
Using Inspiration

Four Ways 
to Create 
Symbols

Saving

1. Under 
the File 
menu, 
select 
Save

2. Select a 
folder 

location 
(e.g., 

Inspiration 
Examples)

3. Name 
your 

diagram.

Select a 
Create 
Tool.  

Click on 
the arrow 

in the 
direction 
you want.

Click once 
on the 

Rapid Fire 
tool and 

start 
typing 
ideas.  
Press 
return/
enter 

between 
each one.

Drag a 
symbol 

from the 
Toolbox 
Palette.

Click in 
an open 
area and 

begin 
typing.

4. Click 
on 

SAVE.
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Linking 
Ideas

Connecting 
Symbols

1. Click 
on the link 

tool.  
Then click 

the 
primary 
symbol 

and lastly 
click the 

secondary 
symbol. 2. Add 

text to a 
link by 
clicking 
on the 

arrow to 
select it.  

Then 
type in a 
word or 
phrase.

3.  
Customize 
your link 

under Link 
in the menu 

bar.

Add a 
note

1. Select 
the 

symbol 
for a 

note by 
clicking 

on it.

2. Click 
the Add 

Note 
tool.

3.  Enter 
text and 
click the 

close 
box.
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Editing 
Tips

Use the 
mountain 
symbols 

to zoom in 
and out.

Use the 
Position 
tool to 
move 
your 

diagram 
around 

the 
screen.

Move idea 
symbols 

around by 
clicking 

and 
dragging.

To move 
a symbol 

a short 
distance, 
use the 
Nudge 
tools in 

the 
bottom 
toolbar.

Change 
the color 

of 
symbols 

by 
selecting 

them, 
then click 
on the Fill 
Color tool 

in the 
bottom 
toolbar.

To 
change a 
number 

of 
symbols 

all at 
once, 
hold 

down the 
Shift key 
and click 
on each 

one.

Change 
the color 

or style of 
links by 

selecting 
them; 
then 
make 

changes 
desired 

under the 
Effect 
menu.

FDLRS/Westgate-1998



Viewing and 
Printing 

Viewing 
Tips

When you 
lose sight 

of your 
main idea, 

the 
keyboard 
shortcut 

Command 
and M will 
select it.

To see your 
full 

diagram, 
use the 

percentage 
numbers in 
the lower 

left corner.

You have 
the 

option of 
two 

views:  
diagram 

and 
outline.  
Click on 

the 
opposite 
symbol 
on the 

top 
toolbar.

Printing
Tips

Choose 
Print 

Preview 
under 

the File 
Menu to 
see how 

your 
diagram 
will look 
before 

actually 
printing.

Under 
the File 
Menu, 

choose 
Print 

Options.  
Select 
"Fit to 
one 

page."
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