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SMART Board Interactive Whiteboard Basics

This Quick Reference provides an overview of the information you need to begin using a SMART Board " interactive
whiteboard. Before you begin, make sure the appropriate SMART Beard zoftware has been loaded on your computer. For
more information, refer to your SMART Beoard User's Guide.

Starting the SMART Board interactive whiteboard

1 Ensure the interactive whiteboard and projector are connecied to the computer

2 Turmn on the projector, then the computer. The interactive whiteboard draws power from the computer and will be
actvated automatically. The Ready Light, indicating the status of your interactive whiteboard, will be red while the
board and the computer are establishing communication.

NOTE: Depending on the model of the SMART Board interactive whiteboard you are using, the Reacdy Light i either
located on the right side of the SMART Pen Tray or the lower-right side of the frame bezel

Ready Light on right | —1 Ready Light on
4— sid= of pen fray '.\ lower-nght side
of frame bezel

3 Log on, if required, using the computer keyboard. When the Ready Light on the pen tray turns green, the computer
and the interactive whiteboard have established communication. The board is now fouch sensitive, and you can open

amy application available on the connected computer.

Orienting the SMART Board interactive whiteboard

Y'ou should orient your interactive whiteboard when setting it up or if either the projector or interactive whiteboard has been
maved since you last used it

1 Presz and hold the On-Screen keyboard and the right mouse buttons simultansouszly until the Orientation screen
appears

Pen-fray buttons
Pan-fray buttons

2 Begin the onientation process at the upper left-hand comer of the Orisntation
scresn. Press your finger or pen tool firmly on the center of each cross in the

order indicated by the white, diamond-shaped graphic
Flrrar. v wl baryy el med oo e

The Orientation screen
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Your finger is your mouse

A prezs on a SMART Board interactive whiteboard iz the same as a lefi-click with a mouze. To open
an application such as an Intemst browser, double-press the application icon with your finger.

Writing and erasing notes

T write over your deskiop image or application, pick up a pen tool from the pen tray and write on the
interactive whitzboard. To write in a different color, pick up a different-colored pen tool. The color
recognition comes from the oplical sensors in the pen-tray slots and not from the pen tocls themselves,

Pick up the erazer from the pen tray and move it in a smooth motion over your notes to erase them.

HOTE: The interactive whiteboard only recognizes the last tocl removed from the pen tray. For example, if you already have
a pen tool in your hand when you pick up the eraser, the interactive whiteboard will agsume you want to eraze, regardless
of whether vou touch the board with a pen tool or an eraser. To avoid confusion, return each tool fo its proper slot when you
have finished using #.

Saving your notes
You can eagily save the notes you have written on your interactive whiteboard for future refersnce.

1 Pick up a pen tool from the pen tray. The Digital Ink Layer border will  Digitslink gy Gapturs

appsar on your screen. To save what vou write on the board when Layer writing  writing
this layer iz in place, press the Capture writing button in the fop b':"fer
right- hand cormer of the border. An image {:lfTEhe screen, including Close
ur writing, will be =aved in a new Motebook  fils. e o i
yo g (Ch(m ;m._?fﬁm

NOTE: If the Digetal Ink Layer border does not appear when you pick
up a pen tool, you may be working in an Ink Aware application {e.g.,

Microsoft™ Ward). If the application is Ink Aware, bufions will be # 6 5
available in the application’s own toolbar for cagturing writing. G
2 [If you wizh fo capture g specific area of your screen, press the

SMART Board icon located in the Windows Motification Area at

the bottom right of your screen. Choose Other SMART Tools > Screen Capture Toolbar... from the menu fo launch
the Screen Capturs toolbar.

Arga Caplure
Dbutfon

)

E|';q:turl: to new page

3 To zave a selected area of your notes, press the Area Capture button on the Screen Capture toolbar. Press the
interaciive whiteboard and, without releasing pressure, drag the selection box using your finger to oufline the area you
want to capture,

NOTE: The Screen Capture button in Ink Lware applications will capturs an image of your entire screen.

4 Notebook software will open automatically, and your capture will be saved to a new Molebook page.

5 Select the unsaved Motebook file from the taskbar to view your ——
captured image in MHotebook software. Select File > Save o save g Start B | inbtle * - SMART I
your notes for future reference.
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Using Microsoft Office Applications with SMART software

When software iz Ink Awars, you can write and draw directly into an active file. When you save an Ink Awars application file,
your notes and drawings will be visible the next time you open it Microsoft® Word, Excel® and PowerPoint™ software are
the most commonly used Ink Awars applications.

Microsoft Word and Excel software

When using Microsoft Word or Excel scoftware with your interactive whiteboard, you will notice four new butions. They may
be integrated with the current toolbar or separated as a fioating toolbar.

Fla Edt  View Irmsert
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1 Press to inser your drawing or writing as an image direcily info your document

2 Press to comvert your writing as typed text directly into vour document. Your text will
appear at the cursor point and in the color the words were writfen in.

bhkd

3 Preas to 2ave a screen capiure in Notebook  softwars

4 Prezz to 2elect the option to automatically insert the drawing as an image

Example: Pressing the Insert Drawing as Text button

Before you press the button, the image is not part. | Press the button and the image becomes part of
of the file. the Microsoft Excel softwars file.

SeCrngs = !
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PowerPoint software

When you are presenting a slide show with PowsrPoint software on a SMART brand product, you can save your notes as
images and save scresn captures to Motebook software, just as you can when using Microsoft Word or Excel software. Use
the Slide Show tooliar o access the Ink Aware features of PowerPoint software. The Slide Show toolbar appears
automatically when you run a PowserPoint slide show.

Siide Show toolbar

@ |l (=
e
Go fo the previows sids Open the Command Meny  "Go fo the next slids
of your pressnfation of your presenfation

TIP: You can advance to your next PowerPoint slide by pressing twice on your SMART brand product, ensuring your
zecond press is to the right of the first. To go to the previous slide, make the second press o the left of the first.

The Command menu

Prezs the center button on the Slide Show toolbar to launch the Command menu. The Command = =
menu features the following oplions. e ad |
Select Use this tool to
Capture to Motebook Capturs an image of the current zlide to Motebook software

Insert Drawing as Image Save your notes directly into vour PowerPoint software presentation

Clear Drawing Celete your notes from the page

Add Blank Slide Add an additional slide to your prezeniation

PowerPoint Commands Launch the PowerPoint Commands submenu

Setfings Launch the Settings submsnu

SMART Floating Tools Launch the Floating Tools toolbar

End Show End the Slide Show

& 2008 SMART Technologas LILC. All rights ressnied. Motsbook and Tie SMART 1000 are rademarks or redistersd rademarks of SMART Technoioglzes LULC In
the LS andfor other courines. MIcns PosverPoir and Excel are registerad Ta emaris of Microsork Comporation i the U5, and offer couniries. ANl ofher
third-party products and company Names "I'Inj- be trademarks of Melr raspective owners. Printed in Canada I:lﬁ [
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Side tabs

There are four tabs on the side of the Notebook interface, which are shown below on the right-hand side of the work area.
Click the double-ended horizontal arrow to move the tabe from oneg side of the work area fo the other.
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Page thumbnail | “al Gallery tab
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the other side
of the work

=1 ares

)

Auvro-hide check box -—'L:- -@um-hide

You can hide the side tabs from view when you have finished working with them by checking the Auto-hide check box.

Click the double-ended, horizontal arrow to move these four tabs from one side of the page to the other. The following tabs
are shown on the lefi-hand =ide of the work arsa.
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IL_:] Click the Page Sorter tab fo allow you to see a thumbnail image of each page in the Motebook file, navigate fo
a different page, create page groups or regrder the pages.

[ﬂ Click the Gallery tab to access collections of SMART s cusiom pages, clip art, Adcbe® Flash® animations,
== audic and video you can add to the Notebook file.

ﬁ) Click the Attachments tab to add hyperlinks to or attachments from other software applications to the file.

B

Click the Properties tab fo format shapes, objects and text.
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Notebook Software 10 Toolbars

Notebook software toolbar
The Motebook ~ software toolbar gives you access to a number of tools to help yvou work with your Notebook file. By default,
the toolbar appears af the top of the Nolebook page. When you ars working at the SMART Board " interactive whiteboard
and you prefer to sit, or ars working with young students, it may be more convenient to move the toolbar to the bottom of the
page. To do this, press the double-ended, vertical armow on the far right of the toolbar.

==y (BA QO0eX | TRl
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Dizplay the previous
Motebook page

Insert a blank page directly

after the active Motebook page

Save your Motebook file

Undo the last action you performed

Delete any zelected object

Open Full Screen view

Launch the Screen Capture
toolbar

Insart Qusstion

Technologies

v

Dizplay the next
Motebook page

Open an existing

Motebook file

Faste

Fedo the action you last performed

Show or Hide the Screen Shade

on the current Notebock page

Toggle dual page mode

Activate SMART Document Camera

Create a table

LE

r
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Select any object on the page
with your mouses

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

Draw a line

Draw a perfect shape {g.g., circle,
square, rectangle)

Fill an object or shape

Launch the Properiies
side tal

Adjust volume

Full Screen toolbar
The Full Screen toolbar allows you to work with vour MNotebook file while in full-screen mode.

Toll Free: 877.834.9711

Write or draw on the Notebook pags
with the pen tool

Eraze digital ink on the
Motebook page

Create a shaps

‘Write or draw with the Magic Pen tool
in disappearing ink, zoom and spotiight

Create a text-entry box for typing

Move the toalbar to the bottom
of the Motzbook page

Instant conferencing

= .. e

Dizplay the previous Motebook page Display a menu of more oplions, for example, the

amn Screen Shade, shapes or pen oplions

Display the next Motebook page Exit full screen

d L
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The Floating Tools toolbar

The features you use most are literally at your fingertips with the Floating Tools toolbar.

If it iz not already on your 2creen, you can launch the Fioating Tools by selecting the SMART Board " icon B located in the
Windows MNofification Area at the bottom night of your screen. Choose Show Floating Tools from the menu.

Button What the button does
_
h Stop using other tools and return the cursor fo
mouse mode
3
L & Write or draw in digital ink, and select the ink
e color
peg

Highlight an area of the screen with translucent
ink for emphagis, and sslect the ink color

— Hide/Reveal
44 [ foolbar

Erase digital ink, and select the size of the
eraser

=55 t—— Move toolbar

Draw a line, and select the format of the line

b
P
=
==
]

Draw a pre-formed shape, and sefect the shape

Make your next press on the interactive
whiteboard a right-click

Fipating Toois
toobar
(defzwl seifings)

Launch the On-Screen Keyboard

Launch Notebook software

Undo your previous action

Open the Customize Floating Tools menu fo
personalize toolbar functions




ezarre (O wes
$=2eM9L08IES

Customizing Floating Tools

Preszs the Customize button ‘:,* in the Floating Tools toolbar to choose from a vanety of toolbar butions. You can

Toll Free: 877.834.9711

choose as many buttons as you like to fully customize Floating Tools with the buttons you need.

Customize Floating Tools

Foa cowddad

Screwn Caotura Tooba:
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Add cr remowe items by dragging tham bz or from the toolhar
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“
Maznibe

Calculalol

To add a button fo the Floating Tools, drag and drop the icon onto the tooliar. To remove a button, press the Customize
button and drag it off the Floating Tools toolbar.

Ta return the toolbar o it original configuration, press the Restore Defaults button.

When you are finished customizing the toolbar, press the Done bution.

10
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The buttons that have side menus
can be further customized.

Fight-click on the =side menu. The
Properties dialog box will appear
wherz you can changs the sattings
far the toal.

You can 2ave the new seftings 2o
they become the default for that toal
by clicking the Save Tool Settings
button at the bottom of the dialog box
after you've =2t the parameters
above.
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Propenics dialog box
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Fil Effects
Line Shyle
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( Save Tool Settings i >

Exampilz of Pen tool's Properfies dialog box
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