move tabs to
the other side
of the work
area.

increase the
width of the tab
display area.

Page drop-down
menu

work area

Add a page

Auto-hide check box Undo last action
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Click the Page Sorter tab to see a thumbnail image of each page in the SMART Notebook file, navigate to
a different page or reorder the pages.

Click the Gallery tab to access collections of SMART's custom pages, clip art, Flash animations and video
you can add to the SMART Notebook file.

Click the Attachments tab to add hyperlinks {o or attachments from other software applications to the file.

Click the Properties tab to format shapes, objects and text.

Page Sorter tab
Click the Page Sorter tab to see thumbnails of all the pages in the SMART Notebook file.

The active page is indicated by a second border around the thumbnail image and a
drop-down menu. Clicking another page in the Page Sorter tab area makes that page
active, and its contents are displayed in the work area. To change the page order, drag
and drop the thumbnail of the page into its new location.

The second
border indicates
the active page.
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Page Sorter drop-down menu

Clicking the drop-down menu on the active page presents you with eight aptions.

5&... SR G

4

Delete Page Dl

i
§ Clear Page Chri+L
3
% Irsert Blark Page  Ctri+M
"in 45 55AM Clone Page Ctrl+D
Rename Page
Screen Shade
Shr:\w F\II Lmks AII:+L
Add Page to Galler\,.f
Gallery tab

The Gallery in SMART Notebook software helps you quickly develop and deliver lessons
in rich graphic detail. Thousands of images, pages, videos, Flash files and entire SMART
Notebook files are organized into searchable collections that will allow you to create

attractive, reusable lessons.

Search by keyword

Click to view previous
search results

Click a collection, and fts
content will be displayed
in the lower Gallery
window.

$ English and Language Arts

} History

A-:Irmmstr;atlon and Evaluatic
Arts

Geography

Mathermnatics
People and Culture

[

Essentials for Educators
5417 items
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Finding Gallery content
There are two ways to find content in the Gallery. The search field at the top of the Gallery tab allows you
to search by keyword — much like using an Internet search engine. You can then browse the Gallery

collections by selecting a folder.
To search for ohjects in the Gallery using the search field, follow these steps:

1 Click inside the search field
2 Type a keyword related to the type of object(s) you are looking for
3 Click the search hutton to display your results

Click here to import
content info the My
Content area of the
Gaillery Collections.

] o 'map of africa

& SMART Learning Marketplace
; 2 My Content
% Online Essentials for Educatars
8 Themes
) & Essentials for Educators
4 Gallery Sampler
Search Results for map of africa |

Click the magnifying
glass fo view search
results in the lower
Gallery window.

. N 3
Search Results for map of
africa

14 items

Select a
thumbnail and
drag it to the
WOrk area.

Africa Cote d'Ivaire

Dem, Rep, of Djibouti
congo

[ ] Auto-hide
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Alternativeiy, you could browse through individual collections if you were looking for all the objects related
to a general topic, such as Geography.

¥ Administration and Evaluation
arts
English and Language Arts
i Geography [
W Flags
Landscape
Maps

Geography
844 iterns
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Objects in the Gallery

Objects are organized in the bottom area of the Gallery by
Pictures and Backgrounds, Interactive and Multimedia,
SMART Notebook Files and Pages, and Related Folders.

Double-clicking a folder thumbnail in the Related Folders
area will show all the objects contained within that folder.

Pictures and Backgrounds centains backgrounds and
objects such as graphics, photographs or text. You can drag
an object to the work area to use as part of a lesson or to
modify its properties, Drag a background to your SMART
Notebook to change the color and design of the page.
Backgrounds are recognizable by the folded edge in the
hottom-right corner and will always be inserted behind all the
objects already on the SMART Notebook page.

Interactive and Multimedia contains Flash objects, video
files and objects with sound attached. Objects from this folder
are used to add rich media content to a lesson or presentation.

Additional files and pages can be found in the Notebook Files
and Pages sections of the Gallery. SMART Notebook page
thumbnails are identified by the folded edge in the top-right
corner, SMART Notebook files are recognizable by the coil
binding on the left of their thumbnail images. Dragging a page
or SMART Notebook file to the work area will insert a new
Notebook page or series of pages directly after the active

page.

SMART Noteboak
Picture Background Page
e ’
: Lot !
[ Fw i
. = |
Flash object Audio clip Video cfip
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Comets
Constellstions
Earth from space

Galaxies

Mebulas

Satellites, spacecrafts [V]
FS O RO 2]

v

satellites, spacecrafts and
equipment

34 iterns

A higher Do the Hokey
opportunity Pokey

How NASA
creates miero,..
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Online resources

Click the SMART Learning Marketplace or Online
Essentials for Educators to access additional Gallery
content and open education resources from the Internet.

s
&l | Twpe sealch Lerms Fare
[ er e

@ SMART Learning Marketplace |2
& My Content
Online Essentials far Educatars These online resources require an active Internet

Themes connection and a Web browser.

Essentials far Educators

Lesson Activity Toolkit 1.0 The SMART Learning Marketplace is available by
Gallery Sampler -

“ subscription.

SMART Learning Marketplace

Download all of the digital
content you need from ane
onfine focation, You can search
for Marketplace content directly
frorm Motebook then simply click
and drag the files onto a
Netebaok page.

My Content

The My Content area is a Gallery collection reserved specifically for objects you have imported, captured
or created. It is a good place to store ohjects that you will use in multiple presentations. To add an item to
the My Content area, drag an item from the work area to the My Content area.

If you often use a particular page layout, you can store a SMART Notebook page as a thumbnail in the My
Content area. All the objects associated with the stored page retain their properties. To reuse the stored
page, drag its thumbnail from the My Content area to the work area.

You can also store an entire SMART Notebook
file in the My Content area. You might do this if
you want to give a presentation multipie times.
To launch a SMART Notebook file from the My
Content area of the Gallery, drag it to the work
area.

P2 A imagretisi

3 SMART Learning Marketplace \
w' {4 My Content
ok Grade 7a Science
A Grade 7b Seience
Grade 8 Science

3 24 Magneusm i)

o Grado 9 Math

To import other SMART Notebook files from
your computer, follow these steps:

£ .

"

Magnetisrm
A tems

1 Click My Content and click the page drop-
down menu arrow

2 From the drop-down menu, click Add to
My Content to launch the Add to My
Content dialog box

3 Browse to the file you would like to add
4 Click the file you would like to add
5 Click the Open button

Your file will appear as a thumbnail in the My
Content area of the Gallery.

N
electromagnel ey wave
diagram diagram

1K

.\' ~ leudspeaker maghete frold
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Attachments tab

Make your presentations and lessons more cohesive. The Attachments tab allows you to
link to supporting documents, software and webpages directly from your SMART
Notebook software file. The Attachments tab is also a good way to store documents or
websites in your SMART Notebook software presentation that you might want to use in
your lesson.

Toinsert a copy of a file, click the Insert button at the bottom of the Attachments tab, select Insert Copy of
File, and browse to the file location. Click on the file and click Open. If you drag a copy of file attachment to
your page, it will become an object with a paper clip icon in the bottom-left corner.

Quiz.doc

Government.notebook

@sMART education solutions

A file icon and a hyperlink icon as they
would appear on the work area r,

con e | dnsert

Ej:ﬁ.utb-hide BEoe E Insert Copy of File

o ‘ Insert Hyperlink
Insert Shortcut To File

When you have an attachment associated with your presentation, the appearance of the
Attachments tab changes to remind you the attachment is there.
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To enter an Internet address, click Insert Hyperlink, type the Internet address you would like to add and a
name to display on the SMART Notebook page. Click OK.

Hyperlink;

{ htt;:um:;’,l'educaticun.srﬁ;}-'.l:mtgcmiinm.ggrn i

Display Names;

{ SMART Education

[e oK J [ Cancel ]

There are also occasions where you may want to open a different software application, such as Microsoft®
Word or Excel® spreadsheet software, while remaining in SMART Notebook software. At these times, you
will want to insert a shortcut to a file. These files will usually be “executable,” that is, they end in .exe.

Sharing your SMART Notebook file

There are several ways you can share your SMART Notebook file with colleagues who are using SMART
Netebook software. The easiest way is to save your SMART Notebook file by selecting File > Save and
allowing others to browse to it.

You can also share your valuable content by selecting File » Export and save it as a webpage for Internet
users or anyone who does not have SMART Notebook software installed. The content can alsc be exported
as a series of image files or a PDF. Export your SMART Notebook file as a PowerPoint® presentation file if
you want to add transitions to your slides.

|File - Edit View Insert Format Draw Help

New Cerl+M :
. Open,.. cti+0
Import Chr4+1
E Yot Web Page...
Timed Saves, .. Image Files..,
Print Ctrl+P PF...
PowerPaint, ..

Send To »
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The Properties tab

To change the characteristics of an object, click the Properties tab. The properties shown
depend upon on the type of object you are working with at the time. The following section
details what can be altered in each property setting.

Remember, to select any object by clicking with your mouse, you must first click the Select toolbar
button.
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Change Fill Effects
You have many opliens when you change the fill color of an object. Two are shown beiow. You can fill an

object with a pattern or an image. You can atso change the transparency of an object.

Fill Effects J
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Change Text Style
When you click a text object and click the Properties tab, several Text Style options become available.

You can select the Font, the Size and the Font Style.

Click the drop-down arrow, or click the bold, italics, underling, superscript or subscript buttons.

Times New Roman

H
A

Welcome to Africa
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Change Line Style
When a line object is selected and the Properties tab is visible, you can change the color, thickness, style,
starting format and ending format of a line.

Line Style

FRLErERLAPANB NSRS b
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1 What are the four tabs in SMART Notebook software?

2 Describe how to move an object from one SMART Notebook page to another.

3 How do | add a blank page to SMART Notebook software?

4 Why would you change the location of the tabs or toolbar located in the SMART Notebook
software?

5 Why would you use the Attachments tab?
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What are the four tabs in SMART Notebock software?

Page Sorter, Gallery, Attachments, Properties

Describe how to move an object from one SMART Notebook page to another.

To move an object, drag it from the work area to a thumbnail in the Page Sorter.

How do | add a blank page to SMART Notebook software?

Press the plus sign button on the toolbar, or select the drop-down menu on the Page Sorter tab, and
select Insert Blank Page.

Why would you change the location of the tabs or toolbar located in the SMART Notebook
software?

Tabs: in the case of team-teaching, or depending on if the user is right or left-handed user
Toolbar: to make it the appropriate height for presenter or participants, or because it offers the ability
to see top of the workspace which may be otherwise covered

Why would you use the Attachments tab?

You might use the Attachments tab to link to files and webpages that you would like to reference
during a presentation or lesson. If the files or webpages are linked from the Attachments tab, your
presentation will be more cohesive because you will not need to spend time searching for the
appropriate file or program on your computer,
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Hands-on practice: Basics for SMART Notebook software

Launching SMART Notebook software
1 Launch SMART Notebook by double-clicking the SMART Notebook software icon on the desktop

2 If the Welcome fo Notebook Software window appears, click on New Notebook File

Editing text
3 Click in the work area, and type your name. Your name appears in Times New Roman font face, plain

style, 16 pt and black color.

Times Naw anan

\
Q‘l our Name

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\:\

4 Click the Properties tab and then click your name. On the Properties tab click Text Style. Change the
font, the size and the font style of your name.

'}

b 1
Your Nawe |

5 Click Line Style on the Properties tab. Change the color of your name. Click the Save icon on the
toolbar. Choose a name for your file, and click Save.

o —————

Yoy Name

6 Double-click the Add Page icon on the toolbar to add two more pages to your file
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7 Click the Page Sorter tab. You will see your two new pages. Page
three is now the active page, and it is empty. Your name remains on [
page one. Click the second page.

“Epr 2506 P

E

et S5 TR

Creating a line
8 Click the second page and select the Line icon on the toolbar. Draw a line in the work area.
9 Click the Properties tab and click the Select icon on the toolbar. Select the line you drew in the work
area. It is now the active object on the page.
10 Click Line Style on the Properties tab. Change the color, thickness, style, start shape and end shape
of your line. Click in the work area. Save your SMART Notebook file.

11 Click the Page Sorter tab and select page three.
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Creating a shape

12 Click the Shape icon on the toolbar and select the star shape from the subtooibar. Draw a star in the
work area on page three.

13 Click the Select icon on the toolbar. Click the Properties tab and select your star. Your star is an
active object on the page, and Fill Effects are active on the Properties tab. Change the fill color of
your star.

14 Click Line Style on the Properties tab. Change the color, thickness and style of the line border of
your star. Click in the waork area. Save your SMART Notebook file.

AT

Adding Gallery content

15 Click the Select icon on the toolbar and click the Add Page icon to add another page to your file.
Click the Page Sorter tab. Page four is now the active page.

16 Click the Gallery tab. In the Search window, type bean Search icon
plant, and click the Search icon, which looks like a
magnifying glass.

17 Click Related Folders and click on the Plants folder.
Click the arrow on the folder and choose Open.

SMART Learning Marketplace
¥ My Content
Online Essentials for Educators
4 Themes
Essentials for Educators
Lesson Activity Toolkit 1.0
5 Gallery Sampler )
$° ‘search Results for bean plant 2]

Search Results for hean

Plants

57



Basics for Notebook software

18 Click Pictures and Backgrounds. Choose one of the pictures, and drag it to the work area. Your
picture is now an active object.

Search Results for bean plant o
1 item

(;-.: ibean plant

i ﬂ; Biology
Cells
Food chains
Froguts
Human body
Life processes
Plants:{x)
] ;ﬁ Chernistry_

Plants
41 items

Arrowhead

20 Click the Page Sorter tab. Drag page four so it will appear immediately after page one. Save
your file.

NOTE: When you drag a page to a new location, a solid bar indicates the new position.

21 Share your results with your colleagues. Close SMART Notebook software by clicking File > Exit.
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What is an object?

All text, images, audio, video and multimedia are considered objects in SMART Notebook software. You
can change the properties of these objects to make your presentation more effective.
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Manipulating objects in SMART Notebook software

Anything placed inside the work area is considered an object. You can add an object to a SMART Notehook
page using any of the following methods:

» Typing text

+ Drawing or writing in the work area with a pen tool

« Creating a geometric shape with the SMART Notebook software toolbar drawing tools
* Inserting content from the Gallery, a computer, or the Internet

Modifying objects
Select any object on the SMART Notebook page to change its properties. Selected objects have two
handles. Use the solid handle to rotate the object and the clear handle to make it larger or smaller.

Click for the drop-down menu

Drag to rotale the object * i

Clone Chrl+D
Cut Chrl+%
Copy Chrl4+C
Paste Chrl4y
Delete Del

Infirte Clorer

1 A LT R T T 75 R T 0 W R R S

Link...
Sound...
Properties, .,

Drag to resize the object

D q— Drag fo resize the object
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Moving objects

To move an object from one page to another, ensure the Page Sorter tab is active and the Auto-hide check
box is not checked. Then click the object you would like to move and drag it to the appropriate page.

Drag from the active page (page one) fo page three.

Apr ST P

SRR R

13

ST

You can also move objects using the Cut and Paste commands from the drop-down menu and the menu
bar. Click the object to select it. From the object drop-down menu, click Copy if you want to keep the criginal
object, or Cut if you want to remove the original object. Click the page on which you want the object to

appear. From the drop-down Edit menu on the menu bar, click Paste.
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The Alignment Guides

The Alignment Guides allow you to control the placement of objects on your page, so objects can be placed
exactly where you want them to be. Click Format > Alignment from the menu bar to set the alignment guide
defaults.

{v]show guides For active objects

Show verticat page center guide

Show horizonkal page cérﬂ:er guide

[i5nap ohjacts to quides:

de color

oK g] r Cancel ] I Help J

T . Lines mark the center of your page

Click the Guide color box to change the color of the guide lines.
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Object drop-down menu
The object drop-down menu gives you one-click access to an object's properties.

Creates an exact copy of the object or objects next to the original object

Clone

Cut Removes the selected object from the SMART Notebook page and places it on the
clipboard

Copy Creates an identical copy of the selected object

Paste Places the object from the clipboard onto the SMART Notebook page

Delete Deletes the selected object

Check Spelling

Checks the spelling for the text object(s) selected

Locking Protects an object or an entire group of objects from editing. Choose between Lock In
Place, Allow Move, and Allow Move and Rotate.

Grouping Group two or more objects to act as one object. Select, change, move, delete and
resize a group as a single unit. To edit or resize the objects individually, ungroup
them.

Flip Flip an object either horizontally or vertically

Order Change the order in which objects are layered

infinite Cloner

Make unlimited copies cof an object on a SMART Notebook page. Select and drag the
object to create as many clones as required.

Link Link an object to a website, another SMART Notebook page, a file on a computer or
a file, such as a video clip or other multimedia element, residing in the Attachments
tab

Sound Aftach a sound file to any object

Properties Change the visual characteristics of any object you've created in SMART Notebook

software
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Object drop-down menhu

Clone Ctrl+D

Cuk Chrl+%
Copy Ctrl+C
Paste Chrl+y

CoraLgric

Flip

[

Infinite Cloner
Link...
Saund...
Properties..,

Locking objects
Locking an object allows you to protect the properties you have applied to it. The choices in the Locking
submenu allow you to determine the type of lock to use on an object.

- T

? Clare ChH+D

Cut Clrl+

‘ Copy Chrl4+C
Paste Chrl+y
Delete Del

| @ Unlock Cerl+)
Lock In Place Chrl+E
H Allaw Move
§ allow Move and Rotate
§_ Infinite Cloner
Link. .,
Sound, ..

Propertties. ..

Click the Lock In Place option to ensure the object cannot be altered or moved in any way.
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Click Allow Move to let you move an object, but not resize, rotate
or change any of the object's properties. You might use Allow
Move if you were creating a SMART Notebook file that would be
used to teach ordering, but wanted to ensure all the objects on
the page remain the same size.

Click Allow Move and Rotate to let you move and rotate an
object, but not resize it. You might use Allow Move and Rotate if
you created a SMART Notebook file with a puzzle component
and you wanted your students to arrange the puzzle pieces. You
can place the puzzle pieces wherever you wish on the SMART
Notebook page and rotate them to make the puzzle more
challenging — without worrying that participants might resize the
piece.

Unlock an object by doing the following:

Lock icon

1 From the menu bar, click Edit > Select All Locked Nodes. The Lock icon will appear on any objects

you have locked.
2 Click the Lock icon

3 Click Unlock from the menu. Alternatively, right-click an object — the Lock icon will appear with its lock

menu. Click Unlock from the menu.
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Grouping objects

Select two or more objects by hotding down your left mouse button and dragging your mouse diagonally so
the objects are surrounded by a selection box. You can also hold the Shift key down while you click each
of the objects you wish to group.

Click the drop-down menu from any of the objects and choose Grouping > Group.

Clone Chrl+D
Cuk Chrl+3
Copy Chrl+C
Paste Chrl+Yy
Delete Del

el .,

Group  Chr+G

ey iR

Flip
Order LI A

Infinite Cloner

Lirde...

Sraard, .

Properties.,.

If you want to separate the objects, select the grouped objects again and choose Grouping > Ungroup.
The Ungroup function will also break handwritten notes into individual pen strokes.
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Infinite Cloner

When you right-click on an object set to clone infinitely, the infinity symbol appears in the top-right corner,
and a text box with Infinite Cloner checked appears over the object.

foier Fosmns
v InFlnlte Cloner ‘%

The Infinite Cloner option in the object drop-down menu allows you to reproduce an object an uniimited
number of times, without having to click Clone repeatedly from the drop-down menu. You might use the
Infinite Cloner to teach counting or to present math problems.

M&JG—-—ﬂ Infinity symbol

Select, then press and drag an object to creale
an idenfical object.

Click Infinite Cloner from an object’s drop-down menu. Now, when you click and drag an object set to
infinitely clone, another identical object is created, You can continue to create clones of the cbject by
dragging it until you deselect Infinite Cloner.

To turn off the Infinite Cloner property, right-click the object, and click the Infinite Cloner box. The check
mark will disappear, indicating the Infinite Cloner is off.

A money exercise is an example of how the
infinite Cloner couid be used. The coins on
the right are set lo Infinite Cloner, The
students drag the correcl coins needed to
pay for the object.
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Flip objects

Click Flip from an object’s drop-down menu to flip an object either horizontally or vertically,

@

Clone

Up/Down

Order objects

You can change the order in which objects are layered by selecting Qrder from the drop-down menu.

To reorder an object one layer at a time, use the Bring Forward command or the Send Backward

command.

Cuk
Copy
Paste
Delete

ChriH-D
Chrl-%
Crl+C
Ctrl4-y
Del

O P B Y
Uik S

--------------------- T Locking

Order

Left/Right
UpjDowin

Infinite Cloner

Link...
Sound...
Properties...

To bring an object directly to the top layer of the page, use the Bring to Front command.

To send an object to the bottom layer of the page, use the Send to Back command.
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Adding links to objects

You can link an object to a website, another SMART Notebook page, a file on your computer or a file
residing in the Attachments tab. Click Link from an object’s drop-down menu, and choose the type of link
you would like to add to your object from the Insert Link dialog box.

H} Address;
g
!

We Rage ] .
s HiNk Type the Webs address, of copy and paste the UBL from your

T biowser

Page In this File

File: on this Computer

&

Current Ai_tér_:h[ﬁents

Launch. by clicking: () Corner icon - O Object

[ OK ,] [ Cancel}[ Help ]

You can choose to launch your link by clicking an icon at the side of the object or by clicking on the object
itself.

Link to a Web Page

Cnce the link is attached to the object, every time you click it your Internet browser will launch and display
the requested page.
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Link to a Page in this File
You might use this type of link when presenting a question. For example you could ask a question, then ask
a student to select from a set of objects representing potential answers.

The object containing the correct answer could link fo a reward screen. The objects containing incorrect
answers could link to a page that encourages the student to try again.

Select a page:

-~ First Page
Last Page
Mext Page
Previous Page
I__;.]--Page Titles

: -2; Page 2
i 3: Page 3
i #; Page 4

. File on this Sémpuﬁe

%

© Current Attachments.

Link to a File on this Computer

Link to a file stored on your computer that relates to your lesson or presentation. For example, you could
link to a Microsoft® Word or Excel® software file that contains information that qualifies a statement in your
SMART Notebook file.

| [ Brovse... |

D

| Current Attachments
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Link to Current Attachments
Link to a file you have stored in the Attachments tab.

]

Page in this File

Current Attachments

;i‘F.ile on this Computer

File

Mame
B

HistotyLessory, doc

Siee |

23K
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Handwriting recognition

If you have written something with a pen tool in SMART Notebook software, you have the option of having
your handwriting recognized and converted to text. This tool is primarily used when working on the
interactive whiteboard, but does have teaching applications when developing lessons on the computer.

Ta convert a handwritten word to text, click the object drop-down menu and choose your word from the list.

L'? Recognize "girl"
Recognize "girt"

R "gir1"
Recognize As 4 Ooofaoy
e - S
Recognize Shape )
frangais
Clone Ctrl4D o
cut ol italianog
Cu Ctr|+C nooe
PDpty Ctr|+'l.l' —
Dals I:E o r|+ Mederlandsy
e - ooKooy
Chect Spedling. English (United Kingdom)r
$ T porkugués {Portugal)r
: Locking 4 . s
esparfiol (Espafia)f
: Grouping 4 )
& : v Englishtt
i ' § Crcher %
O Infinite Cloner

Link. ..
Sound...
Properties. ..
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Shape recognition

Shape recognition works in a fashion similar to handwriting recognition. Shapes can also be recognized as
letters and numbers.

If you draw a shape with a pen tool, you ¢an go to the drop-down menu when the shape is
selected and then select Recognize Shape to convert it to a shape. You can also use the
Shape Pen from the SMART Notebook software toolbar to draw instant shapes.

PETSTETEY PP s

n_it

Recognize "o

Recognize "0"
Recognize "0"

Recognize o
fasasaamns wamwnnanan Recognize As .

it

Recognize Shape

Clone CErl4+D
Cut ChrH-¥

A Copy ChrH-C
Paste Ceri-y
Delete Del
ok Speling,
Locking ¥
R N k
Flip »
Crder »

Infinite Cloner

Link,..
Sound...
Properties..,
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Typed text

To add typed text as an object to the SMART Notebook file, simply type with a keyboard and press Enter
when you have finished.

The Fonts toolbar appears while you are typing or after you click the text object icon on the SMART
Notebook software toolbar and click on the work area. Use it to format properties, such as font, size, font
style, color, alignment, rotation, bulleted list, subscript, superscript, mathematical symbols and spell checker
options. You can also guickly change your font by clicking on one of the options in the text object submenu.

Tex!l object icon

Text object subments .y

Font size Font style

Font color Buileted fist

Font face

Check spelfing

[ Hpr Adal

Subscript or superscript

Alignment

Mathematical symbols

The Sedov equation {simple linear relationship)

RPXEF/p
Rotated text
. Bulleted list Q .
+ lion = Ty
e elophant 4= = e
» zebra e D
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-]
.
D |
N
r—f

Click Check Spelling from the drop-down menu to check the spelling of a text object.

SMART Notebook sofiware training for SMART Beard users level 1 learner workbook

Clone

]

uk

Copy
Paste

Delete

Check Speling. ..

Del

Ctrl+D
Chrl+%
Ctrl+C
Chrl+V

The Spelling Check dialog box will appear with a list of spelling suggestions if the spelling of the selected
text object is incorrect. Chose the correct spelling of the text object from the suggestions list, and click the
Change button to correct the misspelled word.

Ignore Once

Ignore Al

Add to Dictionary

Change

Obisckor

Dictionary Languags:

‘ English {American)

Change Al

Undo
Help

Close

il

When Check Spelling is turned on at the toolbar, make sure you tap the space bar at the end of the word.
This action indicates you are finished typing, and Check Spelling can begin.
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When you turn the spell checker on, incorrectly spelled words will appear underlined in red as you type.

i 3= % 5 A&
\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\
ée )J ekt Check Spelling is off Q

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\

§\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\ SN Q
E}O anel‘t 4 Check Spelling is o Q
N

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\

To spell check ali the text objects in your file, click on any one text object to select it, and from the drop-down
menu click Check Spelling .... SMART Notebook software will check the spelling of that word and then ask
if you wish to check the rest of the document. You are notified when spell check is complete,

Drawing tools
Use the drawing tools — accessible from the SMART Notebook

software toolbar — to create your own objects.

Pen and Eraser tools
Use your mouse to create objects with the Pen, Creative Pen or Shape Pen tools.

The same object drawn

with three different

pens: Pen, Creative

Pen, Shape Pen Part of the
Crealive too!
objsct erased by
the Eraser tool

The Eraser tool erases anything you have created with a pen tool. When you erase part of an object, the
properties of the remaining parts can be changed independently.
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Line tool

Press the Line button on the SMART Notebook software toolbar to draw straight lines. Select any line made
with the Line tool, and drag the end points to stretch it or change the angle. Hold down the Shift key white
pivoting a line, and the line will snap in place every 45°,

Shapes tool
Enhance any activity with the Shapes tool on the SMART Notebook software toolbar.

Create a shape

When you click on the Shapes icon, a menu of shapes will appear. Click on the shape you would like to use,
and position your cursor on the page where you would like to create the shape. Hold down the left mouse
button and drag your cursor until your shape is the desired size. To draw a perfect shape, hold down the
Shift key while drawing your shape.

Once a shape is on your SMART Notebook page, it can be modified the same
way you modify other objects, using the rotation handle, the resize handle or
the drop-down menu.

If you click on the Select tocl icon and then double-click on the shape, a text
box will appear and you can add a label to your shape.

Fill tool

Any shape can be guickly filled with color by tipping the paint can over the shape object. The fill
color is the last color chosen from the color palette. To change the color in the paint can, click on
the shape icon, click on the paint can, click on the Properties tab and select a coler from the color
palette.
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Inserting images into SMART Notebook software

To add an image to the SMART Notebook file, use the Insert menu to import graphics or clip art from another
location on your computer.

Capturing information

The Screen Capture toolbar allows you to capture an image, such as a digital photo from the Internet, to a
SMART Notebook page. To access the Screen Capfure toolbar, click the Screen Capture icon (the
camera), on the SMART Notebook software toolbar. Always remember to respect copyright.

Held down the left mouse butten, and drag to outline the rectangular area you want to
capture. Release the left mouse button after the area is selected.

Click in the window you want to capture. Release the left mouse button after the desired
window appears as a hatched area.

Navigate to the screen you want to capture, and click the button to capture the entire screen

Press and drag to create a freehand shape around the area you want to capture. Release the
left mouse button after the area is selected.
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2 Describe how to move an object from one SMART Notebook page to another.

3 Why would you add a link to an object that would direct you to another page in your SMART
Notebook file?

4 What is the difference between Send to Back and Send Backward when ordering objects?

5 How do you spell check within a SMART Notebook file?
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1 Label the rotation handle, the resize handie and the drop-down menu on the object below.

Rotation handle ——»
............ 1-%54_ Drop-down menu

4—— Resize handle

2 Describe how to move an object from one SMART Notebook page to another.

To move an object, drag it from the work area to a thumbnail in the Page Sorter.

3 Why would you add a link to an object that would direct you to another page in your SMART
Notebook fite?

You might use this type of link when presenting a question in SMART Notebook software. For
example, you could ask a question, then ask a student to selsct one of the answers. The object
confaining the correct answer could link to a reward screen. The objects containing an incorrect
answer could link to a screen with an object that encourages the student to try again.

4 What is the difference between Send to Back and Send Backward when ordering objects?

Send Backwards reorders objects one layer at a time. Send to Back sends an object to the very
bottom of a pile of objects.

5 How do you spell check within a SMART Notebook file?

On the fonts toolbar, select the Check Spelling icon. From the Object drop-down menu, select
Check Speliing.
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Hands-on practice: Objects in SMART Notebook software

1 Launch SMART Notebook software by double-clicking on the SMART Notebook software icon on the
desktop. Open a new file,

2 Set your Alignment Guides (Fermat > Alignment). Click all options to activate them. Click OK. The
thin lines appear that mark the horizontal and vertical centers of the page. Page one is the active
page. Save your file,

3 Create atext box that contains your name. From the drop-down menu, click on Infinite Cloner. From
the original text box, drag five copies of your name to various locations on the page. Turn off the
Infinite Cloner by right-clicking on the original, and clicking on the Infinite Cloner box to deselect it.

You ) @J Youy MName
ont [V Infinite Cloner
Youy MNawg
Your MName
Your Name

Youy Nawte,
i

4 Align three of your names by dragging them.

NoTE: With the alignment guides on, grids appear to help you align the objects vertically and horizontally.

Y Oour. D aAHe. .. \"ﬂt“‘ T\Mmﬂ ' i ‘aaw Dame.
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5 Hold down the left mouse bution, and drag to select all three names. Click on one of the drop-down
menus, and click Grouping » Group. The three objects are now one.

®

| : e g L F—
b W] A N B . 5 Clone CheleD  §
COYouy Nawie) Your Namel Your Name :
; : P g cut Crl+x |
B A Meserbee s T Copy CtreC |
Paste Chrlev
Delete Del ;
Check Spelling. ..
Locking 3

CLrl+G
i

Fiip
Order

Infinite Cloner

Lirk..,

Seanimid

Properties...

6 Click on the drop-down menu, and select Locking > Lock In Place. The object is now locked and
cannot be moved. If you want to unlock the object, from the Menu bar click Edit > Select All Locked
Nodes. Then click the locked icon and click Unlock. Save your file.

' Your Name
[

Your Namme  Your Nawme

Your Namwe
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Cut Ctriex |
Copy k4 C
Paste Ctel+y

I Delete Del

Check spelling...
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Grouping
Flip b Allow Move
Order b Allow Move and Rot:

Infinite Cloner

Link...
Sourd...
Properties..,
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7 Click the Add Page icon to add another page. You are now on the newly created blank page two.
Find a graphic from the Gallery, and drag it {io your page. Make the graphic larger by dragging on the
clear circle. Rotate the graphic by dragging on the solid circle. Save your file.

8 Click on the graphic and from the drop-down menu, click Copy. Add a page. From the menu bar, click
on Edit > Paste. Click on the graphic, and from the drop-down menu click Flip > Up/Down. Save
your file.

9 Add another page. Click the Text Box icon, and add four text boxes containing the words hellp,
bekaus, recieve, and elefart. Click the Select icon, and click one of the words. From the drop-down
menu, click Check Spelling. Correct the spelling of your four words. Save your file.

Clone Chrl+D

elefant hellp bekaus | recieve Cut Ctrle
i Copy Ctri4-C
: Paste Chrl+Y

Del

Derfete

10 Click the Add Page icon to add another page. You are now on the newly created page five. Click the
Text Box icon, turn on the spell checker by clicking the icon. Add four text boxes containing the
words hellp, bekaus, recieve and elefant. To have the spelling checked automatically, you must tap
the space bar at the end of the word to signify the word is complete. If you do not know the correct
spelling, you can right-click on the word for suggestions. Save your file.
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11 Click the Add Page icon to add another page. You are now on the newly created page six. Click the

Create Shape icon, and draw four shapes of different sizes. Remember, if you want to draw perfect
circles, hold the Shift key down while you are drawing. Click the Properties tab. Fill each circle with a
different color. Practice ordering your objects by moving them so they overlap and then bringing
objects to the front or sending objects to the back. Save your file.

12 Share your results with your colleagues. Close SMART Notebook softwareby clicking File > Exit.
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