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iMindQ® is a dynamic and exciting mind mapping software tool for creative thinking,
brainstorming, visualizing ideas, presenting them to other or putting ideas into action .
iMindQ® helps you map out any information the way you want, also you can improve your
memorization, increase productivity and creativity. It is great for solving problems easier,
improving communication and making plans more quickly and creatively.

By its smooth usability and highly interactive interface it really saves time, energy and effort
and improves every aspect of your work. iMindQ® allows users to capture all important
information on a simple, easy-to-use, cross-platform. Follow your ideas and intuitively create
friendly mind maps.

iMindQ® guides you to clarify your thinking. The flow of your thoughts creates worthy and
valuable never-ending story. iMindQ® helps you make your story streamlined in an intuitive
and powerful mind map and stimulate your visual thinking.

iMindQ® lets you create mind maps, make a good representation of complex systems and
processes with a concept map and at the same time visually simplify processes with flowchart
diagrams. Type your idea as you think and visualize your mind in a second. It provides
simplicity and easiness to your visual thinking process.

iMindQ® makes the most of the core mind mapping functionalities with a single click

navigation and very intuitive user interface. It offers a selection of features that provides you
full advantage of the logical way of thinking. Words are not as powerful on their own as when
you take the time to draw them into images.

There are no more limitations in the map space, you are the designer and manager of what
you will do with it and how you will represent things.
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iMindQ® 9.0 introduces a new GUI. The redesign of the GUI aims to streamline the mind
mapping experience of the users.

New Feature:

X GUI redesign
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iMindQ® -V JUDSKLF XVH U toghbinetidr DfFNtcrasaéft Office ribbon interface and
Menus, which includes ribbon strips with actions and menus with same actions that are
implemented in the ribbons.

iMindQ® contains a cluster of ribbon bars and inside the ribbon bars are placed allapp OLFDWLRQ -V
functions. Detailed explanations of every ribbon and its features is givenin u.SLEERQV Y KHDGLQ.
this manual.

Application menus are locate at the top of the application, containing lists of same functions that
are contained in the ribbon. Detailed overview of the menus as well as implemented shortcuts
DUH JLYHQ LQ WKH "OHQXVu DQG "6KRUWFXWVu KHDGLQJV DSSUR

The iMindQ® menu is divided into several sections, and each sections contains a group of
features that are responsible forappOLFDWLRQ:-V EHKDYLRU LQ JHQHUDO

The look of the File menu with all available actions is presented on the figure below.

[N (e File Edit In
About iMindQ

Preferences... 3,

Services »
Hide Others ™ 3H

Quit iMindQ ®Q

The following features are available in the iMindQ® menu:

Feature Description

About iMindQ Opens up the About dialog for the product

Preferences Opens up a dialog with configuration options for the application

Services Present all services that are used by iMindQ®

Hide iMindQ 6HQGV LOLQG4« RXW RI XVHU .-V VLJKW W FDQ EH
Hide Others 6HQGY DOO RSHQHG DSSOLFDWLRQV RXW RI XVH
Show All 8QKLGH DO KLGGHQ DSSOLFDWLRQV DQG EDFN W
Quit iMindQ Closes the main windows and exits the program
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The File menu is divided into several section, containing actions with same starting point but
different goals. Using the features form the File menu you can start new map or edit already
created maps. Saving option is available through several features allowing you to save the map
in different file formats. Before printing opened mind map, you can make the necessary
adjustments for the printout.

The look of the File menu with all available actions is presented on the figure below.

m Edit Insert Format

New >
-+ New from Template...
Open... $0

Close €W
Close All

bl Save S
B Save As

i Save As Template

&l Save All

i Save Protected

Import >
Export >
Page Setup
Print &P
Print Preview X

The following features are available in the File menu:

Feature

Description

New

This sub-menu contains a list of options that allow you to create a new map.

New from Template

Opens the library with all the available Templates in iMINdQ®.

Open

Shows the Open File dialog where you can browse for and select a map (.dmm file)
to open in iIMindQ®. Beside the native iMindQ® file format (.dmm file) user can
save the map in one of the following formats: FreeMind map (.mm file format) and
MindJet map (.mmap file format) and XMind map (.xmmap file format)

Open Recent

Opens a list of recently opened files, from which you can choose a file to open.

Save

This sub-menu contains a list of options to save the currently active map. Beside
the native IMindQ® file format (.dmm file) user can save the map in one of the
following formats: FreeMind map (.mm file format) and MindJet map (.mmap file
format) and XMind map (.xmmap file format)

Save As

Save the document in the native file format. Beside the native IMindQ® file format
(.dmm file) user can save the map in one of the following formats: FreeMind map
(.mm file format) and MindJet map (.mmap file format) and XMind map (.xmmap
file format).

Save All

Save all the currently opened maps.

Save As Template

Save the map as template with .dmmt file format.

Save Protected

Save the map as a password-protected file.
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Print This sub-menu contains all the options you need to print the map - Print, Print
Preview and Page Setup. Print shows the Print dialog where you can choose g
printer to print the currently active map.

Preview shows the Print Preview window for the currently active map. Page Setup
opens the Page Setup dialog for the currently active map.

Page Setup Opens the Page Setup dialog where you can set the general page settings, set the
margins, as well as make custom Header and Footer for the Printed pages.

Import This sub-menu contains a list of applications from which IMindQ® can import files.

Export This sub-menu contains a list of formats and applications to which IMindQ® can

export the information from currently active map

The Edit menu is divided into four sections, containing functions for reversing/repeating some
DFWLRQV FRSLQJ DQG SDVWLQJ HOHPHQWY DV ZHOO DV ILQGLQ.

The look of the Edit menu with all available actions is presented on the figure below.

m Insert Format Vie

Undo #_Z I

Paste

Delete <&|
£ Find 2EF
Replace %R

Advanced Search

The following features are available in the Edit menu:

Feature Description

Undo Undo the last action

Redo Redo the previously undone action

Cut ODNHVY UHSOLFD RI WKH FHOO:-V GDWD LQ WKH FHQ(
contents afterwards

Copy Makes UHSOLFD Rl WKH FHOO-V GDWD LQ WKH FHOO

Paste Replaces the contents of the cell(s) with the data that is stored in the temporary
storage area

Delete '"HOHWHV PDS:V HOHPHQWYV WRSLFV VXEWRSL
documents, icons, images)

Find Provides an opportunity to search through the topics in the currently active map
by using different criteria

Replace 5HSODFHVY RQH WRSLF-V WHUP ZLWK QHZ RQH WKU

Advanced Search ODOHV VHDUFK WKUR XJKcdtdng prxedefindd Bea@h/bptioDs-

7KH ,QVHUW PHQX LV GLYLGHG LQWR VHYHUDO VHFWLRQ FRQWD
elements (topics, callouts, relationships and boundaries) as well as functions for adding topic
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elements, such as notes, hyperlinks, images or attachments. In addition, with the features

LPSOHPHQWHG LQ WKLV PHQX \RX FDQ DGG WDVN SURSHUWLHV \

properties.

The look of the Insert menu with all available actions is presented on the figure below.

Format View P

Floating Topic

Relationship {+3R

icons >
Images
Attachments >

v

The following features are available in the Insert menu:

Feature Description
Topic ,QVHUW "'VLEOLQJpy WRSLF WRSLF RQ VDPH OHYH(
Subtopic ,QVHUWV "FKLOGpP WRSLF Rl WKH VHOHFWHG WRSL

Parent topic

Inserts topic betweenthe "SDUHQWU DQG "FKLOGU WRSLF

Floating topic

Inserts topic that has no relationships with the with the topics that are under the
Central topic

Callout Inserts descriptive topic in the map

Relationship Inserts a link between two topics in the map

Boundary Inserts visual group of selected topics in the map

Icons ,QVHUWY LFRQ IURP WKH LOLQG4<«-V OLEUDU\ LQ W

Images ,QVHUWY LPDJH IURP WKH LOLQG4«-V OLEUDU\ RU

Attachments Adds external file to the selected topic

Hyperlink ,QVHUW K\SHUOLQN WR ZHE SDJH PDS-V WRSLF P
selected topic

Notes Add note to the selected task

Task Info Opens the Task info tab on the right side of the working area for inserting project
management properties to the topic

Date/Time ,QVHUW GDWH DQG WLPH LQ WKH PDS-V WRSLF

Properties Inserts the following types of custom properties in the topic: text, boolean, number,

date, time and date and time

Spreadsheet

Inserts spreadsheet in the topic
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7KH )LOH PHQX LV GLYLGHG LQWR IRXU VHFWLRQV FRQWDLQLQJ

font size, alignments and etc.), location of the images and icons as well as the overview of the
PDS LQ WHUP RI PDS:V VWU XFWpatkgtomn@ G PDS-V VW\OH DQG

The look of the Format menu with all available actions is presented on the figure below.

m View Present Pl

Font

Text

lcon Placement
Image Placement

yFYyYyFwY

Topic Shape

Topic Structure
Relationship Shape
Boundary Shape
Tie Types

TYVYTYY

¥

Mumbering

Map Style
Background

LA

The following features are available in the Format menu:

Feature Description

Font Opens sub-menu for editing the select text, such as changing font type and size,
make it italic, bold or underline

Text Opens sub-menu for setting the position of selected text

Image Placement

6HOHFWV WKH ORFDWLRQ ZKHUH WKH DSSURSULD

Icon Placement

Selects the location wheretheaSSURSULDWH LFRQ ZLOO EH S

Numbering

Adds numbers to the topics and subtopics according predefined numbering
scheme

Topic Structure

$UUDQJIJH WKH PDS:-V WRSLFV DURXQG WKH FHQW
SUHGHILQHGudERS -V VW

Topic Shape

&KDQJH GHIDXOW WRSLF:V VKDSH XVLQJ WKH VKD
\RXU RZQ VKDSH RU HGLW WRSLF:-V ILOO FRORU

Relationship Shape

Change the default shape of the relationship

Tie Types

Define WKH WLH W\SHVY EHWZHHQ WKH PDS-V WRSLF

Relationship Shape

Format the shape ( color, pattern, style )of the existing relationships between the
topics in the map.

Boundary Shape Format the shape ( style line color, line pattern, line weight, fill color and
transparency ) of the existing boundaries in the map

Map Style Apply different visual styles from the iMindQ® library into the map

Background ,QVHUW RQH RI WKH DYDLODEOH SDWWHUQV IURH

FKDQJH PDS:V EDFNJURXQG FROR

Format Topic

&KDQJHV WKH WRSLF-V VKDSH ILOO SDUDPHWH
alignment
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7KH ITHDWXUHV LPSOHPHQWHG LQ WKH 9LHZ PHQX ZLOO DOORZ

branches, to filter the map according specific criteria and to use different zooming functionalities
in order to emphasize specific topic or branch.

The look of the View menu with all available actions is presented on the figure below.

m Present Plan Win

Gantt Chart

Outline
Details 3
Balance B
% Complete 3

Tasks due in 1 day
Tasks due in 1 week
Tasks due in 2 weeks
Tasks due in 1 month
Tasks due in 3 months

Advanced Filter

Center Map ~Fa
Fit Map ~FS
Zoom In #+
Zoom Out -

Enter Full Screen ~BF

The following features are available in the View menu:

Feature Description

Details Expand/Collapse the subtopics in the branch according the selected outline level
Collapse All Collapse all subtopics for which parent is the selected topic.

Select All Expand all subtopics for which parent is the selected topic.

Select Branch Automatically selects all subtopics for which parent is the selected topic.
Balance Map Automatically distributes the topics around the central topic for visual balance.

Show Selected Topic

Visually present the topic and its children topics that are previously hidden.

Hide Selected Topic

Visually hide the topic and its children topics from the map.

Advanced Filtering

Apply filter in the map to view different details in the map.

Remove Filter

Remove the applied filter from the map.

Focus on Topic

Automatically places the selected topic in the center of the screen.

Center Map Automatically places the central topic (and entire map appropriately) in the center
of the screen.

Fit Map Zoom the map to the level that occupies the entire working area on the screen.

Zoom In Enlarge the view of the map.

Zoom Out Reduce the view of the map.
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7KH LQGRZ PHQX FRQWDLQV IHDWXUHV IRU PDQLSXODWLQJ D

inserting topic elements in the map. In addition, this menu contains several views, allowing user
to switch from task management view (Gantt Chart) into Outline (mind mapping) view.

The look of the Window menu with all available actions is presented on the figure below.

Minimize HM
‘ Zoom

Close Tab

Close All Tabs

Gantt Chart
Qutline
Presentation Panes
Map Parts

Task Information
Map Style

Library

Notes

The following features are available in the Window menu:

Feature Description

Minimize Minimize the application to doc

Zoom Zooms the content of the map

Close tab Closes currently active map

Close All but Active Closes all opened tabs except the tab that thee user is working
Close All Tabs Closes all opened tabs in the application

Show Next tab

Opens the next tab to the currently opened one

Show Previous tab

Returns to the predecessor tab of the currently opened tab

Gantt Chart

Presents the topics that are transformed into task in Gantt Chart view

Outline

Opens new tab (Outline view) with all topics and subtopics arranged by their
outline level code

Presentation Panels

Open the Scenes and Animation Panels.

Map Parts

Saves part of map containing the selected topic and its subtopics

Task Information

Opens the Task info tab on the right side of the working area for inserting project
management properties to the topic

Map Style

Apply different visual styles from the iMindQ® library into the map

Library

Opens the Library docking window for inserting icons, images, shapes and
patterns

Notes

Add note to the selected task
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7KH +HOS PHQX FRQWDLQV IHDWXUHY IRU VWDUWLQJ DSSOLFDW.L

The look of the Help menu with all available actions is presented on the figure below.

Search | (%]

What's New in iMindQ
iMindQ Help

The following features are available in the Help menu:

Feature Description

Search Search through items inside the application

:KDW-V 1HZ LQ L 2SHQV XS WKH ":KDW:V 1HZp SDJH RI WKH FRQWH]
information about the new features implemented in iIMindQ®

iMindQ help Opens up the Contents menu of the context help, which lets you to navigate the
entire help through the available categories organized in hierarchy

iMindQ® - \graphic user interface is based on Microsoft Office 2013 ribbon interface, which
includes ribbons instead of standard menus, quick access toolbar as replacement for the toolbars
and application menu as an alternative for the File menu. Also three new dynamic ribbons are
added, that are selection dependent.

IMindQ® contains a cluster of ribbon bars and inside the ribbon bars are placedall DSSOLFDWLRQ
functions. Detailed explanations of every ribbon and its features is given in Walkthrough
IMindQ® ribbons heading in this manual.

The quick access toolbar can be treated as repository place, where the most used functions, such
as New, Undo & Redo, Save are placed. For more information regarding the quick access toolbar
go to the ‘Info ppart of this document.

The Backstage view is the first ribbon in iMindQ® viewing from left to right. It consists of
functions and tabs arranged inverticaO RUGHU 1DPHG DV ")LOHp LW LV D SODFF
your maps and diagrams. Through the Backstage view you can open/close different types of

maps, take a closer look of what has been created using the print preview or make printout of



iMindQ User Manual for Mac

the Map, Gantt Chart or Map Outline. Export and Import features are placed inside the Backstage
view along the features for collaboration with Microsoft £ Outlook and other.

The look of the Backstage view is presented in the figure below.

New

Auadlable Categories:  Business  Educational Persanal My Templates

NEW TEMPLATE

Figure 2. Backstage View (File Menu) in iMindQ®

The following features are available in the Backstage View (File Menu):

It contains 6 tabs in the following order:

Info

New

Open

Save As
Print

Share
Import/Export

X X X X X X X

$V ZHOO IXQFWLRQV IRU PDQDJLQJ SURMHFW DQG DSSOLFDWLR

X Save
x Close
X Options
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7KH ",QIRp WDE SUHVHQWHG RQ Wikiratian of thie pejecd flah. 1G4 VSOD\V
divided into two sections: the left section consist of features for presenting detailed project
LQIRUPDWLRQ ZKLOH WKH ULJKW VHFWLRQV FRQWDLQV SURMHFV
and Current date as well as project calendar and its priority.

The functions that are available in the Info tab are:

Feature Description

ah Protect Map Opens up the Protect map dialog where you can insert map
SDVVZRUG IRU SURWIiHhRaWhLQJ PDS-V L

Sometimes, during your brainstorm session or map creation process, you want to keep the
information save, available for viewing only for few people. In this case you have to protect your

PDS ZLWK SDVVZRUG DQG VKDUH LW @UWWiKy VIKQHRBW R QD ®H RS OL
iMindQ® ZLOO KHOS \RX WR VHFXUH WKH PDS:V LQIRUPDWLRQ

This action can be done in several steps:

1. Open the mind map

2. From the File ribbon, click on the Info tab

3. Click on the Protect Map button

4. ,Q WKH QHZO\ RSHQHG GLDORJ LQVHUW WKH SDVVZRUG IRU

Note : The password is case sensitive information. Keep it on save place, because if you lose it, it
cannot be recovered.

Starting new, blank map or map based on template is performed using the New tab from the File
menu. It contains two main sections: New and Template.

The New section contains the five different map types that are currently available in iMindQ®:

Mind Map

Organic Mind Map expression
White Board

WBS Chart

Organizational Chart

o s w DN E

Selecting one of them will load the working space with the appropriate working area and
elements.
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The Template section contains map templates that can be used as base for creating mind maps,
divided into several categories (Business, Educational and Personal). For a quick start, you can
use the search option through the templates, finding the most appropriate template for your
map in very short period of time.

The Open section is the most visited tab in the File menu. It allows users to open mind map from
their PC and continue to work on them, download maps from Web iMindQ® and Microsoft
SharePoint and edit them.

7KH "2SHQUu WDE RRQWDLQV VXE

X Recent Maps
x Computer
X SharePoint Online

iMindQ® keeps track of the mind maps that you have recently opened and store this information
LQVLGH WKH “5HFHenw ItRangavsgiaVisK fEom recently opened maps, allowing you
to quickly access the desired file and start working on it.

7KH ~&RP S X Whrahiicomtadns a lists of folders that you have recently visited and opened
PLQG PDSV IURP WKHP , FDVH \RX QHHG WR RSHQ IROGHU WKDW
button you can navigate to the preferred folder where your map is saved and open it.

7 K BBharePoint365 1 | H D \alwsHou to import mind maps uploaded on SharePoint Online
(SharePoint 365), work on the map and then uploaded it. In order to synchronize the information
between the desktop and the SharePoint, your IT administrator must grant you permissions for
accessing the SharePoint Online server.

Feature | Description

.dmmx Default file format in which iMindQ saves the maps.

.dmmt Default file format for iMindQ Templates.

.dmms Default file format for iMindQ Styles.

.dmmw Default file format for iMindQ Workspace, where more than one map can be saved in one file.
.mmap Default file format for MindJet MindManager.

.mm Default file format of FreeMind.

.xmind Default file format of XMind.

To manage mind maps effectively, you may need to communicate map information to a variety
of people. With iMindQ®, you can print maps and charts that present the exact information you
want.
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The process of printing the information you need can be as simple as clicking a button or as
refined as customizing and previewing the existing views. No matter how simple or refined the
process, printing a map or chart consists of essentially the same steps:

X Select the map or chart that best presents the information you want 2If a predefined map
or chart does not meet your exact needs, you can apply different styles.

X Make display changes to the map or chart 2 For example, you may want to scale
information to fit on a single page.

X Preview a map or chart before it is printed 2 Previewing a view or report can help you
verify content and display changes you made so you can adjust them again if necessary.

x Print the map or chart 2 To make printing as efficient as possible you can specify the
options you want. For example, you can print a range of pages (defined by page numbers
or dates), suppress blank pages, and print multiple copies.

You can make changes to the way a printed view or report looks by specifying page setup options
such as page orientation, scale, or paper size.

Once you open the Page Setupdialog, you can follow the steps below to specify the page and
other printing options for a view or a report. Note that some of the options in the Page Setup
dialog available for views may not be available for the reports.

@ & Page Setup
u Margins  Header  Footer

Orientation
Portrait () Landscape
Scaling
Adjustto: 100 % normal size
© Fit to: 1 2| page(s)wideby (1 | 2| tall
Paper size
Paper size: | Letter | <]

Resolution: | 300 <] i

Set To Default Settings Cancel | QLS

Some options may differ between different views as well:

1. Click the Pagetab in the Page Setupdialog.

2. To change page orientation, under Orientation, click Portrait (vertical)
or Landscape(horizontal).

3. To scale pages, underScaling, click Adjust to, and then type the percentage at which you
want information to appear on your printed pages in the % normal sizebox.

4. To adjust page fit (some views only), underScaling, click Fit to, and then specify the number
of pages you want in the pages wide byand tall boxes.

5. To change the paper size, click the paper size you want in thePaper Sizebox.
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6. Click the Margins tab.
[ ] # Page Setup

Page M Header  Footer
Top:
1,00

Left: ! Right:

il
0
0o

0,75 0,75

Bottom:

1,00
Margins Unit: | Inch ﬂ
‘Center on page

Herizontally
Vertically

Set To Default Settings Cancel “

1. Inthe Top, Bottom, Left, and Right boxes, type or select the new margin settings

2. To place the map in the center of the page, select the Horizontally and Vertically check
boxes in the Center on page frame.

3. Click on the Headertab.

® &4 Page Setup

Footer

Page  Margins | He:

Preview:

m Center Right

AlA R &|@E o L=

General: Map Name ﬂ Add

Set To Default Settings Cancel “

1. To select the font of the Custom header, click on the Font button

2. Toinsert an image in the Custom header, click on the Image button

3. To select the alignment RI WKH KHDGHU:-V WH[W RU RigHDJH
Centeror Left button

4. Click on the Footertab.

FO
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® & Page Setup
Page Margins Header w

Preview:

m Center Right

AlAlG | & o=

General: | Map Name ﬂ Add

Set To Default Settings Cancel | [ O

1. To select the font of the Custom header, click on the Font button
To insert an image in the Customfooter, click on the Image button

3. To select the alignment RI WKH IRRWHU-V WH[W RU RigiDJH
Centeror Left button.

4. Before printing a map or chart, in addition to the page setup options, you can specify
print options such as the printer and its properties, the print range for pages, the number
of copies, and the date range.

5. In the Filetab, click on the Print sub-tab.

6. From the Printer drop-down menu select the appropriate printer.

7. In the Settings portion of the Print sub-tab select the page orientation, paper size and
tKkH PDS:V SDUW PLQG PDS RXWOLQH RU QRWHV

8. To print the map or chart click on the Print button.

Sharing the ideas, brainstorming records among team members or colleagues is useful because
you want to spread the word to get your idea off the ground and to receive valuable feedbacks.
7KH "6 KDUHpu I XQFWL R @\Oan dppdrt@nity Golti@ Gsérs to send messages to their
colleagues with entire mind map as attachment. Before sending the e-mail, sender must save the
mind map.

The process for sharing mind map among colleagues is very easy and it is performed in several
steps:

1. Open/Save the mind map
2. )URP WKH ")LOHp PHQX VHOHFW WKH "6KDUHp WDE

FO
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3. &0LFN RQ WKH "6HQG $V $WWDFKPHQWu EXWWRQ

PSPty WDE LV GLYLGHG LtgbsltRaX blloROdenRdoting ifarmation from

various applications from MS Office into map in iMindQ® H[SRUWLQJ PDS:V LQURUPDWL
file formats, convert it into pdf ILOH RU VDYH WKH PDS:V FRQWHQW LQWR
LPSOHPHQWHG IHDWXUHV LQ WKH ",PSRUW ([SRUWu WDE DUH GH

Import
The following features are implemented LQ WKH ",PSRUWWu WDE
Feature Description
@ Microsoft Project Creates iMindQ £ map based on existing Microsoft Project file.
Project
@ Microsoft Excel Opens the Excel Importer panel for importing Microsoft® Excel file
(.xlIsx file format) from which data will be presented in an iMindQ®
Excel map
@ OPML Opens the OPML (Outline Processor Markup Language) file, from
which a mind map is created. Exports the map as an outline tree of
ormt the map content.
Import Template Import existing templates (.dmmt file) in iMindQ £.
Template
= Calendar Imports Calendar events from different calendars to a topic in
— iMindQ £.
Reminders Imports reminders from the Reminders App from different lists, to a
Reminder tOpIC II’] |M|ndQ £.

To import Microsoft Project file, you have to perform the following steps:

1. Open/Save the mind map.

2. )URP WKH ")LOHp PHQX XEKOHFWDEKH “",PSRUW
3. &0LFN RQ WKHRPPBRBWRMHFWu EXWWRQ

4. Browse to the location where the file is placed.

5. Load the file.
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Export
"([SRUWu WDE FRQWDLQV WKH IROORZLQJ RSWLRQV
Feature Description
—a Image Opens up the Protect map dialog where you can insert map
o] | SDVVZRUG IRU SURWHFWLQJ PDS-V LQIRYU
mage
Rich Text Format Exports the current map information as a text outline for Microsoft
Word (.rtf file format)
S, HTML Map Export the map as an interactive HTML map that can be
zoomed, expanded, collapsed and shared.
Export HTML
F Map
p HTML Web Page Exports the IMindQ® map as web page in .html format.
JI‘4‘IT~
spsd dsW

Excel

Microsoft Excel (CSV)

Exports the information in a textual, comma-delimited format. The
exported file can be opened in Microsoft® Excel or any text
editor. This format exports the task or resource information in raw
table format, with no formatting or outline information.

Project

Microsoft Project

Exports the map information as Microsoft Project file.

Tao

oDT

Exports the map information as Open Document Text (ODT) file.

Common for exporting into all types is that you have to save the mind map, set the exporting
settings (for exporting to image, Microsoft £ Project and Microsoft £ Outlook) and then select
the location and the name of the output file.

Save Map as File

iMIndQ® uses the .dmmx file format to save the mind maps. In case, you want to share
information with people that have older version of iMindQ® (DropMind) or another mind map
application, you can work in compatibility mode or to save the information in the third-party
applications file formats.

The following file formats are available:
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Feature Description

.dmmx Default file format in which iMindQ £ saves the mind maps.

.dmm Old file format in which iMindQ £ saves the mind maps.

.dmms iMindQ £ file format for saving maps styles. The styles in the file can be edited
and then imported and applied in the map.

.dmmt iMindQ £ template file format. This file can be used as a base when starting
preparing mind maps.

.dmmw iMindQ £ workspace file format. This file can be used as a start point when
working with several maps at time.

.mm FreeMind file format in which iMindQ £ is capable to store the information
from the mind maps.

.mmap MindManager default file format in which iMindQ £ is capable to store the
information from the mind maps.

.Xxmmap MindManager xml map file format in which iMindQ £ is capable to store the
information from the mind maps.

For exporting the map in one of the available file formats, you have to save the latest changes in
the mind map, and then choose the appropriate file format:

1
2.
3.
4
5

Open/Save the mind map.

JURP WKH ")LOHu PHQX XEkpOrHFWD¥EKH ", PSRUW
&OLFN RQ WKH "6DYH ODS DV ILOHpu EXWWRQ
Browse the location and name the output file.

&OLFN R @UWEHWWE R Q

The Q-menu is a unigue iIMindQ £ quick access menu which is available only in the map space.
You can find the Q-menu in the upper-right or upper-left corner of a topic, once you hover

over the topic with your mouse, as shown on the figure below. This menu is intended to
provide the user ability to add topic, add relationship or format the topic on the fly while

building its map.

Central Tnpit:- "
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The Quick Topic Menu is divided in to three main parts that provide the following functionality:

Feature Descripti on
"'"_'7:} Add Subtopic Insert subtopic topic by single click on the plus icon or click
=/ once on the plus icon, hold and drop the topic in the empty
map space.
Q Add Relationship Create relationship where the start topic is the selected one.

Drag and drop the end point of the relationship to another
topic from map or drop it in the empty map space. This will
create a new Floating topic.

Format Topic Open the format topic dialog.

iMindQ® is software d HVLJQHG WR ZRUN ZLWK 5LEERQ XVHU LQWHUI
functionalities are placed in tabs in a tab bar. By its definition, Ribbon is a single tab bar that

contains graphical elements as representation for different functionalities. Several applicaWLR Q -V
controls with similar functionalities can form a Group inside the Ribbon.

The iMindQ® Graphic User Interface consists of Application menu, where all features from the
File menu from the Standard GUI are placed and Ribbons containing the other viewing features.

2 tnl

IMindQ® contains six standard ribbons:

Home
Insert
Format
View
Present
Exchange
Plan

X X X X X X X
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'"HWDLOHG GHVFULSWLRQ RI WKH LOLQG4« ULEERQV LV JLYHQ LC

section.

iMindQ® contains additional three dynamic ribbons, selection dependent:

x Topic Format
X Relationship Format
X Boundary Format

After installing and starting iMindQ® you will see user interface as it is presented on the figure

below.

FINANCIAL
4 PLAN

MARKET
ANALYSIS

- WEBPLAN Vi
N\
’(\,’f } MANAGEMENT |_

PLAN

PRODUCT
SERVICES

SIRAJEGY &
IMPLEMENTATION <
PLAN
| COMPANY
OVERVIEW

The main elements of the working space in iMindQ® user interface are:

X Ribbons 2containing all commands available in iMindQ® grouped by the type of action.
Detail explanation of the commands is given later in this chapter.

x Application menu 2 containing features for starting new maps, opening already created
maps, printing and synchronizing with Web iMindQ®
Working area 2space where the map is created, edited and viewed.
Backstage View (File Menu)
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Walkthrough IMindQ® ribbons

Home ribbon

Home ribbon in iMindQ® contains the most used commands for creating and editing a map,
such as inserting new topic in the map, formatting the W R Stef, Wsert notes to the topic,
change the background of the map, etc. All features are categorized according to their similarity
and functionality and organized in six groups, as illustrated in the figure below

Exchange Present Plan Format

PR . 3 ~ -

B 3| arial -l c AL :- T = Callout [E] * % @] =lstyle
| c ! Relationship ’ & spelling
Pafhe ¥ B 7 Uakex. x A-27-25.5- Tofuc subtopic = Boundary - ot Imege Icfn Hypsrllnk AtthCh X Clear -

Clipboard Text and Color Map Elements Topic Elements Editing
Figure 6. Home ribbon in iMindQ®
Clipboard group

The Clipboard group in the Home ribbon is presented on the figure below:

Bl

Paste -

-

Clipboard

Figure 7. Clipboard group in Home ribbon

The Clipboard group contains features for copying and pasting different elements from the map.
The following actions are available:

Feature Description
Paste Replaces the contents of the cell(s) with the data that is stored in
the temporary storage area
% Cut ODNHV UHSOLF ®daRd inkhé HelksHtenorary storage
area and delete the contents afterwards
Copy ODNHVY UHSOLFD RI WKH FHOO:-V GDWD L(
area.
? Format Painter Formattopic -V ILOO FRORU ERUGHU FRORU

Text and Color group

Text and Color group with the implemented functionalities is presented on the figure below:
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Arial - 12 - A 4 B
B 7 Uakex, x* A-2-2.5-

Text and Color

The topic-V WH[W L Qcaw lkerth&Defl using the features from the Text and Color group
group. The following actions are available:

Feature Description
Font Type Change the font type of the selected text
Font Size Change the font size of the selected text
A Increase Font Size Increase the font size of the selected text with fix step
A Decrease Font Size Decrease the font size of the selected text with fix step
B Bold Make text bold
r Italic Make text italic
u Underline Underline the selected text
abe Strikethrough Draw a line through the middle of the selected text
A Change Font Color Change the color of the selected text
¢ Line Color Change the color of the topic boundary and the connector line
= | Fill Color Change the color of the topic s inside.
= Alignment Change the position of the selected text
[23 | Clear Formatting Delete all custom settings and return the default settings

Map Elements group with the implemented functionalities is presented on the figure below:

Al Il mm Callout

~ _am Relationship
Topic  Subtopic
- ™ Boundary -

Map Elements

Different types of topics such as subtopic, floating topic or callout can be added in the map using
the features from the Map Elements group. The following actions are available:

Feature Description

I:- Topic ,QVHUW VL Hodicpd gameReSdl)fof the selected topic
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T Subtopic ,QVHUWYV ’ F Kflil@ GalectEdrt&picF

- Callout Inserts descriptive topic in the map

B Relationship Inserts a link between two topics in the map
- Boundary Inserts visual group of selected topics in the map

Topic Elements group with the implemented functionalities is presented on the figure below:

“mwx B 0
4}
® G5

Motes  Image Icon  Hyperlink  Attach

- - - -

Topic Elements

By using one of the features located in the Topic Elements group, you can add new notes or edit
an existing one, insert hyperlinks to different objects, attach files to the topics etc. The following
features are available:

Feature Description
Notes Add note to the selected task.
Hyperlink Insert hyperlink to web page, map -V W,Rn&ab Fon web, external

documents for the selected topic.

| =6

Attach Add external file to the selected topic.
Icon ,QVHUW LFRQ IURP WKH ,0LQG4<«-V OLEUDU
Image ,QVHUW LPDJH IURP WKH ,0 lom Gpkcifiv fil® inBheD

|—
[

selected topic.

Editing group with the implemented functionalities is presented on the figure below:
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Wlstyle -
&F speliing
M Clear -
Editing
Figure 11. Editing group in Home ribbon

Spelling the map -V WH[W DQG UHPRYLQJ WKH REMHFWYV WKDW DUH LQV
using the features from the Editing group. The following actions are available:

Feature Description
IL Style Apply different visual styles from the IMindQ® library into the
@ map. Create your own topic-V VW\OH OLEUDU\ DQG

insert one of the available patterns from the IMindQ® -V OLEL
LQWR WKH PDS DQG FKDQJH PDS-V EDFN
y Spelling Check the spelling of the selected text from the map

x Clear Clear the changes that are done in the map.

Insert ribbon

Insert ribbon in iIMindQ® contains features for adding different types of topics in the map, edit
the topics in term of adding elements such as notes, images, icons, custom properties and other
elements, as well as create new map as part of the current one. All features are categorized
according their similarity and functionality and organized in three groups.

File Home Insert Design View Exchange Present Flan Format

I = : | : & 0 S T w
- [ ] [ [T
b S - e * G5 v B . pA =
Topic  Subtopic Parent Callout Relation  Boundary MNotes  Image Icon  Hyperink  Attach Task Date& plert Proper  Spread Map  Buid as
Topic ship - - - - - Info Time - ties sheet Parts Map

Map Elements Topic Elements Map

Figure 12. Insert ribbon in iMindQ®

The available subset of functions placed in the Home ribbon classified in groups is presented
below:

Map Elements group

Map Elements group is presented on the figure below:
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i ’ : -
o |
Lo S - .
Topic  Subtopic  Parent Callout Relaton  Boundary
Topic ship -
Map Elements

Figure 13. Map Elements group in Insert ribbon

Different types of topics such as subtopic, floating topic or callout can be added in a map by
using the features from the Map elements group. The following actions are available:

Feature Description
| | Topic ,QVHUW 7V L Hopicpd gaMeReSdl)fof the selected topic.
T Subtopic ,QVHUWYV ’ F plil@ Gglect¥RiGpicF
Parent Topic Inserts topic EHWZHHQ WKH "SDUHQWu DQG “H
C] Floating Topic Inserts topic that has no relationships with the with the topics

that are under the Central topic

Callout Inserts descriptive topic in the map
-~ | Relationship Inserts a link between two topics in the map
S ¢ | Boundary Inserts visual group of selected topics in the map

Topic Elements group

The Topic Elements group is presented on the figure below:

- — = il =
mx 8 0 &
(e) vV Wy o gm |
Motes  Image Icon  Hyperlnk  Attach  Task Date &  plert  Proper  Spread
- - - - Info Time - ties sheet

Topic Elements

Figure 14. Topic Elements group in Insert ribbon

In the Topic Elements group, the following features are available:

Feature Description
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Notes

Add note to the selected task

Hyperlink

Insert hyperlink to web page, map -V W,Ri&p Bn web, external
documents for the selected topic

Attach

Add external file to the selected topic

Icon

,QVHUW LFRQ IURP WKH ,0LQG4<«-V OLEUD

,QVHUW LPDJH IURP WKH ,0LQG4«-V OLEU
selected topic

Task Info

Opens the Task info tab on the right side of the working area for
inserting project management properties to the topic

Date & Time

Insert date and time in the map -V pi¢ R

Alert

&

)

*

|__I. Image
2

&

Insert alerttothe map -V WRSLF

Spreadsheet

Inserts spreadsheet in the topic

H#H | Custom Properties

Inserts the following types of custom properties in the topic: text,
boolean, number, date, time and date and time

The look of the Map group in the Insert ribbon is presented on the figure below:

- -
e |
‘- =l
Map  Build as
Parts Map

Map

Saving map parts and creating new maps from different branches of the master map is performed

with features located in the Map group. The following features are available in this group:

Feature

Description




iMindQ User Manual for Mac

Map Parts Saves part of map containing the selected topic and its subtopics

is central topic in the new map

E Build As Map Create a new map where the selected topic from the master map

Design ribbon

The Format ribbon in iMindQ® contains features for editingmap -V WRSLFV VXFK DV WRS
size, shape, FRORU D QG SR Vstriféturie, QayoBtPdachkground color and pattern, spacing
and alignment of topics, ordering of topics etc. All features are categorized according their

similarity and functionality and organized in four groups.

File Home Insert Design iew Exchange Present Plan Format

. | =* Balance Topic L] mm K - —
1 [ ] : : B = - = 1 " : I
- | = Balance Subtree - - L) ——
JL ey Topic Boundary Tie Line . Style  Background Harizontal Vertical
~ | L Shrink Subtree Shape ~ -  Shape ~ Types= = i=INumbering ~ - - Spacing - Spadng ~
Topic Structure Formatting Styles Adjust

Figure 16. Format ribbon in iMindQ®

Topic Structure

The Topic Structure functionalities are presented in the figure bellow:

+ | ™=* Balance Tapic
i L] . i

+ | ™=* Balance Subtree
L = | L shrink Subtree

Topic Structure

4

Figure 17. Topic Structure in Design ribbon

The following features are available in this group:

Feature Description
Balance Topic Balance Map feature allows you to align the topic in the map.
Balance Subtree Balance Subtree feature allows you to align the topics of the

selected subtree

Shrink Subtree Shrink Subtree feature allows you to shrink the topics of the
selected subtree

H R R
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The look of the Formatting group in the Format ribbon is presented on the figure below:

L - » —
Topic Boundary Tie Line o ]
Shape ~ ~ Shape ~* Typesv ~  i= MNumbering -
Formatting
The following features are available in this group:
Feature Description
. Topic Shape Apply different visual styles from the iMindQ® library into the

map, as well as manage styles, both new and existing ones. Add
gradient color to an entire branch. Create mind map with
spectrally colored ties.

-8 | Relationship Shape ,QVHUW RQH RI WKH DYDLODEOH SDWWH U
- intothemap DQG FKDQJH PDS-V EDFNJURXQG

- Boundary Shape Format the shape ( style line color, line pattern, line weight, fill
color and transparency ) of the existing boundaries in the map
.J—O Tie Types '"HILQH WKH WLH WASHVY EHWZHHQ WKH PD
z= | Line Edit the line style and weight for the selected relationship or
—_ boundary
* Icon Placement Select the location where the appropriate icon will be placed in the
PDS-V WRSLF
- Image Placement Select the location where the appropriate image will be placed in

WKH PDS:-V WRSLF

;E] Numbering Add numbers to the topics and subtopics according predefined
3 numbering scheme
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Styles group with the implemented functionalities is presented on the figure below:

| i "
|_L s
. |
Style  Badkground

- -

Styles

Changingmap-V VW\OH WRSLF-V VKDSH FRORU EDFNJURXQG FRORU
features from the Styles group. The following features are available in this group:

Feature Description
Style Create your own style library and manage it
G y y ty y g
@
S Background ,QVHUW RQH Rl WKH DYDLODEOH SDWWH
= WKH PDS DQG FKDQJH PDS:V EDFNJURXQ

Resize topic group with the implemented functionalities is presented on the figure below:

—
-
- -
o
I

Horizontal Vertical
Spacng * Spadng~

Adjust

Changing topic size (topic's width, topic's height or both) can be done using the features from
the Resize topics group. The following features are available in this group:

Feature Description
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I I Horizontal Spacing Distributes the selected topics horizontally dividing equal spacing
-
between the selected topics.
T Vertical Spacing Distributes the selected topics vertically dividing equal spacing
—— between the selected topics.
View ribbon

The View ribbon in iMindQ® contains features for working with the map, such as view different
branches of the map, expand or collapse the topics and subtopics, balance the map, etc. All
features are categorized according their similarity and functionality and organized in five groups.

File Home Insert Design Exchange Present Flan Format
&Ll w w E %Y
- - ) : An : = = Show Branch Alone | ——— &} Zoom Out
Gantt Cutline Full Details Focus On Center  Balance Filter Fit Map
Chart Screen - Topic Map - - 100 % -
Views Detail Map Filter Zoom

Figure 21. View ribbon in iMindQ®

The available subset of functions placed in the View ribbon classified in groups is presented
below:

Views group

The look of the View group in the View ribbon is presented on the figure below:

v A
=

s
Gantt Outline Full
Chart SCreen

Views
Figure 22. View group in View ribbon

To present the map into outline view or to get the maximum of the working area for presenting
the map you can use the features implemented in the View group. The following features are
available in this group:

Feature Description
H— Gantt Chart Presents the topics that are transformed into task in Gantt Chart
M ;
H = view
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=— Outline Distributes the selected topics vertically dividing equal spacing
— between the selected topics.

%, X | Full Screen Maximize the working area on the entire screen

W

The look of the Detail group in the View ribbon is presented on the figure below:

A A
j -'1-.- .\-. .-
<< 3] -

Detzile  Collapse  Expand  Select
- All All Branch

Detail

For hiding or presenting different levels of the map you can use the features that are
implemented in the Detail group. The following features are available in this group:

Feature Description

./ Details Expand/Collapse the subtopics in the branch according the

‘ selected outline level

-<: Collapse All Collapse all subtopics for which parent is the selected topic

< <

-<= Expand All Expand all subtopics for which parent is the selected topic
>

-<- Select Branch Automatically selects all subtopics for which parent is the
- selected topic

The look of the Map group in the View ribbon is presented on the figure below:
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L' /-
| = iy
AR —
Focus On Center  Balance
Topic Map -

Map

If you want to automatically place the map/topic in the center of your screen or to balance the
topics in the map, use the features from the Map group. The following features are available in
this group:

Feature Description
M ¥ | Focus On Topic Automatically places the selected topic in the center of the
L] screen
AKX
: Center Map Automatically places the central topic (and entire map
: appropriately) in the center of the screen
./: Balance Automatically distributes the topics around the central topic for
A visual balance

The look of the Filter group in the View ribbon is presented on the figure below:

1 = Show Branch Alone
Filter

L4

Filter

To view different details from the map use the features from the Filter group. The following
features are available in this group:

Feature Description

Remove Filter Remove the applied filter from the map.

Y Filter Apply filter in the map to view different details in the map.
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O Show Branch Alone Presents the selected branch alone, without the central topic and
- the other branches.
: Show All Branches Present the map withall EUDQFKHY DIWHU "6KRZ {
= feature was selected.

Zoom group

The look of the Zoom group in the View ribbon is presented on the figure below:

Tam] T ZoomIn
P,
=y Zoom Out

Fit Map
100 8% -

Zoom

The following features are available in this group:

Feature Description
':.:‘ Fit Map Zoom the map to the level that occupies the entire working area
. on the screen.

Zoom In Enlarge the view of the map.

Q Zoom Out Reduce the view of the map.

In the Present ribbon in iMindQ £, the user can make an automatic or custom presentation for
mind maps, WBS, organic maps and organizational charts. The user can also make presentation
for Flowchart diagrams and other types of maps, by using Template scenes with predefined

animations.
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File Home Insert Design View Present Format
$£ % » K F | I =X | e
= e - - - . ml BN
— — —— ——
Generate Add Add Fram From Show Panels
Scenes Scene *  Animation - Beginining Current
Scene Present Views

Figure 27. Present ribbon in iMindQ®

The available subset of functions placed in the Present ribbon classified in groups is presented
below:

Scene group

The look of the Scene group in the Present ribbon is presented on the figure below:

* N X

T = =

Generate Add Add
Scenes Scene *  Animation * =
Scene

Figure 28. Scene group in Present ribbon

The following features are available in this group:

Feature

Description

Generate Scenes

Automatically generate scenes for a mind map, organic Mind
Map, WBS and organizational chart with predefined animations.

Add Scene

i Wik

Adds scene in the Scenes Panel for the selected topic(s). The
Add Scene menu contains Template Scenes that contain
dynamic predefined animations.

Add Animation

%

Adds animation to the selected topic(s) as a selected single
item or as parent topic including the child topics.

Change Transition

o

Changes the Transition to the selected Scene(s) or acts as a
default Transition for a new created Scene if there is no
selection in the Scenes Panel. Two transition effects: Pan and
Jump To.

Preview Scene

s}

Preview of the selected scene.
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The look of the Present group in the Present ribbon is presented on the figure below:

- - -i-
LPa ...
From From
Beginning Current
Present
The following features are available in this group:
Feature Description
ey From Beginning Automatically plays a presentation for a Mind Map, Organic Mind
e Map, WBS and Organizational Chart; if there are no scenes in the
Scenes Panel. Otherwise plays the presentation from beginning.
. From Current Plays the presentation in a Full Screen Presentation View from the
--- currently selected Scene.
—

The look of the Views group in the Present ribbon is presented with the figure below:

Show Panels

Views

The following features are available in this group:

The Exchange ribbon in iMindQ® allows you to import data into a mind map, such as data from
the MS Office suite: MSE Excel and MS Project. iMindQ® allows you to export data to MS £
Project, and other type of formats, such as PDF, HTML, RTF etc.
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Hame Insert Deesign E] Formiat
Esecel Pr{:\jnct Duth.k PowerPoint .vc-rd OPML  HTML Image PDF HTML OCT
o Map - Web Page
Collsborate Export

Figure 31. Exchange ribbon in iMindQ®

Collaborate group
The look of the Collaborate group in the Exchange ribbon is presented on the figure below:

B e b B O

Exccel Project Outlock PowrerPoint Word OPML HTML
- - - - - Hap -

Collaborate

Figure 32. Collaborate group in Exchange ribbon

iMindQ® collaborates with the following Microsoft® Office suite applications, and each of them
collaborates in a different manner with iMindQ® explained in more details in other parts of the

User Manual.
Feature Description
lﬁ PDF Exports the IMindQ® map into Adobe portable document
ooF format (.pdf file format).
Document
@ Image Exports the IMindQ® map as image (.jpg file format).
Image
@ HTML Web Page Exports the IMindQ® map as web page in .html format.
HTML
Web Page
D csv Exports the WBS (Work breakdown structure) task
information in CSV (Comma Separated Value) file format.
csv
[ﬁ oDT Exports the content of the map as ODT (Open Document
Text) file.
oDT
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The look of the Export group in the Exchange ribbon is presented on the figure below:

57 I:|ﬂ
Image PDF HTML o ooT
Web Pags
Export

You can export the iMindQ® map content into the following file formats:

Feature Description
.@ PDF Exports the IMindQ® map into Adobe portable
— document format (.pdf file format).
Document
s Image Exports the IMindQ® map as image (.jpg file format).
0
Image
A HTML Web Page Exports the IMindQ® map as web page in .html format.
HTML
Web Page
E Ccsv Exports the WBS (Work breakdown structure) task
information in CSV (Comma Separated Value) file format.
Ccsv
o oDT Exports the content of the map as ODT (Open Document
— Text) file.
oDT

The Plan ribbon in iMindQ® allows you to easily access the Gantt Chart view, as well as add
different elements of a plan in the map (summary task, task, subtask, milestone). In the same time
allows you to outline task data from the map and get quick project info . The Plan ribbon is
consisted of six groups.
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Task Tables

Insert Design View Exchange Present Format
= e —_ —
® wmiF] = = ©® ¥F
= — - m Show Branch Alone

Filter

File Home
=
4= - —_ ¥
E &

I -
= & Milestone *
Gantt Project  Task Change Color Gantt  Late  Show Task
Chart Branch Working Time Chart Task Info - Notes -
Schedule Project Task Data Filter

View Insert

Figure 34. Plan ribbon in iMindQ®

View group
You can see the View group in the figure below:

Gantt
Chart

View
Figure 35. View Group in the Plan ribbon

The following features are implemented in the View group:

Description

Feature
*LYHV YLVXDO UHSUHVHQWDWLRQ R WitlkK

Gantt Chart View
appropriate info sorted in columns.

Insert Group
The elements in the Insert group from the Plan ribbon can be seen in the following figure

- —
= | il
= & Milestone

Project  Task
Branch
Insert

Figure 36. Insert Group in the Plan ribbon

The following features are implemented in the Insert group:

Feature Description

Project Branch Makes the selected branch a summary task

-
|
-
—
—

i
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- Task Adds new task on the same level as the selected one.

| Summary Inserts summary (parent) task to the selected task.

. Milestone Turns a selected item as event that receives should receive special
attention and signals the completion of a key deliverable.

The elements of the Schedule group in the Plan ribbon are represented in the figure below.

2]
b

Outdent  Indent

Schedule

The following features are implemented in the Schedule group:

Feature Description

Indent Selected task becomes a subtask of the task above, which
- becomes summary task.
— Outdent Selected task is moved back to the level of the task above and it

is no longer a subtask.

The elements of the Project group in the Plan ribbon are represented in the figure below:

= =R K wmi¥

Project Change Color Gantt Late  Show Task
Info Working Time Chart Task Info ~
Project

The following features are implemented in the Project group:
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Feature Description
| | Project Info Opens up the Project Information dialog with general
— information for the project plan.
'_ Change Working Time Change the working time for the project plan; insert

exception days and create custom working weeks according
your needs.

—— 1 | Color Gantt Chart

Colorizes the task bars in the Gantt Chart View, by inheriting
the tasks fill color in the map space.

Late Task

Marks all tasks that should be finished at the current date, but
their % Complete is not 100%.

Show Task Info

Show/Hide Task Info in topics. Manage which Task Info will
be visible in the map space.

The look of the Task group can be seen in the following figure:

= ke

Information  Task
MNotes

Task

The following features are implemented in the Task group:

Feature Description
™= | Information Opens up the Task Information dialog for the selected task.
Task Notes Opens the Topic Notes tab for selected task/topic.

The look of the Data group can be seen in the following figure:
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B %

Tables Hide
- Subtasks

Data

The following features are implemented in the Data group:

Feature Description

Tables Opens tables in the Gantt Chart specifically for Entry,
Summary, Tracking and Usage.

% Hide Subtasks Shows or hides subtasks in the map.

The look of the Filter group in the View ribbon is presented on the figure below:

1 = Show Branch Alone
Filter

-

Filter

To view different details from the map use the features from the Filter group. The following
features are available in this group:

Feature Description

Filter Apply filter in the map to view different details in the map.

! Remove Filter Remove the applied filter from the map.

Show Branch Alone Presents the selected branch alone, without the central topic
and the other branches.

3

Show All Branches Presentthemap ZLWK DOO EUDQFKHY DIWHU
feature was selected.
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Format Topic contextual ribbon

Format Topic contextual ribbon in iMindQ® contains features for creating and editing map's
topics plans. All features are categorized according their similarity and functionality and
organized in five groups.

¥ | Typesw

Figure 42. Format Topic Ribbon in iMindQ®

Text and Color group

The Text and Color group with the implemented functionalities is presented on the figure below:

Arial - 12 - A A %

B I Uabex x" A- -2+~

Text and Color

Figure 43. Text and Color group in Format ribbon

The topic - VW Hi#\mapZan be changed using the following features:

Feature Description

Font Type Change the font type of the selected text

Font Size Change the font size of the selected text
A Increase Font Size Increase the font size of the selected text with fix step
A Decrease Font Size Decrease the font size of the selected text with fix step
B Bold Make text bold
I Italic Make text italic
o Underline Underline the selected text
abe Strikethrough Draw a line through the middle of the selected te xt
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& Change Font Color Change the color of the selected text
P 4 Line Color Change the color of the topic boundary and the connector
line
] Fill Color Change the color of the topic -V LQVLGH
= Alignment Change the position of the selected text
a1 Clear Formatting Delete all custom settings and return the default settings

Shapes group with the implemented functionalities is presented on the figure below:

e

: From

~ | Library
Shapes

You can choose different shapes for map's topics from the gallery placed in the ribbon. In case

the desired shape is not in the gallery, you can add custom shape to the topic using the "From
Library" functionality.

The Line group is presented on the figure below:

® Border: — 1pt -
— Tie: — 1pt -
Tie
Types =
Lime

The following actions are available:

Feature Description
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.J’. Tie Types

Define the tie types betweenthemap -V WRSLFV

Border

Define the topic's width

Tie

Define the tie's width

Structure group with the implemented functionalities is presented on the figure below:

-, - .
[ ]

w ap’ ,
Topic split - _

Structure~ Topic~ = Mumbering -
Structure
The following actions are available:
Feature Description

H Topic Structure

Arrangethemap -V WRSLFV DURXQG WKH FH
IURP WKH DYDLODEOH SUHGHILQHG R

' . Split Topic

Split the text in the topic either as topic, as subtopic, as
multiple topics or as multiple subtopics.

Icon Placement

Select the location where the appropriate icon will be placed
inthemap -V WRSLF

Image Placement

Select the location where the appropriate image will be
placedinthemap -V WRSLF

1EE| Numbering
2
3

Add numbers to the topics and subtopics according
predefined numbering scheme

Adjust group with the implemented functionalities is presented on the figure below:
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I I e
Horizontal Vertical
Spacing * Spacng *
Adjust

Figure 47. Adjust group in the Format Topic ribbon

Changing topic size (topic's width, topic's height or both) can be done using the features from
the Adjust topics group. The following features are available in this group:

Feature Description
I I Horizontal Spacing Distributes the selected topics horizontally dividing equal spacing
between the selected topics.

Vertical Spacing Distributes the selected topics vertically dividing equal spacing
between the selected topics.

-

Format Relationship contextual ribbon

Format relationship ribbon in iMindQ® contains features for editing map's relationships. All
features are categorized according their similarity and functionality and organized in three

groups.

File Home Insert Design Wiew Exchange Present Plan Format _

@+ Begin Style -

S Wdth:  — 225pt v 7% @ Jump to Start

2~ . —)
e pattern; | =————— - ;:'If 1= Jump to Finish q —' l_’ *23End Style -
Ip

Color

-

;'5‘) Follow Line
Line Format Style

Figure 48. Format Relationship Ribbon in iMindQ®
Line group

The Line group is presented on the figure below:

7 Width; — 2,25pt -
e pattern; ————=— -
Color

Line

Figure 49. Line group in the Format Relationship ribbon
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The following actions are available:

Feature Description

, Color Define the relationship color
Width Define the relationship's width
Pattern Define the relationship's pattern

The Format is presented on the figure below:

o @t Jump to Start

#v3 Jump to Finish

Flip
Format
The following actions are available:
Feature Description
& ¥ Flip Replace the starting and finishing point of the relationship
> respectively
. Jump to Start Put the focus on the starting point of the relationship
> Jump to Fin ish Put the focus on the finishing point of the relationship

The Style group is presented on the figure below:

@+ Begin Style -

q —) /_. r—. *3 End Style ~

.‘?:; Follow Line

Style
The following actions are available:

Feature Description

Gallery Select the relationship style from the gallery in the ribbon
[ T Begin Style Define the beginning style of the relationship
sssd End Style Define the ending style of the relationship
A} Follow Line When selected the label of the relationship will follow the

shape adjustments of the relationship.
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Format Boundary ribbon

Format boundary ribbon in iMindQ® contains features for editing map's boundaries. All features
are categorized according their similarity and functionality and organized in three groups.

Home Insert Design Wiew Exchange Present Plan
P Width: — 1ipt - W Transparency: R
—
= pattern; ————=— - 70 % - |l@E ] @ @ @ -
Calor Calor —
Line Fill Style

Figure 52. Format Boundary Ribbon

Line group

The Line group is presented on the figure below:

s width: | — 15p] -
*
— pattern; | ————— -
Color

Line

Figure 53. Line group in the Format Boundary ribbon

The following actions are available:

Feature Description
, Color Define the boundary color
Width Define the ER X Q G midth- VvV
Pattern Define the E R X Q G pdttérv
Fill group

The Fill group is presented on the figure below:

TN Transparency:
—

70 % -
Color

-

il

Figure 54. Fill group in the Format Boundary ribbon
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The following actions are available:

Feature Description
'! Color Define the boundary's fill color.
Transparency Define the transparency of the filled color.
Style group

The Style group is presented on the figure below:

2] (&) (oD [} JocT

Style

4

1l

Figure 55. Style group in the Format Boundary ribbon

You can choose different shapes for WK H WiR@id&ry ¥fom the gallery placed in the ribbon.
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What is map? Map is a set of topics linked and arranged around one key word. It is visualization,

graphical presentation, of your ideas, thoughts or tasks. Topics inside your map are connected

in different ways, forming a radial net with several branches and the central topic as connection

point for all branches. Each branch from the map can be relocated to another position in the

PDS UHDWWDFKHG WR DQRWKHU WRSLF RU SUHVHQWHG DV VH
feature.

You can create different types of maps with iMindQ®, such as: Balanced/Free style Mind Maps,
Organic Mind Maps, Concept Maps, Flowchart diagrams and other different, basic types of
diagrams etc. Depending on what you want to create in iMindQ®, from the mentioned above,
you have the following options in File Menu:

Awvailable Categories:  Business Educational  Personal My Templates

NEW TEMPLATE

Mind Map Organic Mind Map White Board WES Chart

Org Chart

The next step, after the introduction with all features and their location in the ribbons, is to

create a map. This small exercise will be practical introduction to IMindQ® main features and
possibilities. You will create map that contains topics, floating topics, change topic-V VKDSH DQG
color, rearrange the order the topics in the map.

The map, created by you, will have no more than 20 topics indented up to 4™ level and 2-3
floating topics. At the beginning of this tutorial, you will learn how to insert topics and build
a new map, to modify the content and the outlook of the topics, to choose and apply your
own map style select the appropriate topic structure for the map and balance it.
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In the next headings you will learn how to:

Insert topics
Modify topics

X X X X

Balance a Map

Create map style, choose the togc structure, balance the Map and etc.

For that purpose, you have to fulfill the steps that are presented on the graphic below:

{Topics

{Floating Topics
Insert {Callouts

| {Relationships

{Shape
{Color

P

Edit Map e
4 |

Start New Map

After starting iMindQ®, you will see the Introduction map, in which are presented all
possibilities of the iIMindQ® software. In order to start working with the application and create
your first map you have to begin with blank map. For that purpose perform the following steps:

1. Click on the File menu button.

2. Point the mouse cursor on the New sub-menu
3. From the available map types (Mind Map, Organic Mind Map, White Board, Org
Chart and WBS Chart), select the one that is most appropriate for your work.

{Present

. Tips: Youcanstatanewmap E\ XVLQXidKNHu VKRUWFXW

After performing the steps above, you will see the screen presented on the figure below.
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B I Uax A =

e g peL

wis ey

‘ Central Topic |

<
WAV H | vntitiedMaps x
[ [ =] W - —————+

Topics are the main elements of the iMindQ® map. They can represent an idea, wish or task
process depending from the purpose of the created map. Detailed explanation of the topics
in term of their definition, how you can use them in iMindQ®, how you can edit them is given
in H KHDGLQJ IWBRRI.WKLYV P

To insert topic (sub-topic of existing one) i.e. to create parent-child relationship in the map
perform the follow procedure:

1. Select the topic that you want to add sub-topics (in this case the Central topic)
Use the shortcut keys Cmd+Enter to insert the topic from the next level (Sub-
topics of the Central Topic)

3. To insert new topic (level 3) use the Cmd+Enter button or if you want to add
sibling topic use the Enterbutton on the keyboard .

You can also insert subtopic to an existing topic, by using the Quick Menu which appears on
mouse hover of a given topic. Insert subtopic by simply click, hold and drop. You can see how
it is done in the figure below .

P o
‘| Central Topic |—

d

T

‘ Central Topic — Main Topic

4
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Figure 58. Insert Topic with Quick Menu

To create the map you will insert:

X 4 topics in 2" level
x 5 topics on 3" level
X 7 topics on 4™ level

After several times performing the mentioned procedure, you will get the following map:

Subtopc -~ Main Topic Central Topic

N

| Main Topic

WD N | it g 1t x
RE  ws- + 7

Figure 59. Add Topics in the map

Edit Topics

When the map is created and it has the preliminary contour, it is time to give names to all
topics inside it. You can use your own notification for the topics, but for this exercise we will
use the following names (in clockwise order):

Level Name
2 Insert
Modify
Edit
Present
Topic
Topic
Style
Color

WWW W NININ
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Present your Mind Map automatically
Color

Black Velvet
Blue Petrol
Sunny Day
Basic Color

Custom Color

My Color

A DddMW

To format a topic means to change the font of the text, text size and color, change the topic
shape and shape color, line color etc. This can be done in several ways. It can be done by:

x Clicking on the grey part of the Topic Menu E+ ‘hat appears on mouse hover
in one of the upper topic -V FRUQHUV

x Using formatting options from the dynamic Topic Format Ribbon, which appears
after a topic is selected

X Using formatting options from the main Format ribbon

When it comes to editing the Map Background, there are several things you can do with the
Background of a Map: change Background color, add different Patterns in the Background
from iMindQ library or insert Background Image. All these things are accessible via the Format
Background dialog.

To open the Format Background dialog, do the following steps:

1. Right click on empty Map Space.
2. From the Backgroundcontext menu, click on the Format Backgroundbutton .

In order to add Patterns to the Background you have to use the Library, Do the following steps:

1. Click the Library panel on the right side of the space.
2. Choose the Pattern tab.
3. From the different folders select a Pattern of your preference.
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Note ,I \RX ZDQW WR UHPRYH WKH 3DWWHUQ IURP WKH %DFNJURX
,PDJH R Odnit®n in the Library PaneloPatterns Tab.

You can add Image to the Background by using the Format Background dialog. Here you can
change the Position options of the image (Center, Fit and Tile), change its transparency and
size. The image size can be enlarged by 10x more than its actual size and diminish it 10x less
its actual size.

[ ] & Background
[ Praview Color
| Select Color : Automatic | &1
i
| Image
: Select Image... Remove Image
i
| Position :
|
| Transparency :
‘: 13 %
] Image Size:

122 %
Add Image Frame

| Apply Cancel “

Map style feature allows you to change the outlook of your map by selecting one from the
available styles or by creating your own style. After applying the appropriate style, you can
make customizations of some topic, by changing the shape, color, font, etc.

To create your own topic styles for every type of topic in the map, you have to do the following
steps:

1. Select the topic that you want to modify (for Example, select the Central Topic);
2. Make the necessary changes in term of modifying the font, font size, color, etc.
3. Click on the Style button located on the far right side of the working area;



iMindQ User Manual for Mac

4. From the Style items drop-down menu select the appropriate topic style for
which you have made changes (in step 1 we have modified the Central topic, so
you have to select the Central Topic Stylefrom the drop-down menu).

5. Drag the mouse on the Central Topic style and from the drop-down menu select
the Update style to match selection

6. Save the file in.dmms file format (iMindQ Map Style).

Map Style X
Current Style:
/1 Insert |} Topics Default :l
2 4 Modify = i ]
P r__,.-—-—l Y |4 Topics Calor Style Items:
— My Map
Blue Petrol l
v TEAETD LT_I Central Topic Styles | :
\ Style . Black Velvet o tet
o 1 Sunny Da
| Edit |— S
——— Basic Color
Central Topic
Color — Custom Colors
My Colors

Main Topic b

Update style to match selection

Remove style
T SUDToOpIC

To apply the style that you have created into your map, first, you have to import the style and
then to apply it in the map.

To import the map style, perform the following steps:

In the Style group of the Format ribbon click on the Style drop-down icon;
Select the Manage Styless IHDW X UH

Click on the Import button and browse the .dmms location;

Close the Manage Stylewindow.

To import the map style, perform the following steps:

Open map;

Click on the Style button located on the far right side of the working area,;

No Ok~ wbdR
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8.

From the Map Style itemsdrop-down menu select the topic style that you have
created.

Our new, refreshed map is presented on the figure below.

Main Topic | SUMEHE
oz Main Topic - [SUNEH  [SUEHE ool
SibieRel | Main Topic | — ‘Siliope
.~ Subopic  Subtope
Main Topic Btk
Subtope
Sublopic  Sublopc
‘Suttopc

. Tips:

The same effect will be achieved if you use the same action located in the
Format ribbon.

Map style or .dmms file can be edited as ordinary map. If you open a .dmms file, then iMindQ®
will open in editing mode, containing only one ribbon that will allow you to make the necessary
changes in the style. You can edit the following items: Central topic, Main topic, Floating topics,
Subtopics, Callouts, Relationships and Boundary.

To edit any of the mentioned map items, perform the following steps:

S\

Open the .dmms file, where the map styles are saved;

Select the topic that you want to modify (for Example, select the Central Topic);
Make the necessary changes in term of modifying the font, font size, color, etc.
From the Style items drop-down menu select the appropriate topic style for
which you have made changes (in step 1 we have modified the Central topic, so
you have to select the Central Topic Stylefrom the drop-down menu)

Drag the mouse on the Central Topic style and from the drop-down menu select
the Update style to match selection
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6. Save the modifications.

You can change the topic or map structure in several ways. To change the structure of a map,
do the following steps:

Select the Central Topic.

Click on the Home Ribbon.

From the Formatting group, click on the Topic Structureoption.
Choose one of the desired Topic Structures.

P wbdPRE

Available Topic Structures:

Map

Four Direction Map
Split Tree

Left Map

Right Map

Top Map

Down Map

Right Tree

Left Tree

Free Layout

X X X X X X X X X X

In a balanced map not only that you can change structure of the entire map, you can also do
it on the desired topic (branch). The Floating topics in a balanced map as well as the Main
Topics of a Central Topic can be freely moved in a balanced map layout.

You can apply the same map structure, mentioned above, to the Floating topics too. If you
apply the topic structures listed below, to the Floating topics, they will become Central Topics.

Map

Four Direction Map
Split Tree

Free Layout

X X X X

This way you can create multiple mind maps in one iMindQ® document.
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|‘ Main Topic | \:Main Topic | I Main Topic |

Central Topic ) : g
3 d | Main Topic ’|-\\\:_ {/ Main Topic

| Main Topic —— Central Topic }» Main Topic

[ Main Topic [ Main Tapic | | Main Topic ,|'// \\\“ Main Topic

| Main Topic | \:Main Topic | l Main Topic |

Main Topic | - Main Topic |
Main Topic Central Topic |-~ |: Main Topic |
!. Main Topic \

Main Topic

| Main Topic | N Main Topic |

[ Main Topic < Main Topic |

You can have multiple mind maps in one iMindQ® file with different map structures balanced
map combined with free layout map and vise-versa. (See the image above)

When you create a New Map it is balanced by default. Here, the positioning of the topics it is
balanced and limited. With the Freestyle layout you can change their position anywhere in the

map space.
To apply freestyle layout to the map, perform the following steps:

1. Select the central topic (My first Map).
2. Click on the Format Ribbon tab.
3. Click on Topic Structuredropdown menu and choose Freestyle.

You can open a freestyle map with an interesting default map style from the File Menu 4£New
AEQOrganic Map. In the figure below, it is presented how a freestyle map will look like.
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Antled Mag 17 - IMingg
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i

| Subtaps | Main Togic

Hain Tope

Central Topic i

Subtopic
S M Topic
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Subtogs

.(Ii VW ntithed Hap 1+ ®
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Figure 63. Freestyle map in iMindQ®

Balance Map

If we analyze the map for a bit, we can see that three branches are on the right side of the
central topic (Insert, Modify and Edit) and one the Contents branch is on the left side. To do
map symmetrical i.e. to have same number of branches from the both side you need to balance
your map.

To balance the map, perform the following steps:

Select the central topic (My first Map)

Click on the View ribbon tab.

In the Map group, click on the Balance icon

The look of the balanced map is presented on the figure below.

PR

Export Mind Map as PPT presentation Create

Black velvet Insert Topics
Blue Petrol Styl ke
il = Modify Topics | Color |

Sunny Day

Edit

Basic Color
Custom Colors Color

My Colors

Figure 64. Balanced map in iMindQ® (tbc)
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You can split a topic into multiple topics or multiple subtopics using spaces as a delimiter.
When you have selected a topic, the user will be enabled to split the text in the topic:

X

P wDdPRE

As Multiple Topics 2to create a group of new topics, all at the same level;

As Multiple Subtopics - to create a topic from the first word, with the other
words as subtopics.

Select the topic.

Click on the Topic Formatcontextual ribbon tab.

From the Structure group, click on the Split Topic option.

From the dropdown menu, either select As Multiple Topicsor select As Multiple
Subtopics

= Tip: You can use the same Split options from the contextual menu on right-mouse click

on the topic.

You can also use the following shortcut keys:

X
X

To split into multiple topics press Cmd+Alt +Enter.
To split into a topic with multiple subtopics press Cmd+Alt +I.

You can split the topic at a particular location, using the text to the right of the cursor as text
for the new topic(s). When you want to split the topic at a location where you have
positioned the cursor, the following options are available:

X

P wDpn PR

As Topic 2 Split the text to the right of the cursor in a new sibling topic of the
topic being split.

As Subtopic 2split the text to the right of the cursor as a new child topic of the
topic being split.

As Multiple Topics - the text is split at the cursor location, and then into
additional new sibling topics using spaces as the delimiter.

As Multiple Subtopics - the text is split at the cursor location, and then into
additional new child topics using spaces as the delimiter.

Make a double click inside the topic at the location where you want to split it.
Click on the Topic Formatcontextual ribbon.

From the Structure group, click on the Split Topicoption.

From the dropdown menu select the desired splitting option.

Click the topic type you want to create with the text to the right of the cursor. If you
choose one of the "Multiple" options, the text is split at the cursor location, and then
into additional new topics using spaces as the delimiter.



iMindQ User Manual for Mac

= Tip: You can use the same Split options from the contextual menu on right-mouse click

on the topic.

You can also use the following shortcut keys:

x To split and create a sibling topic press Shift+Alt+Down arrow
x To split and create a subtopic pressShift+Alt+Right arrow

In iMindQ®, you can search for information online in the same time as you are creating your

map. As you type specific terms in the map, iMindQ® Research searches the information
instantly and the searched results are presented to you in the preview window. If you need to
search additional information for an existing topic, just select it and open the Research Panel.
iMindQ®v will do the rest for you.

You can filter your search by choosing one of the available options:

X X X X

Google Search
Google Images
OpenClipart
Twitter

To start searching, you shall open the Research Panel, positioned on the right side of the
application window. The research panel is consisted of the following options:

Backward and Forward options to switch between already made searches;
Choose the desired search service: Google Search, Google Images, OpenClipart
or Twitter;

Type what you search for in the edit box positioned in the top of the Research
Panel;

Preview of the searched results;

Drag and drop desired content from the search results to the topics in the map
space.
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Figure 65. Research Panel in iMindQ®

You can make drag and drop for different images and if you drop the desired image over a
specific topic it will be added as an image in the topic.

When you make a selection of a text and you drop that text over a specific topic, the selected
text will be added as a subtopic. You can also add reference links to webpages that helped
you while you were conducting a research. The dropped link to a webpage will be added as a
subtopic to the topic where you dropped your selected hyperlink. See example below.

A marketing plan is a comprehensive blueprint which outlines an

... | organization's overall marketing efforts. A marketing process can be

""_iDerlmtlon | | realized by the marketing mix, which is outlined in step 4. The last
step in the process is the marketing controlling.

| Reference Links|}| | Marketing plan - Wikipedia, the free encyclopedia 8

Note : You can also use the copy and paste options available in the contextual menu that
appears on right mouse click over the selected text, image, link or tweet.
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When you are working with large maps, it is very hard to find specific information that you
might need. The only way to view the important information is to use a filter with different
filtering criteria. iIMIndQ® enables you to filter topics by different topic elements (notes,
attachments, hyperlinks), specific task information, images or icons used in the mind map, as
well as search for topics with custom topic style applied in the map.

In order to use the filtering options available in iMindQ®, do the following steps:

1. Go to the View ribbon.
2. From the Filter group, click on the Filter option.
3. From the Filter dropdown menu, click on the Advanced Filter option.

Once the Advanced Filter dialog opens up, you can see the different filtering options by which
you can search specific topics within the map.

+ Advanced Filter ﬂ

Task Info Topic Style Icons and Images Other

[ startpate | 5/10/2016 [[] Finish Date | 5/10/2016
["] ouration 0 : te(s [] priority
[7] % Complete Mot Startec [[Jouein
Resources:
Filter Resource

[] Expand branches to show all matches

Show Matching Topics | v f Remove Filter Clea T Filter -
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Filter Important Info in Large Maps

Filter tasks by different criteria

In the filter dropdown menu, there are several, predefined task filter criteria. You can search
for tasks that are not started yet, that are in progress or have been completed. When you want
to be up-to-date with the progress of different tasks that are going to be due in the needed
time interval, you can choose one of the available predefined task filters:

Tasks due in 1 day - Tasks that need to be finished within the following day;
Tasks due in 1 week - Tasks that need to be finished within the seven days;
Tasks due in 2 weeks - Tasks that need to be finished within the following 2
weeks;

x Tasks due in 1 month - Tasks that need to be finished within the following month;
and

X Tasks due in 3 months - Tasks that need to be finished within the following three
months.

Below you can see examples for all available, predefined task filters.

& * 2 Project Name
Stat V282016
Frish 5242016 Duration 107.00 day (s)

v 1 1.Initiation
Stat. 1282016
Finisht 3102016 Duwation: 3100 day(5)
@ ©0 11AsinKey Pason
Stat 1282016
M Finish: U28/2016 Duration 1.00 day(s)
© © 1.2 Prepare Progect Plan
Stat: ¥232016
Finish 2272016 Duration: 300 day ()
| Setupa Meeting vath the team
© © 1.3 Review project plan by team
Start: 232016
Fiish 232016 Duration 1,00 gy (s)
© @ 1.4 Prepare CUl Plan
Stat: ¥¥2016
Frish 3712016 Durdtion: 300 dy )
© © 15 Prepare QA Plan
Stan. ¥72016
Finisht 31012016 Duration: 4.00 day(s)

v ® 2. Requirement Document

Stat- 442016
Finish 482016 Duration: 5.00 day(s)
© @ 21 Gather requirement
Stat 442018

Finish: 482016 Duration 1.00 week(s)
@ © 224nak se requrement |*
Stat 4142016

Finish 44201 Duation 100 day(s)
© © 23 0rat SRS & Flow

Start 442016

Finish: 44201 Ouation 100 day(s)

© © 24 Peer Review SRS & Flow

|- stat a0t

Finish' 44209 Duration 1,00 day(s)
© © 25Apprwe SRS andFlow
Stat 4142015
Finish. 44209 Duration 100 day(s)
© © 26 Prepare Develcpment Plan
Stat 442015
Fnsn 482016 Duration 1.00 week(s)

L
¢ & 3. Analysis and Design document
Stat 4142016

Firish: 4222016

Duration: 1500 day (s)
* © 31Analyse SRS & Flow
Stat 442016
Finish: 462016 Duration 300 day(s) |
™ @ 2.2 Draft Desin Documert |
Stat 4420% |
Finish 442016 Duration 1.00dar(s) |
* @ 23 Peer Revew Desion Document
Stat. 4420%
Finsh 442016  Duration 1.00 day(s)
™ 2 4 Approve Design Doc ‘
Stat 442015 ‘
Finish 4&/2016 Dueation 300 dar(s) |
@ © 350raft Program Spec |
Finish 45/2016 Ouation 200 da(s)|
& © 36Pesr Review Program Specication
Stat. 442016
Finsh 48/2016 Duration® 500 day (s)
% & @ 37 Approve Specification Documert
Stat: 442016
Finsh 42212016 Duration 3,00 week(s)

Example map of a project

“ @ 4. Software Product

Stat 442016

Firish: 6242016 Duralion: 60.00 dy (s)
@ @ 4.1 Analyse Design Document

| stan: 442018

Finish 4872016 Ouration: 100 weeki(s)
@ @ 42Codng

[ stat: 442016

Firish 6242016 Duration: 300 monthis)
@ @ 43Unk Testing

[ stat: 442016

| Finish 42202016 Curation: 4 00 week(s)
@ @ 4.4 Peer Review Software and Test |

|| stat. 442018

|
Finish 4472016 Duration 1.00 day(s) |
@ @ 45 Instal Soware

{ stat 442015
Finish /872016 Duraticn: 1.00 weekis)

plan

* 6. Testing Document
Stat: 442016
Fifish 482015 Duration 5.00 day(s)
| Startafier instating the scfvare
J.in)saﬂ'-s Scenano |
Stat 442016 |
Finish 442016 Dwation 1.00 day(s)

9 © 52PeerRedewscenato |

| stat v42016 |

Finish: 442016 Duration 1.00 day(s)
' @53ApmoeTestCase |

| stat w4201

Finish 442016 Ouation 10003/(5) |
@ @ 54imegaeTost |
Start w4206 |
Finish 442016 Dwation 1.00 day(s)
© © 55Approw Final Integrate Test
Stat 442016

Finish: 482016 Duration 1.00 weekis)

@ @ 6. Deployment and service

Statt; 442016
Firist 4142015

Duration 1.00 day(s)
* @ 61Prepye System Manual

Stat 4472018

Finish. 442016 Duration: 100 day(s)

© 6.2 Prepare User Manual

|1 stat 442016

Finish: 442016 Duration 1,00 day(s)
@ 63 User Acceptant Test
Stat 442016
Finish: 442016 Curation: 1.00 day(s)
© 6.4 Delnery Meeting
Stat 442016 |
Firish. 442016 Duration 100 day(s)
@ 641 Meetng sign of
Start 4142016
Finish. 442016 Duration 100 day(s)
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Duration: 15.00 day

'| & © 3.5 Draft Program Spec.
I Statt: 442016
Finish: 4/5/2016 Duration: 200 day (z)

o) ) 3.6 Peer Review Program S pecification

| Start: 4142016
Finish: 4/8/2016

Duration: 5.00 day(s)

% o) @ 3.7 Approve Specification Document

1 Start: 442016
Finish: 4/22/2016

Duration: 3.00 week(s)

Filtered tasks with % complete that falls in the interval of 51%

111, Initiation

2_Requirement Document

Fniste SURMG Curation 3100 day[s) Fil 5 Dutakion 6.

H &0 11 Azsign ey Person & @ 71 Gathar ranuramant
Slait: VA0ENE H mat: di2ne
A iz 2RI Dumior 100 daiz) | || Finsi 432015 Dursien: 1.00 weekis)

& @ 2240k 52 equrement

@ @ 1.2 Prepars Froject Flan
S vawae
Fhlsy B i

@ © 1 Resawampc lan by fasm)
| Start 232016

| P 202016 Curallon: 1,30 cayis) [ @ © 24Pew Awien 73 & Fow
& © 1.4 Frepars 2 =an  mat w2

b:““ Jﬂ 6 b2 | Luraton: 1.00 ﬁfﬁi\i
Sl ¥TAIE Cvatlon: .00 3t & © 23 A0pove 535 and Tl

& @ 1.5 Prepars 24 Pl | i
4 Slat 7201
Eiis, Y0218 Dusion 400 deris) |

Z Ftar A4EnE
] Frish &RANGE Cratine 9 00 weak)s)

=“ 2 Project Name

o (@ 4.1 Analy se Design Document

Y © 5. Testing Document

Duration: 5.00 day

Start: 4/4/2016

Finish: 4/8/2016 Duration: 1.00 week(s)

o) @ 5.1 Create Test Scenario

Star: 442016

@ @ 4.2 Coding

Finish 4/4/2016 Duration: 1.00 day (s)

Start: 4/4/2016

Finish: &/24/2016 Duration: 3.00 month(s)

o () 5.2 Peer Review Scenario
Stat: 442016

9 @ 43 Unit Testing
Start 41412016

Finish: 4/29/2016 Duration: 4.00 week(s)

o (@ 4.4 Peer Review Software and Test

Finish: 4/4/2016 Duration: 1.00 day (s)

o ) 5.3 Approve Test Case

Stat: 442016
Finish: 4/4/2016 Duration: 1.00 day (s}

Start: 4/4/2016

Finish: 44/2016 Duration: 1.00 day (s}

o ) 5.4 Integrate Test

]

Start: 442016

& @ 45 Inctall Software

Start: 4/4/2016

Finish: 4/8/2016 Duratior: 1.00 week(s)

B* @ Project Name

Finish: 4/4/2016 Duration: 1.00 day (s}

275%

Filter of tasks that are completed

§ 5. Testing Document
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E* @ Project Name

Duration: 107.00 da

¥ 5 6. Deployment and service

Start: 4/
Duration: 1.00 d:

) 6.2 Prepare User Manual

7| Start: 442016
Finish: 442016 Duration: 1.00 day(s)

Start: 442016
Finish: 442016 Duration: 1.00 day(s)

(9 6.4 Delivery Meeting
Start 442018
Finish: 442016 Duration: 1.00 day(s)

) 6.4.1 Meeting sign off

Start 4412016
Finish: 442016 Duration: 1.00 day(s)

Filter of tasks that are not started

% Project Name

16

Duralion:

¢ 1§ 2. Requirement Document

it 4

A1 3

@ 21 Galrer requiremrent ® @ 21 Analyse SRS & Flow Andyse Design Dooumant "@ad Pvem_Srstem Wanus
- stat 420 it 4G Stat: 447G  stat 4420 |
| Frish 422016 Durdicn 1.00 weekf=) | Firizh 482018 Dwalior: 2,00 dayiz) Firish 4182016 Dumlion. 1 00 weekis) | Frish 42098 Duralicet 100 chp )
& @ 22.4nal 58 reqdrement ™ 3.2 Ora® Design Docament o @ 4.4 Peer Revew Softwar and Test Finish: 442G Curhor 1.0 dayis) | @ 5.2 Frepare User M anual
- Sl 44207 ~ Slarl 442016 - Sl 442018 | @ B 52Po RviowScemin ||| Slal 44120
Fitish 42016 Curdliorr 1.00 dar(s) Firish: 44201 Duraliort 1.00 cay(2) Firish: 442016 Dhrafior: 1.00 dayis) Stat Wz | Frizh &
© B 230t 373 & Flow B ) 3.3 Peer Retaw Design Cocument o @ 2.5 nstal Setware Firsh 442016 Cusbon 100 dayis)
- stat 442018 slal 228  slat: 242013 o ) 53 Apprue Test Case
{TRRN T Lo oowent ) b sl B ol et I8 [Firlsh: 402016 Dustion: 100 eekis)] | slul 4402006 =
& D 24 Fou RavewSa3 & Flow | ™ @ 3.9 Approve Dasign Doe. Firish 443016 Chraion 100 dlayis) 0 54 Dalvay Mesing
{ start wazes Stat 44205 POsamegmsTet | st awens |
| Finish 442076 Durabio 1.00 davis) | Firish: 45201 Dwation: 3.00 car(s) Slat 43207 | Frish wi20% Duration: .00 daris) |
& @ 2 5Approe SRS N0 Fow | o @ 3.5 Drat Program Spec. Firizh: 442016 Dwaliorr 1.00 day(s) @ 5 4.1 Madmgsgn
- Sttt A2 |  stat v | | @ @ 5.5 80pmes Finat imegras 1zt | 1 start 4wzt
| sty 442016 Durchionr 1.00 dayis)} | Ficishc 452016 Duealion 2:00 dayts) | stat. 44205 Finsh 442018 Curation 100 days)
@ @ 25 Presar Development Plzn o @ 2.5 Peer Ravew P ograim Specificason Firish: 432016 Dwalion 1.00 weekis) |
b | Slart A4HHE 7 St 4B
Finsh 452018 Duralicr: 1.00 weeis) Fiien 492016 Curalioer, 5 00 chor(s)

Filter of tasks that need to be finished within the following 7 days

As we mentioned before you can filter information, by using additional filtering criteria.

In order to do that, you need to open and use the options available in the A dvanced

JLOWHU GLDORJ ,I \RX GRQ-W ZDQW WR XVH WKH SUHGHILQ
combining different tasks criteria together. For example you can search and filter tasks

that start and finish on the same date.
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If you have applied a custom topic style in the map, you can filter topics that have the
custom style applied in the mind map.

You can also view and filter topics that have one or a combination of all topic elements
listed in the Advanced Filter dialog, such as:

Images and icons
Attachments
Hyperlinks

Notes

Alerts

Callouts

X X X X X X



iMindQ User Manual for Mac

iMindQ® allows you to present your mind maps in a new and unique way, as well as in a very
easy and fast manner. You can make an automatic presentations for your mind maps with just
one click or make a custom presentations for specific audiences. You will be even able to
interactively present different parts of your mind map, depending on the interaction and
communication with the audience. For the first time, the concept of a screen play is presented
in the mind mapping world, where your presentation is the screenplay, the scenes 2view of a
part of the maps in which different topics (actors) have their own animation (role) to play.

At the end of a meeting, you might want to directly present what was concluded from the
meeting, in a form of a mind map, to all attendees. You might need to present the Project WBS
to the project team, in order to convey the main objectives of the project and what is expected
as a project Deliverable You can do that in iMindQ® with just one click.

To present your mind map automatically, do the following steps:

1. Click on the Presentribbon tab .
2. From the Presentgroup, click the From Beginningbutton.

You can also use the shortcut keyF5 to play the presentation automatically from beginning.

An automatic presentation will be played in a Full Screen Presentation View. The flow of the
presentation is represented in the figure below.

10
[ Frepare W8S Chafe ()
_ ()4 W8S Chart |~
L] Prepare WBS Dictionaty | | ] 2. Plan Scope Management || [ ] Requivement Management Plan
9 [0 Accapeed Deliverables : ] Prepare Requiresment Documenation
[] Change Requests 1 [ 2. Collect Requirements F
- (15 Validate Scope |—{ [ Requiresments traceabilisy matrix
[ werk Performance (nformation L]
Seope Managment Plan B s [ ] Acceptance Criteria
Project Documentation Updates
] Project Deliverables
[ work Performance information 5 O Proj D|projece Exclusion
[ Change Requests . [ |Prajest Constraints
[] Ascepted Deliverables — [[] 3. Define Scope 5
[J 6. Control Seope [ ] |Praject Assumptions
[ Project g Plan Updates

7 Upddte Project Documentation
[ Preject Documentation Updates v R

[[] Organizational Process Assets updates
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You can present an Organizational Chart, Organic Mind Maps and WBS (Work Breakdown
Structure), by following the same steps as described above with the difference in the flow for
a top down layout of the maps. The flow for an automatic presentation for a WBS and
Organizational Chart is presented in the Image below.

= WBS (Work Breakdown Structure)

<PROJECT NAME>

[ N
1. Initiation B 2. Planning B 3. Execution ~ 5. Closeout @
i Evaluation & . Create Prelimi Proj Audi o
valuation = reate Preliminary . roject = i = I wudit
M B aranerel i 2 e 31 Kick-off Mesting &l E o B e
L, Develop Project . 5.5, Determine Project . 5.5, Verty & Validate . 4.9, Project Status . L 5, Document .
"2 Charter % Team "2 User Requirements "2 Meeting "% Lessons Learned
Subrmit Project . \ Project Team ) Z L ' . I .. Update
ray ol 23 b M 3.3. Design Syster 4.3, Risk Management -k A
| ., Review Project || ;. Develop Project . 5., Procure = | 4.q Update Project . ., Gain Formal .
‘ " Charter “* Plan " Hardware/Software " Management Plan " Acceptance
| 15, Project Crarter . 1] 5.5, Submit Project . 5.5, Install Development . 5 5.5, Archive e
" Signed/Approved 114" Ptan "+ System " Files/Documents
6
1
Project Plan . . .
6 3.6. Testing Phase
3 | | Install

"% Live System

3.8, User Training *

3.9. Go Live *

Figure 67. Flow of automatic presentation for WBS in iMindQ®

To play the next scene/animation in the Full Screen Presentation View, you can click on right-
mouse click , the Right Arrow key or Space. To exit the Full Screen Presentation View and end
the presentation you can press Esc If you want to switch the Full Screen Presentation Window
to a second monitor, do the following steps:

1. Use the shortcut Cmd + Right Mouse click.
2. From the contextual menu, click on Leave Full Screemption.

The size of the window will be restored and you can move the Presentation Window to another
Monitor Display.

Generate predefined presentation scenario for your mind map

To generate predefined presentation scenario for your mind map, you will have to do the
following steps:

1. Click the Presentribbon tab.
2. From the Scene group, click on the Generate Scenesutton.

The automatically generated scenes for your mind map, organic mind map, organizational
chart or WBS will be inserted in the Scenes Panel on the left side. Each scene has a life preview
of the topics animated in the specific scene.
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The generated scenes in the Scenes Panel can be additionally modified/customized in the way
that best suit your presentation needs. To play the automatically generated presentation
scenario, click on the From Beginning button if you want to play the presentation from the
beginning or click the option From Current if you want to play the presentation from the
currently selected scene in the Scenes Panel.

To play the presentation from beginning use the F5 shortcut key, and to play the presentation
scenario from the currently selected scene use the shortcut keysAlt+F5 .

You can make a custom presentation for your Mind Map, Organic Mind Map, Organizational
Chart or WBS by using template scenes and make custom modifications to the presentation

For mind map presentation the following template scenes might be used:

X Focus on Topic 2shows all elements and focuses on the Central Idea (Central
Topic)

x Expand Branch(es) Parallel 2expands the selected branch(es) with all the child
topics displayed at once and highlights each topic in sequence on click.

X Sequentially Expand Branch 2expands the selected branch(es) sequentially, one
child topic at a time.

x Show All Elements 2display all elements of the mind map, to present the big
picture of the discussed topic

When you start talking about certain topic, \RX ZDQW WR IRFXV RQcuswh TagcDW -V ZK)\
shall be used at the beginning of the presentations scenario.

To add a template scene, do the following steps:

Select the Central Topic.
Go to the PresentRibbon tab.
From the Scenegroup, click on the Add Scenedropdown menu.

P wDh P

Click on the Focus on Topic(s)emplate scene.

Note : You can also create a scene, by dragging the selected topic(s) and dropping them in the
Scenes Panel and from the contextual menu, choose the desired template scene

To present a specific branch and its child topics, use the Expand Branch template scene. Follow
these steps:
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1. Drag the desired branch to the Scenes Panel
2. Drop the branch in the Scenes Panel
3. From the contextual menu, choose Expand Branch(esParallel template scene.

To display all elements of the mind map, use the Show All Elements template scene. Follow
these steps:

1. Go to the Presentribbon.
2. From the Scenes group, click on theAdd Scenedropdown menu.
3. Click on the Show All Elementgemplate scene.

To change the transition of a scene, do the following steps:

Select the desired scene.

Go to the Presentribbon tab.

From the Scenegroup, click on the Change Transitiondropdown menu.
Choose the desired transition (Pan or Jump To).

P wDnh e

To delete a single scene, select the Scene in the Scenes Panel and press the shortcut key
DELETEor do the following steps:

Make a right mouse click on the desired scene.

From the contextual menu, choose Delete Scene.

If you want to delete a group of selected scenes, do the following:

Make a multiple selection of topics by holding Cmd + Left mouse click . (You
can use Shift +Left mouse click selection on the first and last topic of the group
of scenes to be deleted).

5. Press the shortcut keyDelete .

P wDh PR

To delete all Scenes, use the shortcut key<Cmd+A and press the shortcut key Delete .

In a mind map, organic mind map, WBS or organizational chart, you can add animation in two
ways to the selected item, depending on what you want to be animated with the selected
element.

You can add animation:
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X On selected item(s) 2 Only the selected topic(s) are animated and included in
the scene, without their child topics.

x On child items 2The selected branches are animated in the same time including
their child topics.

You can change how the animated topic should be treated, either as Parent Item or as Single
Item.

If you treat the animated topic as Parent Item , the parent and its child topics will be animated
in the same time. The child topics will be animated only if you have previously expanded the
parent branch.

If you treat the animated topic as Single Item , only the parent or the selected item will be
animated without its child topics.

To change how a topic is treated in the animation, do the following steps:

x Double click on the desired Animation in the Animations Panel, to view the
animated topics.
Make a right-mouse click on the desired topic.
Go to the Treat Asoption in the contextual menu.
Choose one of the desired options, Parent Iltem or Single Item.

You can add animation to selected topic(s), by doing the following actions:

x Select the desired topic(s).
X Go to the Presentribbon tab.
x From the Scenegroup, click the Add Animation button.

There is another alternative of how to animate topic(s). You will have to select the desired
topic(s), drag them and drop them to the Animations Panel. You can set desired properties to
a specific animation and you have the following options:

Animation Type
Effects
Start On 2the animation can start on click, after the previous animation or with
the previous animation.

X Start After

x Duration

X Rewind Effect - rewinds the animation effect and returns the topic to its previous
positions.

To delete an animation, follow these steps:
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Make a right mouse click on the desired animation.

From the contextual menu, click on Delete Animation option.

To delete a group of animations, do the following actions.

Make a multiple selection of a group of animations with Cmd + Left mouse click .
Press the shortcut keyDelete.

o~ wn e

To delete all animations, make a multiple selection with Cmd+A and press the shortcut key
Delete. Also you can delete all animations, by making right click in the Animations Panel View
and from the contextual menu choose Delete All Animations.

To change the order of an animation, drag the animation and drop it to the desired position
in the Animations List in the Animations Panel.

To play the presentation scenario, you have two options:

x To play the presentation from beginning
X To play the presentation from the currently selected scene

To play the presentation scenario from beginning, do the following steps:

1. Click on the Presentribbon tab.
2. From the Present group click on the From Beginningbutton.

To play the presentaton VFHQDULR ")URP %HJLQQLQJu \RXFBDQ XVH WKH V

To play the presentation scenario from the currently selected scene in the Scenes Panel, do
the following steps:

1. Click on the PresentRibbon tab.
2. From the Presentgroup, click on the From Currentbutton.

You can also use the shortcut keyAlt+F5 to play the presentation scenario from the currently
selected Scene. To play next animation or next scene you have two options:

X Right-mouse click
x Use shortcut key Space
x Right Arrow or Down Arrow keys.

When you are Full screen Presentation View you can play the presentation by using the arrow
shortcut keys.
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x To play next scene/animation use the Right/Down arrow keys.

X To go backto the last played scene from your current position in the Presentation
scenario, use the Left/Up arrow keys. (When you go back to a last-played,
previous scene, the application will just focus the presented topic/branch in the
screen view).

If you skipped several scenes from the Presentation and played one that was interactively
selected, by using the Left/Up arrow shortcut keys, you can continue from your last played
scene.

While you are presenting in Full Screen Presentation View, you can open links and attachments
in the default application of what is being opened. You can also view the Notes of a topic while
you are presenting. To do so, click on the Notes icon of the desired topic and a pop up window
will be displayed like in the image below. To close the Notes pop up window click anywhere
on the screen, except the Notes window area.

© Level 5 (E): Excep:
© Level 4 (EE): Excee.

L € Level 3 (ME): Meets Expectations

| @ Level 2 (1): Improvement Needed

| © Level 1 (U): Unsatisfactory

— '/’ Review Info

»

To play a scene of a branch that is forward in the presentation scenario, do the following
actions:

X Select the desired topic/branch.
X Make a Right Mouse click.

The presentation will be continued from the selected scene. If you want to focus your view on
already presented Scene, just select the played (animated) branch/topic and make a right
mouse click. The system will just focus your view on the selected branch/topic.
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If you want the play skipped step (topic, branch) from the presentation scenario, just select the
desired topic and make right mouse click.

When you are Full screen Presentation View you can play the presentation by using the arrow
shortcut keys.

x To play next scene/animation use the Right/Down Arrow keys.

X To go back to the previous scene from your current position in the Presentation
scenario, use the Left/Up Arrow keys. (When you go back to a last-played,
previous scene, the application will just focus the presented topic/branch in the
screen view).

If you skipped several scenes from the Presentation and played one that was interactively
selected, by using the Left/Up arrow shortcut keys, you can continue from your last played
scene.

You can visualize your business processes in iMindQ® with a Flowchart diagram. After creating
the Flowchart diagram, with iMindQ® you can easily make a presentation for your Flowchart
diagram easily by using Template Scenes.

To create a presentation for a Flowchart diagram, you will need to use the following three
Template Scenes:

x Focus on Topic(s) 2hides all map elements and focuses on the one(s) you have
selected
Present Sequence 2fades in the selected topics in a sequence.
Highlight Presented Sequence 2fades in the selected topics in the sequence
and highlighting them as they fade in.

x Show All Elements 2 shows all elements in the map, so the user can see the
whole picture

Here is an example flowchart diagram that we are going to use to create a presentation:
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You can add a Template scene to a topic/topics in the following ways:

X By using the Add Scene menu in the Present ribbon
X By using drag and drop of topics to the Scenes Panel

To add a template scene by using the Add Scene dropdown menu in the Present ribbon, do
the following steps:

Select the starting topic of the Flowchart diagram.

Click the Presentribbon tab.

From the Scenegroup, click on the Add Scenedropdown menu.
4. Click on the Focus on TopicTemplate scene.

w N

To add a template scene by using drag and drop of topic(s), follow these steps:

1. Drag the starting topic of the Flowchart diagram.
2. Drop the topic to the Scenes Panel
3. From the contextual menu, choose Focus on TopiclTemplate scene.
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Figure 70. Focus on Topic template Scene 2Flowchart diagram

After focusing on the starting point of the Flowchart diagram, we will have to present specific
flow or sequence. In this Flowchart diagram example, our first sequence to be presented will
up to the decision point. To present the first flow, we will have to use the Present Sequence
Template scene.

Do the following steps:

1. Make a multiple selection of topics by holding Cmd + Left mouse click , like in
the image below.

2. Drag the selected topics to the Scenes Paneand drop them.

3. From the contextual menu, choose the Present Sequenc&demplate Scene.

H

- B il
£ B i
- Bl Fede 1000 ms

Figure 71. Present Sequence template Scene 2Flowchart diagram
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Do the same steps until you finish presenting all the desired flows or sequences in the
Flowchart diagram. For the example Flowchart diagram, all the sequences are presented in the
image below.

= = | Ao ot

s o
=

hppen B e

At the end of each presentation, the presenter always wants to show the audience the big
picture of what was discussed during the presentation and how everything is connected. In
order to present all the elements of the Flowchart diagram, you will have to use the Show All
ElementsTemplate scene.

Follow these simple steps:

1. Click the PresentRibbon tab.
2. From the Scene group, click on the Add Scenedropdown menu.
3. Choose the Show All Elementgemplate scene.

Note : You can add Show All Elementgemplate scene directly from the Scenes Panel. Make a right click
on empty part of the Scenes Panel and from the contextual menu go to New Scene £Show All Elements.

Here is how the custom presentation scenario for the example Flowchart diagram looks like in
the Scenes Panel, by using Template Scenes.
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With concept maps you can visualize complex ideas and the interrelationships between them.
They can be also used for knowledge sharing with others by giving meaning to the connections
between what the presenter is trying to convey.

Here is an example Concept Map template through which the process of creating a
presentation for a Concept Map will be explained. You can make a presentation for a concept

map in two ways: by using template scenes with predefined animations of the elements or by
making a custom presentation from scratch.

An example concept map is displayed in the image below.
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Figure 74. Concept Map Example

Create a Concept Map presentation by using Template Scenes

In order to create a presentation for a concept map in a very fast and easy manner, we can use

the following template scenes:

X

X

Focus on Topics(s) 2hides all elements in the map and focuses on the topic you
select as a starting point in the Concept Map.

Present Sequence 2animated the concepts (topics) selected in a sequence that
represents certain flow.

Highlight Presented Sequence 2fades in the selected topics in the sequence
and highlighting them as they fade in.

Show All Elements 2Displays all elements of the concept map.

,Q RUGHU WR SUHVHQW ZKDW:V WKH PDLQ LGHD RI WKH &RQFHS!'
on Topic template scene. To add the template scene, do the following scenario:

X X X X

Select the starting topic of the Concept Map (main idea).

Click on the PresentRibbon tab.

From the Scene group, click on the Add Scenedropdown menu.
Choose the template sceneFocus on Topic(s).

To present a flow, follow the recommendations mentioned below:

1.
2.
3.

Select all the topics you want to be shown in the flow.
Drag the selected topics and drop them in the Scenes Panel
From the contextual menu, click on the Present Sequencéemplate scene.
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Do the same steps for each flow you want to present in the presentation scenario. After you
finish with creating a scene for all the desired flows from the Concept map, add the
presentation scenario by adding the Show All Elementdemplate scene.

Make custom modifications to the Concept Map presentation

The template scenes contain predefined animation with predetermined animation properties,
which can be modified depending on your needs. You can modify the previous scenario by
doing several things:

Add new animation in existing scene

Modify animation properties of existing animation
Change transition of Scene

Change the order of an animation

X X X X X

Change the order of a Scene

Add new animation in existing scene

In order to add new animation in an existing scene, you will need to select the desired scene

in the Scenes Panel. The animations applied to the topics in the existing scene appear in the
Animations Panel on the right side of the Application window. See the image below.

Figure 75. A scene with applied animations to topics in the Scene



iMindQ User Manual for Mac

For our example, | want to add new Zoom In and new Zoom Out animation to starting idea
(main idea) of the concept. To add a new animation in the Animations Panel in the existing
scene, you can do the following steps:

1. Select the starting point of the Concept Map (main idea).
Drag it to the Animations Panelto an empty part or between two animations.
(For our example, drag the topic after the second animation Fade Inin the image
above)

3. Drop it between the Fade Inand Focusanimations.

New Animation with Focus has been added in the Animations Panel. Set the following
Animation Properties for the newly added animation:

X Animation Type: Zoom In
X Start on: With Previous
X Duration: 2000ms

Do the same steps to add a second animation between the Zoom In and No Effect Animations.
Apply the following Animation Properties for the second animation:

Animation Type: Zoom Out
Start On: After Previous
Start After: 1000ms
Duration: 1000ms

X X X X

To preview the applied changes to the selected scene, go to the Scene Group £Preview Scene
button. If you want to preview a specific animation, select the animation and click the Preview
button in the Animations Panel.

If you want to modify certain animation properties in a specific animation, select the animation
in the Animations Panel and change the desired animation properties.

To delete an animation, you can do the following steps:

1. Make a Right Mouse Click on an animation.
2. From the contextual menu, click on Delete Animation option.

To delete all animations, follow these steps:

1. Make a Right Mouse Click on any animation.
2. From the contextual menu, click on Delete All Animations option.

To delete specific animations, you have to make a multiple selection of the Animations in the
Animations Panel and press the shortcut keyDelete.
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You can remove animated topics from one animation. In order to see which topics fall under
specific animation, make a double click on the desired animation. After the topics are
displayed, either make a right mouse click on the desired topic and select Delete Topic or use
the shortcut key Delete.

To change the order of an animation in the Animations list, drag the desired animation and
drop it to the desired position.
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What is topic? Topic is the key element of the map. Beside the connections that exist between
all topics, forming parent-child relation, the topic is the fundamental S D U Wof verid map.
With rectangular or round shape, in different colors and font styles they can present an idea,
taught or task inside your map.

According topic - Yosition within the map , iMindQ® has several types of topics:

Central Topic
Main Topic
Sub Topic
Floating Topic
Callout

X X X X X

The central topic is the starting point of building your map. When starting new map, the central
topic is already placed in the map, and you start adding new topics around the central one. It
is a special type of topic that cannot be copied inside the same map. Only one central topic
exists in the map. You can also delete it from the map. There is no restrictions in positioning
the central topic anywhere you want in the map space.

Main topic is the second level of the map. It connects the central topic with the rest of the map

presented trough sub-topics and it is starting point of branching your ideas. Main topics can

be added or deleted, copied and paste inside the existing map or in new one. Although they
differ visually from the central topic (as its predecessor) and the subtopics (as successorsthey
possess same characteristic like the other topics in the map.

All other topics that are entered in the map after the main topic can be named as sub-topics .
Depending from the position inside the map they can take different shapes but like the
conclusion for the main topic, they have same characteristic like the other topics in the map.

Floating topic is a topic that can be inserted without connection to the existing map. It can be
considered as new central topic. It has the same properties as any other topic, except for the
fact that a sibling topic cannot be added from it. Floating topic can have subtopics and callouts
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and can be moved through the map space. If you want, you can attach the floating topic
somewhere in the map, so that it will no longer be a floating.

Callout is a descriptive topic and has the same properties as any other topic. It can be added
to any element in the map except the Central Topic. By default, it is placed above the selected
topic. Also, you can also add callout to external relationships when it is placed in the center of
the relationship.

Whenever a callout is added, you can immediately start writing text inside. There is limit on
characters added in topics.

You can insert topics in your map using one of the following methods that is appropriate for
your work:

X Using one of the available features from the Map Elements group in the Home
ribbon;
Using the quick menu that appears on mouse hover on topic
Using one of the available features from the Map Elements group in the Insert
ribbon;
8VLQJ WKH NH\E R DOnG+TabEoX BvitdrR Q V
Using the Insert feature from the contextual menu.

Enter button from the keyboard is used when you want to insert topic on the same level with
the topic that you have selected. Example: If you want to add sibling topic to the Main Topic 1
just select it and hit the Enter button. The result that you get is presented on

Central Topic —1 Main Topic 1 |

--—— Main Topic 1

Central Topic -
-~ Sibling Topic
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Cmd+Enter button from the keyboard is used when you want to insert child topic to the
selected topic (create parent-child relation). Example: If you want to add sibling topic to the
Main Topic 1 just select it and hit the Enter button. The result that you get is presented on

Central Topic —{ Main Topic 1 |

Central Topic —{ Main Topic 1 & chid Topic |

The relationship between two topics can be used for visualizing the connection between two
different topics or it can be used for defining the dependency when working with task
properties (Project Management part in iMindQ® ).

There are several ways how to add a relationship between two topics:

X Using one of the available features from the Map Elements group in the Home
ribbon;
X Using the quick menu that appears on mouse hover on topic

‘ Central Topic

X Using one of the available features from the Map Elements group in the Insert
ribbon;

8VLQJ WKH NH\ER DAh@+ShigeR WWR Q V

Using the Insert feature from the contextual menu

X X

To insert relationship between two topics by using the Quick menu, you have to perform
several steps:

1. Point the mouse cursor over the topic that will be the starting point of the
relationship. The topic will be rounded with gray colored border.
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| Central Topic |

2. Click on the Relationship option, presented with the & icon, hold the left

mouse button pressed and point the topic that will be the final point of the
relationship.

3. Placed the mouse cursor over the end-point topic (rounded with red colored
frame) and released the left mouse button.

Central Topic

Central Topic

To connect two topics in the map, you can perform the following steps as well:

1. Select the topic that will be the start point of the relationship (by default, marked
on the topic with #symbol)

2. Pressing the Cmd button select the topic that will be the end point of the
relationship (by default, marked on the topic with >symbol)

3. Click on the Insertribbon

4. From the Map Elementsgroup, click on the Relationshipbutton.

Create Insert



iMindQ User Manual for Mac

After you have inserted the relationship, you can edit the line that connects the topics. You
can change the color, weight and pattern of the line, the styles of the beginning and ending
points. This can be done in two ways: from the Format Relationship dialog (presented with
figure 58) and from the Format Relationship dynamic ribbon (presented in the figure below ).

The Line Colorin the Relationship Format ribbon4Line Groupafter you have applied a custom
line color to a map element, shall display the last applied Line color. If you have a relationship
selected, and click on the Line Color dropdown menu, the line color of the selected relationship
will be displayed.

The same logic applies to the Relationship Shape option in the main Format
ribbon 4Formatting group.

The label of a relationship can be added by selecting the relationship and start directly typing
the context of the label. When the label is entered, you can decide whether you want the label
to follow the shape of the relationship. You can activate the Follow Lineoption by doing the
following steps:

1. Select a relationship.
2. Click on the Relationship Formatribbon tab.
3. From the Style group, click on the Follow Lineoption.

Note : The same thing can be done from the Format Relationship dialay by selecting the Follow
Line checkbox.

800 Format Relationship

Color: | [ - Begin style : | @— 5
Width : | —— 2.25 pt = End style : e =

Pattern : | =----=----- . Line shape : % Bezier =

@Aum adjust

.. ............................................................ }

} Apply Cancel [ ok |
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Boundaries in iMindQ® are used to group topics and visualize this group from the rest of the
map. The grouping can be done by various criteria such as common idea, solution, etc.

Inserting boundaries in the map is very easy:

Select the topic in the map
Click on the Insertribbon tab.

- Tips: You can use the default boundaries that are available in the drop-down list
from the Boundaries feature. If you want to make modifications on the look
of the boundary, you have to use the Format Boundarydialog.

o

Modify

Black Velvet Edit

Blue Petrol

Sunny Day

“ Note: If you select topic that has sub-topics then all elements will be inside the
boundary.

After you have inserted the boundary, you can edit the style of the boundary. You can change
the style of the boundary, the line color, weight and pattern, as well as the fill color and

transparency. This can be done in two ways: from the Format Boundary dialog, or from the
dynamic Format ribbon for Boundary.

The Line Colorin the Relationship Format ribbon4Line Groupafter you have applied a custom
line color to a map element, shall display the last applied Line color. If you have a relationship
selected, and click on the Line Color dropdown menu, the line color of the selected relationship
will be displayed.

The Fill Color in the Boundary Format ribbon 4ZFill Group after you have applied a custom fill
color to a map element, shall display the last applied fill color. If you have a boundary selected,
and click on the Fill Color dropdown menu, the fill color of the selected boundary will be

displayed.

The same logic applies to the Boundary Shapeoption in the main Format ribbon Aormatting
group and in the Home Ribbon 4£Map Elements group.
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8006 Format Boundary |
Style Line
[=27 Straight Lines Color : | Automatic 4 |
—
(#2) Scallops _ _
3} Waves Pattern : === , |

521 ZigZag Fill
[=2] Rounded Rectangle

[2] Rectangle Color : | B Automatic -
=2} Summary Elbow Transparency: ! m—" 0 %
|ﬂ| | Cancel | E OK 4

Figure 82. Format boundary dialog

You can insert multiple boundaries per topic, which is helpful when you want to visually
present an intersection or common elements for two different sets or when you want to
separate a subset of a bigger set of objects. Here are several examples:

-
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Figure 84. Subset of a set (Multiple Boundaries per topic)
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Add objects to the topic

Several types of objects can be attached to each topic from the map. These objects can be

images from the iMindQ® library, different documents, hyperlinks or notes. Every object is

visually presented withdLITHUHQW LFRQV LQ WKH WRSLF DQG \RX GRQ-W (
out which topics have hyperlinks, notes or images.

Insert Notes

All comments, explanations, descriptions and details for one topic can be inserted in it using
the Topic notes feature. In the notes area you can insert text associated with the topic, select
the appropriate font and font size , text and highlight color, align and outline the text, etc.

You can access the Topic notes by:

4. Select the topic that you want to have notes.
5. Click on the Home ribbon tab.
6. In the Topic Elementsgroup click on the Notes button.

Example for topic - V Q ReWigrdsénted on the figure below:

=T . mE = W8 0L EO-X m
S i : -
P =T : P s . B
Topic P s Topic [ Sl c AN EESe | m g T
\
; BrUand | DWS-A-2 Exwaas | L
£
[This s the note that represents all of the Inserted elements In | = |
the mind map. H
Topics Topics d map such ;
Topic Topic
Topics m Insert I SR
Topics Topics
Topic Topic
Topics m Modify REiS g
B
Topics Topics I

2
ERE e

Figure 85. Insert Topic notes

"~ Note: The same action can be achieved using the same feature from thelnsert
ribbon or clicking on the Task Notestab from the docked tabs.
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To insert an image in the notes, you shall do the following steps:

Select the desired topic.

Click on the Notes Panel on the right side of the application.
Click on the Image button in the Notes editor.

Specify the correct file location.

5. Click OK.

P wDh PR

You can also change the size of the image you have already inserted in the Notes area. Make
a right click on the image and click on the Sizeoption.

" Image

Height: k40 =
Width: 1024 =
Lock aspect ratio

To insert a table in the notes area of a specific topic, you shall do the following steps:

Select the desired topic.

Click on the Notes Panel on the right side of the application.
Click on the Table option.

Specify the number of columns and rows of the table.

P wbn PR

Note : The Display Column Headingsand the Display Row Headingsoptions are not included
in the total number of columns and rows that you specify.
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G Spreadsheet Properties
Spreadsheet Size
Mumber of Columns: E =
Mumber of Rows: 2 B
Heading Display

[ ] pisplay Column Headings
[ ] Display Row Headings

carel

Figure 87. Spreadsheet Properties dialog in Notes Editor

You can also apply custom formatting to the table. To do so, follow these steps:

1. Make a right click on the inserted table.
2. From the contextual menu, choose the Format Tableoption.

Q. Format Table

Tahle Column

Style
Apply to: (3 cel(s) (™ Table
Cell fill color; I:‘ Automatic |+
Border line color; . Automatic | »
Border line width: — 1pt b
Alignment

Left Center Right

I

O Cancel

Figure 88. Format Table dialog in Notes Editor
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iMindQ® allows you to insert three types of hyperlinks:

x Hyperlink to map on the web 2link your topics from the map with the maps on
Web IMindQ®. Do use this feature you will need premium account
X Hyperlink to topic in map 2this type of hyperlink allows you to link two topics
from same map. It very useful feature when you work with large maps that
covered great working area and you need to navigate constantly between two
topics
x Hyperlink to external object 2linkmap -V WRSLFV ZLWK H[WHUQDO GRFXF
pages, folders or e-mails.

The procedure for inserting hyperlinks is very similar with inserting notes;

1. Select the topic to which you want to add hyperlink.
2. Click on the Home ribbon tab.
3. Inthe Topic Elementsggroup click on the Hyperlink button.

In order to edit an existing hyperlink, make a right click on the desired link and from the
contextual menu, choose the Edit Hyperlink option.

®_® & Hyperlink
b= - b
Topic Web File Mail
Link To:
http://
Description:

Cancel | (LI
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If you need to attach specific file to the topic, you can use the Attach feature, located in the
Home and Insertribbon. To attach file to some topic from you map perform the following four

steps:

PR

Select the topic that you want to attach file

Click on the Home ribbon

In the Topic Elementsggroup click on the I Attach button

,Q WKH QHZO\ RSHQHG ZLQGRZ EURZVH WR WKH ILOH:-V O
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iMindQ® helps you to visualize your ideas, your toughs. This visualization can be used not
only for the entire map as one entity but also for its elements - topics. You can, for example,
unify the use of images and icons for presenting common property for the topics. These
images and icons can be inserted from the iMindQ® image library or imported. You can also
drag and drop images from external and from the internal iMindQ® browser, either to a topic
in the map or an empty map space.

The following steps allow you to insert image in the topic:

bR

Select the topic to which you will insert the image

Click on the Home ribbon tab.

In the Topic Elementsggroup click on the Image button

From the Library docking window 2Image tab, select the location from which the
image will be imported into the topic or just drag and drop the desired image.
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Figure 91. Add image to topic
Insert Icon

The same explanation that is given for inserting images is valid for inserting icons. Once again,
you can choose icon from one of the six available predefined icons packs (Number, Signs,
Smileys, Office, Tasks and Other) or to work with the icons from the Professional folder.

The following steps allow you to insert image in the topic:

Select the topic to which you will add an icon.

Click on the Home/Insert ribbon tab.

In the Topic Elementsgroup click on the Icon button

From Image tab select a specific folder from which you will insert your icon to
the topic or in an empty space, but in that case you will skip step one.

hwn e
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If you want to add and describe different properties of the content in the topic, you can do
that by adding custom properties. These custom properties will describe different attributes
of the content in the topic. The look and design of the custom properties is dependent on the
formatting used for the topic and the text in it (fill color, body color and text font family and

font size).

To insert custom properties in the topic perform the following steps:

P wbdrE

5.

Select the topic from the map.
Click on the Insertribbon tab.

In the Topic Elementsgroup click on the Properties button.

, QVHUW WKH GHVLUHG QDPH

here = u
Press ENTER.

IRU W Rybe QenZpr&oeryy S H U W \

The custom property will be added in the topic. You can change the data type of the property,
and you have the following options: Text, Number, Date, Time, Date & Time, and Boolean. Also

you can change and edit the property value within the topic and in the Custom Properties

panel.

LQ
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Custom Properties x
Name Type Value
Location Text UK
MNo. of employees Number 500
- Contact Info Text Address/Phone
Company X
= Contact Person Text Name & Surname
Location: UK |
-~ S
{ | No. of employees: 500 Website Text WWW.COMPanyx.com
Company Research —
\ | Contact Info: Address/Phone
g Tvpe new property here.

Contact Person: ~ Name & Surname

Website: WWW.COmpanyx.cam

If you want to save time on creating the same property again and specifying their data type,
you can choose an existing custom property in the map, by choosing the desired property
from the recent list that appears when you enter new or you edit existing Property Name.

Custom Properties x

Name Type Value

Company X Location Text
Location: UK Mo. of employees Number a
4 N e S e e A Type new property here... -
/ Contact Info: Address/Phone Vocation
Contact Person:  Mame & Sumame Website

Company Research Contact Person
Website: WWWLCOM Panyx.com

> Mo. of employees
1 ReminderCalendariD
Company A ReminderSourcelD
o OSXCalendarReminderlD

| ikecauen Has Repeat End Date
No. of employees: Repeat End Date

To insert a Spreadsheet in a topic, you will need to do the following steps:

1. Click on the Insert ribbon.
From the Topic Elements group, click on the Spreadsheet button.

3. In the Spreadsheet Properties dialog, specify the desired number of columns and
rows.

You can enter basic formulas in the Spreadsheet, such as:

Sum - SUM

Average - AVERAGE
Minimum - MIN
Maximum - MAX
Count - COUNT

X X X X X
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i @ Spreadsheet Properties

Spreadsheet Size

Number of Columns: 5 o

Mumber of Rows: 2 o

Heading Display

Display Column Headings
Display Row Headings

To use one of these formulas, will need to select the desired range and make a right mouse
click. From the context menu, go to the Formulas option and choose the desired formula. The
result will always be displayed at the bottom of the selected range.

If you want to get the result of a the desired formula in other cell, rather than below the
selected range, you will need to do perform these steps:

1.  Select the desired cell.
2. Type the following parameter values:
=FUN(Range Cell 1:Range Cell X);

Ex. =SUM(B1:B3)

Insert Spreadsheet

A B
1 Value 1 2
2 Valuel
3 Value 3 B

4 SUM 13

Ex. ZAVERAGE(B1:B3)

Insert Spreadsheet

A E
1 Value 1 2
2 Value2 5
3 Value 3 &

4 AVERAGE 4.33333

Ex. =COUNT(B1:B3)
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Insert Spreadsheet
A B
1 Valuel 2
1 2 value2 5
3 Value 3 i
4 COUNT 3

Ex. =MIN(B1:B3)

Insert Spreadsheet
A B

1 Value 2

2 Value2 5

3 Value 3 ]

4 MIN 2

Ex. =MAX(B1:B3)

Insert Spreadsheet
A B

1 Valuel 2

2 Value 2 5

3 Value 3 i

4 MIN 6
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Balance Map feature allows you to align the topic in the map. Sometimes, during your work
on the map, you will relocate the sub - topics around the parent topic. Make space for the new
topics, add missed topics are few examples how the symmetry of the map can be disturbed.

7R "IL[p WKLV LVVXH DQG KDYH YLVXDOCEh (3¢ thelBRlapee Mg WK HW L F
feature. Using this iMindQ® element, the child topics will be equally distributed around the
parenttopic /HW:-:-V VHH WKLV WURXJK H[DPSOH

From several reasons the symmetry in our topic- V V& is disturbed by adding several new
topics.

Custom Caolors

. My Colors

| Color

Basic Colors

To balance the map and bring order in the sub-tree, perform the following steps:

1. Select the topic from the map (in our case

2.Click on the View ribbon tab.

3.In the Map group click on the Balancebutton

4. From the drop-down menu you can select whether to balance topic or subtree

The result from this action is presented on the figure below:

i Custom Colors
My Colors . Caolor

. Basic Colors
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As mentioned before, in the introduction part, iMindQ® map can contain several hundred
topics (example: My First Map). If you know the topic that you want to emphasize, Focus on
Topic feature can help you to do that. Instead of scrolling and navigating through the map
and zooming with just one click, the desired topic will be in the center of the screen zoomed
to the appropriate level.

With one click on the Focus on Topic feature (View tabOMap group O Focus on Topic) the
desired topic will be in the focus, zoomed and positioned in the center of the screen.

7KH "&HQWHU O0DSp IXQFWLRQDOLW\ LV VDPH DV WKH ")RFXV RQ 7
in the Map group, placed in the View ribbon, the focus will be put on the Central Topic i.e. this
topic will be in the center of your screen.

"% XLOG DV ODSpu IHDWXUH vith thd ssléted BpiQ bsZceRtalStopic and its
branches as main topics and subtopics. This is very suitable to use it when you want to
developed one branch from the existing map in new map, with more details compared with
the previous one.

To create new map from existing one, follow then next procedure:

1. Select the topic that will be the central topic in the new map.
2.  Click on the Insertribbon tab.
3. Inthe Map group click on the Build as Map button.

o Tip: If the root topic is related with other topic from its branch with a
relationship, that relationship will not be shown in the new map . Also, if
the root topic is in a boundary from a parent topic, that boundary will not
be shown in the new map

For using same topic tree structure on several locations in the map or in another map, use the

"0DS 3DUWVp IHDWXUH 7KLV IHDWXUH DO OREXtIRXthe Ray DYH WKH
Parts tab from the docking windows panel and use it in the opened maps. You can insert saved

parts in other maps, modify them, rename it or delete it.
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7KH ODS 3DUwV DUH FDWHJRUL]JHG LQ WKUHH PDLQ FDWHJRULI
BusinessGeneraland Personal In the Business category, there are additional subcategories:

Brainstorming
Business General
Marketing

Meetings

Planning

Project Management
Quality Assurance

X X X X X X X

For example: the branch will be used in several maps. It is universal subtree arrangement that
will represent same process, idea, information flow in all maps.

Select the topic from the map that will be copied in the Map parts library.
Click on the Insertribbon tab.

In the Map group click on the Map Partsbutton.

In the Map Partslibrary click on the Add Selected Topic(shption.

P wDdPE

Library

lcons

Images

Shapes

Patterns

Map Parts

All Map Parts ﬂ

Strategic Planning

[Software Product Evaluation & S...

Add selected topicis)

Now to use this part in another map perform the following steps:

1. Select the topic from the map that will be parent topic for the saved map parts.
2. Select the map part that will be added in the new map.
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3. Right click on the mouse button and select the Insert as New Topideature from
the contextual menu.

You can also rename an existing Map Part, in two ways:

X Select the Map Part that you want to rename, and directly start typing the
changes.

X Click on the dropdown menu of the existing Map Part and click on the Rename
option.

@ Rename Map Part

New name:
PROJECT RISKS
Cancel - -';h‘

Mind map is dynamic system. The represented idea, task or projects evolves and the number

of sub-topic WRSLFV DQG EUDQFKHV LQFUHDVH 7KXV VRPHWLPH G
important presentation you need to re-arrange the topics or branches in order to emphasize

particular idea or path. You can also apply different spacing between topics.

The following rearrangement process refers to a balanced map. In the rearranging process,
the main point is to follow the red indicator that appears under the selected topic ( =—=)
and informs you about the current position and the final result of the moving procedure if you
release the mouse button in that moment.

To show you how easy is to rearrange topics and branches in iMindQ®, the following examples
will be presented:

Example 1. The generic mind maps is created and it is presented on
Subtopic 1
| Map Main Topic 1 |~ mp?c
Subtopic 2
/,—-—*l Map Main Topic 2 |

| Map Main Topic 5| |— Central Topic ‘ Subtopic 3.1

~——| Map Main Topic 3 | Subtopic 3 = Subtopic 3.2
\ Subtopic 3.3
- Map Main Topic 4 |

Subtopic 4 Subtopic 4.1
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As it can be seen form the image, the left side of the map LV "HPSW\u DQG FRQWDLQV F
branch while the right side contains four branches. The map is dis-balanced and the visual

effect is not very good. The task that you want to perform is to rearrange the map and move

WKH EUDQFK WKDW FRQWDLQV WKH "0DS ODLQ 7RSLF p RQ WKH «

To do this, perform the following steps:

1. &OLFN RQ WKH ‘0DS 0D L Qthg RghrFouse 6 KR O
Subtopic 1
/| Map Main Topic 1 | Subtopic 2
_—1 Map Main Topic 2 |
: Map Main Topic5 — Central Toplc Subtopic 3.1

| Map Main Topic 3 || Subtopic 3 Subtopic 3.2
Subtopic 3.3

/

Map Main Topic 4 l( Subtopic4  Subtopic 4.1

2. ORYH WKH EUDQFK WRZDUG "0DS 0DLQ 7RSLF p DQG SRVLWL
Subtopic 1
/| Map Main Topic 1 | Sustopic 2
_—1 Map Main Topic 2 |
:Map Main Topic5 — Central Toplc Subtopic 3.1

| Map Main Topic 3 | Subtopic 3 | Subtopic 3.2
Subtopic 3.3

/

Map Main Topic 4 l( Subtopic 4  Subtopic 4.1

Rdease the mouse button.
' Subtopic 1
| Map Main Topic 1 |1~ mpfc
' Subtopic 2
A[ Map Main Topic 2 |

| Map Main Topic5 —{ Central Topic . Subtopic 3.1

J—{ Map Main Topic 3 [ Subtopic 3 = Subtopic 3.2
N
\l Subtopic 3.3
-, [*
B . . -~ . .
7| Map Main Topic 4 l(/ Subtopic 4  Subtopic 4.1
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Example 2: The second example is little complicated compared to the first one. Branch that
FRQWDLQV "0DS ODLQ 7RSLF p LV LPSRUWDQW BapchesRxnZDQW WR
2.

Torearrangethemap DQG PRYH "0DS 0ODLQ 7RSLF p SHUIRUP WKH IROOR

1. &OLFN RQ WKH "0DS ODLQ 7RSLF p DQG KROG WKH ULJKW PR

Subtopic 1

Map Main Topic 1 |
/| P P " | Subtopic 2

Subtopic 41 Subtopic 4 - Map Main Topic 4 — g - . .
S —— Central Topic | Map Main Topic 2 |

w - Subtopic 3.1
Map Main Topic 3 [ Subtopic 3 | Subtopic 3.2

Subtopic 3.3

2. Move theselecWHG EUDQFK XSZDUG DQG SRVLWLRQ LW EHWZHHQ '
"0DS 0ODLQ 7RSLF p ORYH WWRZ2DHUGHWWHG HRIWBDO 7RSLFp LQ F
7TRSLF p WR WRXFK LW LQ WKDW PRPHQW UHG ObLQaditdd OO DSSHI
presented on the figure below.

Subtopic 1

Map Main Topic 1 |
/| ap ain fopic | Subtopic 2

Central Topic ';| Map Main Topic 2 |

Subtopic 3.1
Map Main Topic 3 [ Subtopic 3 = Subtopic 3.2

Subtopic 3.3

Subtopic 4.1 Subtopic 4 7 Map Main Topic 4 ——

Map Main Topic5 —L

Note: Working on this way you will ensure that you have relocated the topic properly. If you
GRQ W "WRXFKuy WKH &HQWUDO 7RSLF WKH DSSOLFDWLRQ ZLOO
or second branch depending where the red indicator is positioned.

3. Release the mouse button.

Subtopic 1

1 Map Main Topic 1 3 i
/ —— | Subtopic 2
Subtopic 3.1

Central Topic H Map Main Topic 3 |2 Subtopic 3 Subtopic 32

\ Subtopic 3.3

1 Map Main Topic 2

Subtopic4.1  Subtopic 4 1 Map Main Topic 4 ——"

Map Main Topic5 — -
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Example 3: The last example is to rearranging the sub-topicsLQ WKH WKLUG EUDQFK /HW:'
them in the following order

X Sub-topic 3.1
X Sub-topic 3.3
X Sub-topic 3.2

To rearrange the sub-topics inside the branch, perform the following steps:

1. 6HOHFW WbKiti "6KE
2. Position the sub-topic EHWZHHQN B X EF U PWBSIBXE pyu DQG ZLWK WKH O
FRUQHU "WRXFWR®IKH (16 XE

Subtapic 1

~| Map Main Topic 1
P P | Subtopic 2

) Subtopic 3.1
— Map Main Topic 3 - [Submpic 3 ]J Subtopic 3.2

Subtapic 3.3

3. Release the mouse button.

i i 1 Subtopic 1
1 Map Main Topic 1 - p.
| Subtopic 2
. Subtopic 3.1
1 Map Main Topic 3 7 Subtopic 3 | | Subtopic 3.3
Subtopic 3.2

<RX FDQ UHDUUDQJH WRSLFV ZLWKLQ WKH VDP b uOIHRRYHPRF\LRVL Q.
atopic RQH SODFH XS DR GRUWRRYLQJ WRSLFV RQH SODFH GRZQ

You can manage the horizontal and vertical spacing between topics in map with five different
levels of spacing in each category (horizontal/vertical). The enumerations are 1x (Default), 2x
(200%), 4x (400%), 8x (800%) and 16x (1600%) from the default spacing. The spacing is applied
to the entire map (if the central topic is selected) or to a specific branch. To manage the
spacing between the topics, do the following steps:

1. Select a topic.
2. Go to Format/Topic Format ribbon tab.
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3. From the Adjust group, click the Spacing button and choose a vertical/horizontal
spacing option(s) from the dropdown menu.

These are the combinations of the different horizontal spacing if the selected topic is the
central one.

:Main Topic / Main Tnpic:
: Main Topic % Central Topic — Main Topic
:Main Topic "‘— Main Topic:

Figure 108. Default 1x Horizontal Spacing applied to the Central Topic

:Main Topic MainTopic:

: Main Topic Central Topic

: Main Topic : |

:Main Topic MainTopicj

Figure 109. Horizontal 2x Spacing applied to Central Topic

:Main Topic

/: Main Topic:
:Main Topic t Central Topic —— Main Topic:
:Main Topic Main Topic:

Figure 110. Horizontal 4x Spacing applied to Central Topic

:Main Topic

/ : Main Topic :

: Main Topic Central Topic Main Topic:

:Main Topic _\

Main Topic:

Figure 111. Horizontal 8x Spacing applied to Central Topic

'_MalnTnplc f 1 Maanplc"
jMalnTnplc | 1 Maanplc“
:Maln Topic | | Main Topic

Figure 112. Horizontal 16x Spacing applied to Central Topic

The figures that follow are the combinations of the different vertical spacing if the selected
topic is the central one.

:MainTopic ‘:MainTopic:
:Main Topic Central Topic — Main Tnpicj
:Main Topic “— Main Tupic:

Figure 113. Default 1x Vertical Spacing applied to the Central Topic
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| Main Topic | : /\ Main Topic |
| Main Topic —{ Central Topic % | Main Topic |
| Main Topic | \\ Main Topic |

IMain Topic \ Main Topic

Main Topic —— Central Topic —— Main Topic

=

IMain Topic Main Topic

Main Topic \ / Main Topic

Main Topic | Central Topic { Main Topic

Main Topic / \ Main Topic
Main Topic - / Main Topic
Main Topic Central Topic }— Main Topic
Main Topic / Main Topic

The alignment of topics is available only when you work with White Board space and with

Freestyle Map Layout. To enable this functionality, you have to select more than one topic. The
alignment will be applied to the last created topic. There are several alignment options: Align

Left, Align Center, Align Right, Align Top, Align Middleand Align Bottom.

To align specific topics, you need to the following steps:

1. Select the topics you want to align.
2. Click on the main Format ribbon tab or to the Topic Formatribbon tab.
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3. From the Adjust group click the == Align button and choose some of the alignment
options.

Here are examples for each alignment functionality, presented on the figures below.

.-""f - ___,_-"

- -
___,.o-"
< <

Figure 118. Left Alignment by the last created Topic

Figure 119. Right Alignment by the last created Topic

<

[ AV

Figure 120. Center Alignment by the last created Topic

>

Figure 121. Top Alignment by the last created Topic
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=
a =

Figure 122. Middle Alignment by the last created Topic

=

Figure 123. Bottom Alignment by the last created Topic

Distribution of topics horizontally and vertically

You can also distribute topics in even horizontal or vertical distances from each other. In order
this function to be enabled you need to select at least three topics, objects and this feature
only is enabled only in White Board. Do the following steps.

1. Select at least three topics.

2. Go to the Format/Topic Format ribbon tab.
3. From the Adjust group, click on the Align button and from the dropdown menu choose

HLWKHWWWYLEXWH +RRULWQWDDBDXWH 9HUWLFDOO\:

> FC

Figure 124. Horizontal distribution of topics
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You can also assign different order to the topic(s) in the map. You can assign different order
to the topic(s) in the map, having four different ordering options:

Bring to front - Bring the selected topic(s) in front of all other topics.
Bring Forward - Bring the selected topic(s) forward one level so that its WKH\-UH

hidden behind fewer topic(s).
Sent to Back - Send the selected topic(s) behind all other topics.
Send Backward - Send the selected topic(s) back one level sothatits WKH\-UH KLGGHQ

behind more topics.
If you want to bring a topic in front of all other topics, do the following steps:

1. Select the topic(s) in the map.
2. Click the main Format ribbon tab or the contextual Topic Formatribbon tab (appears

when the topic is selected).
3. From the Adjust group, click the button Bring to Front.

Tip: The same thing can be done on right click on a selection from the contextual menu.

If you want to bring a topic forward to be one level closer to the front, do the following steps:

1. Select the topic(s) in the map.
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2. Click the main Format ribbon or the dynamic Topic Formatribbon (appears when the
topic is selected).
3. From the Adjust group, click the button Bring Forward.

Tip: The same thing can be done on right click on a selection from the contextual menu.

Figure 127. Bring a topic one level forward

If you want a topic to be sent to back, behind all topics, do the following steps:

1. Select the topic(s) in the map.

2. Click the main Format ribbon or the dynamic Topic Formatribbon (appears when the
topic is selected).

3. From the Adjust group, click the button Send to Back.

Tip: The same thing can be done on right click on a selection from the contextual menu.

Figure 128. Sent topic to Back

If you want a topic to be sent one level backward, do the following steps:

1. Select the topic(s) in the map.

2.  Click the main Format ribbon or the dynamic Topic Formatribbon (appears when the
topic is selected).

3. From the Adjust group, click the button Send Backward.

Tip: The same thing can be done on right click on a selection from the contextual menu.

Figure 129. Sent topic Backw
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What is map? Map is a set of topics linked and arranged around one key word. It is visualization,
graphical presentation, of your ideas, thoughts or tasks. Topics inside your map are connected
in different ways, forming a radial net with several branches and the central topic as connection
point for all branches. Each branch from the map can be relocated to another position in the
map, reattached to another topic or presented as separate ma.

You can create different types of maps with iMindQ®, such as: Balanced/Freestyle Mind Maps,
Concept Maps, Flowchart diagrams and other basic types of diagrams etc.

A Mind Map is a diagram used to visually outline information. A mind map is often created
around a single word or text, placed in the center, to which associated ideas, words and
concepts are added.

Major categories radiate from a central topic, and lesser categories are sub-branches of larger
branches. Categories can represent words, ideas, tasks, or other items related to a central key
word or idea.

TR T
i U i
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A Concept Map is a way of representing relationships between ideas, images or words in the
same way that a sentence diagram represents the grammar of a sentence. In a concept map
each word, phrase, or idea connects to another, and links back to the original idea, word or
phrase. Concept maps are a way to develop logical thinking and study skills by revealing
connections and helping people see how individual ideas form a larger whole.

A well-made concept map grows within a context framedefined by an explicit "focus

question".

The concept maps (spider concept maps, flowcharts, system concept map), other diagrams
can be created in the White Board space. Do the following steps:

1. Click the File Menu.

2.
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Go to New and click on the “= WhiteBoard button.
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Because of the different origins and purpose of each, Mind Maps and Concept Maps have
complementary strengths.

X Mind maps can grow much larger than Concept Maps. Concept maps (networks)
get exponentially more awkward as they scale up, whereas trees can scale up very
well, because they encapsulate larger amount of information (mind mapping term
collapse branch).

Mind Maps are used mainly to generate ideas more quickly.

Mind Maps are much better at visually and mentally dividing things up into different
contexts and areas of focus. A Concept Map is more usually considered as a whole,
which is another reason that Concept Maps tend to remain smaller.

X Concept Maps are designed to be clearly read one proposition at a time, whereas
many Mind Maps can only be skimmed to give a flavor of the subject, or even just
visually appreciated as a work of art.

x Mind Maps work well as a reminder for those "in the know". Concept Maps are self-
contained and self-explanatory, so are better suited to sharing real knowledge with
non-authors, without a limited shelf life.

x Concept Maps visualize systems, something that is hard to do in tree diagrams.

A flowchart is a type of diagram that represents an algorithm or process, showing the steps as

boxes of various kinds, and their order by connecting them with arrows. This diagrammatic

representation illustrates a solution to a given problem. Process operations are represented in

these boxes, and arrows; rather, they are implied by the sequencing of operations. Flowcharts
are used in analyzing, designing, documenting or managing a process or program in various

fields.

Flowcharts are used in designing and documenting complex processes or programs. Like other
types of diagrams, they help visualize what is going on and thereby help the viewer to

understand a process, and perhaps also find flaws, bottlenecks, and other less-obvious
features within it. There are many different types of flowcharts, and each type has its own
repertoire of boxes and notational conventions.

As a rule of thumb, flowcharts always start either from left to right or top to bottom. The reason
for this is clarity.
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iMindQ® allows you to create flowchart diagrams very easy. The first thing you need to do is
open a Whiteboard space from the File Menu A New. All the commonly used boxes for
creating a flowchart diagram, are placed in a specific folder in the Library panel £Shapes tab.

»f] LAk

Figure 133. Flowchart diagram folder containing commonly used shapes

The commonly used notations in a flowchart diagrams are represented inFigure 134.

Pm

Decision

Subprocess 1 Subprocess 2 Manual
Input
E

Figure 135. Meaning of the flowchart diagram shapes

To insert a shape in the map space, simply drag and drop a shape from the Shape Library
anywhere you want in the map.
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To connect two shapes you can use the Topic menu, like in the figure below. You can put a
label to the relationship as well.

End Process

Start » End Process

Figure 136. Connecting two shapes with an arrow (relationship )

Figure 137. Labeling a relationship between two shape
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What is project” $FFRUGLQJ WKH 30 %RG\ RI .QRZOHGJHu SURMHFW
XQGHUWDNHQ WR FUHDWH D XQLTXH SURGXFW VHUYLFH RU UHV
project as "a management environment that is created for the purpose of delivering one or

more business products according to a specified business case". If you search the World Wide

HE \RX FDQ ILQG PRUH GHILQLWLRQV IRU SURMHFW RU SURMH
these terms in order to make or to manage one project plan. Just remember that project is

something that has start and finish, and deliver material or nonmaterial goods.

One good example for project is shopping at the local supermarket. Although it seems too

trivial as example, actually you will find that it is not as simple as it looks like. At the beginning

\RX DUH GHILQLQJ WKH WLPHIUDPH IRU WKH VKRSSLQJ NHHSLQJ
hours and the time needed for going to the mall and for shopping. Next, you are writing on a

piece of paper the product that you will buy and prioritize them. The last step is planning the

budget i.e. how much money you are planning to spend for shopping. Of course, there is

always a backup plan in case something goes wrong. After fulfilling these steps, you are ready

for spending some money.

As you can see, this example contains the main characteristics for one project: timeframe,
planning, prioritizing, budgeting and backup plan. You can use the same technique for
creating projects in iMindQ® but instead organizing entire process in your mind and writing

it on a piece of paper you will use views and other features for better and faster creation of
projects.

Tasks and resource will be introduced in this chapter, since they are basic elements of any
project plan.

Gantt chart view is the most used view while creating project. It gives tabular and graphical
presentation of the tasks in the project plan. Gantt chart view consists of two parts: Gantt Table
which is located on the left side of the application and Gantt chart on the right side.

Gantt Table (or Gantt Sheet) consists of columns that contain information for the tasks.

Depending on which table you are working, different columns will be presented in the Gantt

Sheet. A default table for the Ganttchart LV WKH (QWU\ WDEOH 7DVN:-V DWWULEX
the Gantt Sheet by typing the appropriate information in the cells, selecting from the drop-

down list in the cell or by using the Task Info window.
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The look of the Gantt chart view is presented on the figure below.

~
=
=
(1) 1. New Feature g
8
Start: 11/30/2015 ID:2 g
2015 Duration: 2.
1@ 7 =g
(5) New Features | New Feature =
F
Start: 11/30/2015  ID: 1 § 15 ID:3 3
Finish: 12/10/2015 Duration: 9.00 day(s) /2015 Duration: 7.00 day(s) i
New Feature ==
15 D4 g
- 2015 Duration: 3.00 day(s) =
& ¢ (5 Major Version
il g
Win OS Application [ 1 15 /10/2015 Duration: 9.00 day(s) g
&
o
S
¥||5
E
< > |+
P 3 [29, Nov, 15 ['6, Dec, 15 T ~|| e
i [k Task Name D Duration Start Finish % Completed Priority| ¢ ¢ [ 5 SmIT Wl T[F|S &M TIWTLF]S .
0 4 Major Version 9.00 day(s) 11/30/2015 12/10/2015 65% 5 65% T 1 =
1 4 New Features 9.00 day(s) 11/30/2015 12/10/2015 88% 5 88% [ 1
2 News Feature 2.00 day(s) 11/30/2015 12/1/2015  100% 1 100%
3 News Feature 7.00 day(s) | 12/2/2015  12/10/2015 100% 1 1
4 News Feature 3.00 day(s) | 12/2/2015 = 12/4/2015 50% 2
5 4 Improvements 8.00 day(s) 11/30/2015 12/9/2015 49% 5 49% [ 1
6 Improvement 4.00 day(s) 11/30/2015 12/3/2015  75% 5 75
7 Improvement 5.00 day(s) 11/30/2015 12/4/2015  25% 5 25
H Improvement 8.00 day(s) 11/30/2015 12/9/2015  50% 5 50%
v
100 % = ————+

Figure 138. Gantt chart view in iMindQ®

Gantt chart contains bars that are graphical presentation of the tasks entered in the Gantt

7TDEOH 7KH OHQJWK RI WKH EDU FRUUHVSRQGV WR WKH WDVN-V
is the timescale with two layers. The bottom layer presents the working days in the week and

the top layer presents the working weeks in the year. The non-working days are colored blue.

The Gantt chart has gridlines for background in order to help you in determining starting or
finishing day ofsoPH SDUWLFXODU WDVN RU WR YLHZ WDVN:V GXUDWLR

You can use the Gantt chart for:
x Planning and Organizing project plans to the

X Monitoring project -V SURJUHVV

Task

There are several symbols that represent task in iMindQ® 7KH WDVN-V EDUV WKDW D
Gantt chart view and their description can be found in the table below:

Bar Description

Summary Task

Task
¢ Milestone
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Summary Taskcan be graphical symbol for one group of tasks that are logically connected or
can be representation for project summary task. When representing one group of tasks,
Summary Tasksummarizes the information for duration, progress and costs for the tasks.

Milestone is a task that represents achieving major point in the project. Characteristic for this
type of task is the duration. Milestone has 0-day duration and it can hardly be considered as a
task since they are point in time. You can use milestones to emphasis the breaking points
(major releases of product, starting marketing and sales campaign, etc.) when you present the
project plan in front of the upper management in your company.

After you entered the task, you need to connect the tasks in order to get visual flow of the
project plan. You can link tasks on several ways: by selecting tasks in Gantt Sheet and clicking

on the = icon in the Standard toolbar; using the Link Task function in the Edit menu; connect

tasks using the connector in the Gantt chart. If you use one of these possibilities for linking

tasks, they will be connected with Finish to Start dependency because this is a default
dependency in iMindQ®

iMindQ® has the following dependencies:

Finish to Start (FS)
Start to Finish (SF)
Start to Start (SS)
Finish to Finish (FF)

X X X X

Finish to Startis a default dependency in iMindQ®. This means that the successor task cannot

start until the predecessor task finishes. 7TKH OLQH-V DUURZ WKDWs poRtedQHFWV W.
IURP WKH WDVN WKDW LV DVVXPHG WR EH SUHGHEBKHNAssat WDVN -\
WDVN:-V 6WDUW 'DWH

For example, there are two tasks: Task Blue and Task Red, connected witRinish to Start
dependency, as it is presented on Figure139. Finish to Stat dependency determines that the
Task Red cannot start until Task Blue is 100 % complete. Also, you can notice that the arrow is
pointed from the Task Blue Finish Date (predecessor) to the Task Red Start Date (successor).

p—

]
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Next dependency that is supported by iMindQ® is the Start to Finish where the successor task
cannot finish until the predecessor task starts. The Finish Date of the successor task can be
equal or greater than the Start Date of the predecessor task:

5Q0??A00KN:(EJEOD &=PA; R2NA@A?AOOKN:5P=NP &=F

7KH OLQN WKDW FRQQHFWV WKH WDVN VWD WwW\enddJ&® fheWKH SUH
VXFFHVVRU:-V 6WDUW 'DWH

[THW -V V &iadt ta/Hnishdependency trough example. On Figure 140 Task Red cannot finish
until Task Blue starts. This means that Task Red can finish on the same date when Task Blue
starts, or later. The dependency link starts from Task Blue Start Date and ends to Task Red
Finish Date.

Another dependency in iMindQ® is Start to Start dependency. Definition for this dependency

L VThé successor task cannot start until the predecessor task startgt Tasks may or may not
have the same Start Date. The successor task may start at any time after predecessor task starts,
or expressed with equation:

5Q??A00KN:5P=NP &=PA; R2NA@A?AOOKN:5P=NP &=P

The arrow that connects these tasksLYV SRLQWHG IURP SUHGHFHVVRU:-V 6WDUYV
Start Date.

Once again, let us see the example with the Task Blue and Task Red, presented on Figudtl.
According to the definition, Task Red cannot starts until the Task Blue starts. Also, you can
notice that the arrow is pointed from the Task Blue Start Date (predecessor) to the Task Red

Start Date (successor).
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The last dependency in iMindQ® is Finish to Finish This means that the successor task cannot
finish until the predecessor task finishes. Tasks may or may not have identical Finish Date. The
VXFFHVVRU WDVN FDQ ILQLVK DW DQ\ GDWH DIWHU SUHGHFHVVR

5Q??A0KN:(EJEOD &=PA; R2NA@A?AOOKN:(EJEOD &=F

The line arrow that connects these two tasks VWDUWY IURP SUHGHFHVVRU WDVN -\
SRLOQWHG WR VXFFHVVRU WDVN:V ILQLVK GDWH

On the figure below are presented two tasks connected with Finish to Finish dependency. Task
Red can finish at any date after Task Blue is 100% complete. You can see that the connection
line starts at Task Blue Finish date and ends at Task Red Finish Date.

—

After the introduction with the main elements of the Project Management and iMindQ®
project management features, you are ready to create tasksfrom the topics and create project
plans.

Topics are modified into tasks using the Task Info feature:

Select the topic from the map that will be transformed into task
Select the Insertribbon tab.

In the Task Elementgroup click on the Task Infobutton

In the Task Info panel enter the Start Date for the Task.

P wnNPRE

These four steps are enough to create task and this task to be presented in Gantt chart (View
ribbon OViews group OGantt chart)

Now, you can create tasks from the Plan ribbon too and see how they are created directly in
the Gantt chart. Do the following steps:

1. Click on the Plan ribbon tab.
2. Select a topic.
3. Click on the Taskbutton.
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Note : If you continue to click the same button and the same topic (task) is selected in the map,
the newly tasks will be topics (tasks) on the same level as the selected. This is presented in the
figure below.

Task] 1

To-Do List December  Week Dec 1st - Dec 4th / & New Task

Start: 11/30/2015 1D: 0
Finish: 11/30/2015 Duration: 1.00 day(s)

Figure 143. Create task in iMindQ® from Plan ribbon
Set a Mind Map branch into Project Branch

In a Mind Map you can set a branch as Project Branch and make initial plans by further
branching it out. The Project Branch is a summary task and is directly represented in the Gantt
Chart View.

To transform an ordinary branch into Project Branch, do the following steps:

1. Select the desired branch.
2. Click on the Plan Ribbon tab.
3. From the Insert Group click on the Project Branchbutton.

3
Ko ewwes  peey

e o

B OulineHumber (3 Task Mame: O Duration Work an Finish P e -5-55"
o 1 by map 1.00day(s) 0.00 man/day(s) 5/3/3019  5/3/7019 L
11 4Project plan 1.00day(s) 0.00man/day(s) 5/3/2019 5/3/2019
111 one LoDday(s)  0.00 man/day(s)  5/32019 s/3/z01e T
112 Two LODday(s) 000 mendm(s)  S3R018 | 5/32019 T
113 Three 1.00 day(s) 0.00 man/day(s) 5/3/2019 §/3/2019 |
114 Faur 1.00 day(s)  0.00 man/day(s)  5/3/2019 5/3/2018 1
115 Five L00dayls) | 0.00 man/day(s) 5019 532019

T | uotited Map 7+ X

EEE  ws-———+

Figure 144. Transform a Branch into a Project Branch
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You can edit tasks parameters in your project in several ways:

Using the Task Info panel
Using the Gantt table
Using the Gantt Chart
Using the Task Info dialog

X X X X

Use the method that is most appropriate for you.

Using the Task Info panel, you can define and edit the Start and Finish Date of the task, update
WDVN -V SthrBugbl PbMOOmplete and prioritize the task using the Priority field. This
information is as much as necessary to create one task. The required values can be entered
using the calendar for Start and Finish Dates, a symbol near fields for increasing or decreasing
the value or by typing the value in the field.

The look of the Task Info panel is presented on the figure below.

Another option for editing tasks LV E\ WASLQJ WKH WDVNV:- QDPHV RU YDOXH\
For this purpose you can use the Gantt table part from the Gantt Chart view. You can edit
WDVN:-V QDPHV 6W D UWra&igh@Gnj PedecessGDODWHYV
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Part of the editing process of the task (example: Start Date) is presented on the figure below.

The easiest and the fastest way to edita task is to use the Gantt chart. Point the mouse cursor
at the day that will be start date of the task, click on the left-mouse button and draw the length
of the task, as it is presented on figure below.

When the left-mouse button is released, the task is created, ready for editing and incorporating

in the project plan. Using this method for drawing tasks and connecting them with task

dependencies (presented in next section), you can create entire project plan in a very short
period of time. All you have to do afterwards is to give a name to the tasks. The final result of

the editing process is presented below.
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Now with the new Plan ribbon, you can easily access everything related Tasks (Gantt, Open
WBS, create Tasks, Subtasks, Milestones, access the Task Info and get basic Project Statistics
instantaneously). To edit the Task Info through a dialog, do the following steps:

1. Click the Plan ribbon tab.
2. From the Taskgroup, click the Information button.

Here you can access the General Information about the task, you can set its predecessors,
which in the same time means setting dependencies and add the necessary resources.

Constraint means restrictions. While creating a project SODQ \RX FDQ VHW D UHVWULFV
start or finish date. This means that some specific task must start on or finish no later than a
particular date.

There are three types of constraints:
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X Flexible constraints
X Semi-flexible constraints
x Non-flexible (Inflexible) constraint

Flexible constraints GRHVQ-W FRQWHQW VSHFLILF GDWH 8VLQJ WKHVH F
project tasks as early as possible or as late as possible as long as the tasks with constraint dates
HQGV EHIRUH SURMHFW:V ILQLVK GDWH

Semi-flexible constraintsrequires an association with dates that controls the earliest or latest
start or finish date of the task. Tasks with semi-flexible constraints can finish at any time as
long as it meets the start or finish deadline of the project plan.

Non-flexible constraintsrequires an association with dates that controls the start or finish date
of the task. These constraints are used when there are many external factors that are associated
with the task/project plan.

All constraints that are implemented in iMindQ £ are presented in the table below.

Symbol Type Name Description

l SNET Start No Earlier Than | Schedules the task to start on or after a
specified date. Use this constraint to ensure
that a task does not start before a specified
date
FNET Finish No Earlier Than| Schedules the task to finish on or after a
specified date. Use this constraint to ensure
that a task does not finish before a certain
date
SNLT Start No Later Than Schedules the task to start on or before a
specified date. Use this constraint to ensure
that a task does not start after a specified date
FNLT Finish No Later Than | Schedules the task to finish on or before a
specified date. Use this constraint to ensure
that a task does not finish after a certain date
MFO Must Finish On Schedules the task to finish on a specified
date. Sets the early, scheduled, and late finish
dates to the date that you type and anchors
the task in the schedule
MSO Must Start On Schedules the task to start on a specified date.
Sets the early, scheduled, and late start dates
to the date that you type and anchors the task
in the schedule

B OE E OEE
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iMindQ £ works with Semi-flexible and Non-flexible constraints. Constraint Date and
Constraint Type are located in the Task Information window, in the General tab. Setting
Constraint Date and Type to the task is very easy and it can be done in several steps:

Select the task in the Gantt Chart.
Double-click on the cell in order to open the Task Information window.

In the Generaltab click on the Constraint drop-down list to assign a Constraint type to the
task.

In the Generaltab click on the Date drop-down list to assign a Constraint date to the task.

Once you have created/planned all your tasks needed for finishing a project successfully. You
can open the Project Statistics dialog from the ribbon Plan o Project group.

If you import project plan created in Microsoft £ Project and the project plan contains
Constraint Type and Constraint date, then the same information will be imported and
presented in iMindQ £. The symbol for Constraint Type in the Indicator column will appear in
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front of the task name and in the Task Information window you can view the necessary
information.

Project plan is a massive structure that has many tasks, involves number of resources and has

costs. Very often project participant, projects managers and team leads need information that

comes from a different part of the project plan. For example, they need general info for the
SURMHFW:V VFKHGXOH DQG WKH PLOHVWRQHYVY RU WKH\ QHHG WHF
output. Thus, iIMindQ® has one category of marking tasks that present certain WDV N -V VWDW XV
the project plan.

Late tasks are those tasks that are not 100% when the status O WH LY SDVW WKH.WDVN-V |

To view which tasks are late, MXVW FOLFN RQ WKH /DWH 7DVN EXWWRQ LQ \
tasks that are not fulfilling the criteria above will be colored light red, at is presented on the
image below.

Short Example: One task has duration of 5 days. That means that every day, assigned resource
must complete 20% from the task. Status date is at the 5" day (or after the 5" day).
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That means that at the end of the 5th day, 100% of the tasks must be completed. If this is not
a case, then the task will be colored red.

Project plans are scheduled according calendars. They defined the working days in the week,

KRzZ PDQ\ KRXUV SURMHFW SDUWLFLSDQW ZLOO EH VSHQG RQ ¢
calendar is defaulted calendar in iMindQ®, with working days from Monday through Friday,

from 8 A.M. to 5 P.M. The other two calendars that are available for scheduling are:

« Night Shift

« 24 Hours

But sometimes, you need to modify it. You need to change the working hours, to make

particular day non-working or to set the working weeks according the project needs. For this

FDVH \RX ZLOO XVH WKH "&KDQJH :RUNLQJ 7LPHp IHDWXUH OR!
mentioned feature, you can:

» Insert Exceptions

s Make custom Work Weeks
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Exception days are days in the working week with different working time as the usual one.
5HVRXUFH:V YDFDWLRQ QDWLRQDO KROLGD\VcepidnBtartRél GD\V FLC
project plan and must exists in the project calendar. It very important for the project manager

to take them into consideration when estimates the project deadlines.

In iMindQ®, by default, all exception days are created as non-working days. If you want to
make them working days, but with different working times, perform the following steps:

From the Plan ULEE R Q F O LEHdndge@VakikKdgHTimen LFRQ
Once the new dialog is opened, choose the base calendar for which you want to
insert exception day (presented on the image below with number 1.)
X Insert the name of the exception along with the Start and Finish dates (presented
on the image below with number 2.)
Xx 2QFH WKH H[FHSWLRQ LV FUHDWHG FOLFN RQ WKH ""HWDL
below with number 3.)
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The newly created exception day will be colored in the calendar preview. Next step is to
define the working hours for this particular day.

1. ,Q WKH "6HW ZRUNLQJ WLPHV IRU ([FHSWLRQVu VHFWLR
radio-button
2. InsertstheworkiQJ WLPH XVLQJ WKH ")URPu DQG "7Ru FROXPQ |

IDWLRQDO KROLGD\V DUH GD\V ZLWK UHFXUUHQFH SDWWHUQ 7Kk
calendar, but you can add them manually.

1. Repeat the first 3 steps from the previous section.

2. ,Q WKH '5HFXUUHQFH SDWWHUQM VHFWLRQ VHOHFW WKH

3. ,Q WKH "5DQJH Rl UHFXUUHQFHu SLFN KRZ RIWHQ WKH
project time-frame.

Based onthe sHOHFWHG SURMHFW FDOHQGDU WKH ZRUN VFKHGXOH |
schedule depends from the working days and the working times. iMindQ® provides three
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base calendar that can be used as templates for the project plans, with the following working
days and times:

x Standard 2 The Standard calendar reflects the traditional western work schedule:
From Monday to Friday, from 08:00 A.M. until 5:00 P.M., with and hour break
between 12:00 A.M. and 1:00 P.M.

x Night Shift 2The Night Shift calendar is scheduled from Monday night to Saturday
morning, from 11:00 P.M. until 08:00 A.M., with and one hour break from 03:00 A.M.
to 04:00 A.M.

X 24 Hours 2The 24 hours calendar characterizes with continues work, 24 hours a day,
7 days a week.

Very often, project plan required modifications of the working times, working days. You can
customize them using the steps that are described below:

1. From the Plan ribbon, click on the Change Working Timeicon
Once the new dialog is opened, choose the base calendar for which you want to
insert custom week (presented on the image below with number 1.)

3. Click on the "Work WeekK' tab (presented on the image below with number 2.)

4. Insert the name of the exception along with the Start and Finish dates

5. 2QFH WKH H[FHSWLRQ LV FUHDWHG FOLFN RQ WKH
image below with number 3.)

“"THW
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6. The newly created exception day will be colored in the calendar preview.
Next step is to define the working hours for this particular day.

7. ,Q WKH orBikpWNVZPHV IRU WKLV ZRUN ZHHNp VHFWLRQ FOLF
the week and insert the specific working time.

, ] \RX QHHG WR PDNH VRPH GD\ QRQZRUNLQJ WKHQ VHOHFW Wtk
radio button.

In order to better differentiate and visualize the tasks from the map space into the Gantt Chart
view, iMindQ® enables you colorize the task bars with one single click. The main rule is the
specific type of task represented in the Gantt Chart View, with appropriate symbol, to inherit
the fill color of the adequate task in the map space. Each task in the map space, that has white
fill color or the fill color is set to None, than these tasks in the Gantt Chart View shall be
represented in the Gantt Chart View with the predefined style for each type of task accordingly.

The transparency of a certain Fill color applied to a task, will be ignored and the task bar in the
Gantt Chart View shall be colored with the basic Fill Color to which the transparency was
applied. Do the following steps:

1. Click on the Plan ribbon tab.
2. From the Project group, click on the Color Gantt Chart button.
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Here is an example of how your tasks will be visualized in the Gantt Chart View, after choosing
the option to use the Color Gantt Chart option.

At different times, you need different Task Information to be visible in the map space,
depending for which purpose you use specific Task Information. You can manage whether the
Task Information shall be visible or not, and which specific information shall displayed within
the task in the map space.

To display the needed Task Information in a specific document, do the following steps:

1. Click on the Plan ribbon.
2. From the Projectgroup, click on the Show Task Infdbutton.

To manage which Task Information shall be visible within one task in the document, follow
these steps:

1. Click on the Plan ribbon.
2. From the Projectgroup, click on the Show Task Infodropdown menu.
3. From the dropdown menu, click on the Display Optionsfeature.

The Display Options dialog shall open, and here the user can select which Task Information
shall be visible and can also specify what shall be the default value for thePriority.
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Figure 156. Display Options
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6HOHFWLQJ WKH "([FHOu L FR @oufdn Wekiedrdt® fibbahKyldu willSiparwV
the content of the document created with Microsoft Excel 2007/2010/2013.

You can import data from an Excel file in iMindQ® in several ways. First thing you need to do
is open an Excel file in IMindQ®, with the help of Excel Importer Panel. To import an Excel file,
perform the following steps:

1. Gotothe Exchange5LEERQ OHQX D QG FKRRPV W H| MHEybup.
2. Click the button from the Excel Importer Panel.

3. Select a specific Excel file.

4. &OLEN ¢

You can insert data from the imported file in a map, by using one of the following
functionalities.

Import as Topics

Import as Outlined

Import as Spreadsheet
Import as Custom Property

X X X X X

Import Topics with Properties

7KH I XQF WInRapx ROTopies T XV H VolMinKnlg logic: each value in a new column is a
subtopic to the value in the predecessor column, but in the same row.
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For example, we can use the data from the following table to show you exactly how selected
data will be inserted in the map.

Job Title Mid-West States North-East States

Computer and

Information Scientists, $39.1 $47.95

Research

Computer Programmers $35.19 $ 28.07
Table-1.

Do the following steps:

1. Select a topic in the map, to which you would like to insert the selected data.

2. Select a column/or columns with data from the Excel Importer (In our example,
we will use selection of three columns).

3. Click fmport as Topics -from the dropdown menu in the bottom of the Excel
Importer Panel.

Note : You can also choose this functionality from the context menu on right click to the made
selection.

Figure 158 ([DPSOH IRU OVP BRIV -

Import as Outlined

7KH I XQFWInRap OO WW @ Ludd @Gifferent logic from the previous functionality. To
better present how this functionality inserts the data in the map, we will use data from Table-
2 and Table-3.

A B ©

1 1

2 1.1.

3 1.1.1.

4 2

5 2.1

6 2.1.1.

7 3
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8 3.1
9 3.1.1.
Table-2.
A B C
1.1. 1.1.1.
2 2 2.1. 2.1.1.
3 3.1. 3.1.1.
Table-3.

Here are the rules that apply to the logic of this functionality, which you need to know in order
to properly insert the wanted data in the map.

X The data from the first column in Table-2 will be inserted as subtopics, with level
X, to the selected topic in the map;

x Each cell with data within one column, should be the only cell in the specific row,
filled with data.

X In order to present a child topic (with level X+1) to a certain topic with level X,
the data should always start in the successor column and in the successor row.

To insert datainthe map ZLWK WKH | X @ipdrtL B DXOXIWDRoHhe following
steps:

1. Select a topic in the map, to which you would like to insert the selected data.
Select data from the Excel Importer. (In our example, we have selected the data
from Table-2)

3. & KRRNhHorflas Outlined - TURP WKH GURSGRZQ PHQX LQ WKH E
panel.

Note : You can also choose this functionality from the context menu on right click to the made
selection.
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If data are not outlined as the rules specify, then any selection from Table-3 will only insert
the data from the first column selected from the table and will be displayed in the map as
subtopics to the selected topic in the map.

The data that are in the same row as the datafromthe ILUVW VHOHFWHG FROXPQ ZRQ-
in the map at all.

You will be able to insert the selected data from panel as a spreadsheet in the selected topic
You can do this in two ways: from a dropdown menu in the bottom of the panel or from a
contextual menu on right click of the selection.

Do the following steps:

1. Select a topic in the map, to which you would like to insert the selected data.

2. Select data from the Excel Importer. (In our example, we have selected the data
from Table-2)

3. & KR RImpbrflas Spreadsheet - IURP WKH GURSGRZQ PHQX LQ WKH E
panel.

Note : You can also choose this functionality from the context menu on right click to the made
selection.

We used the data from Table-1 to insert data in a topic as spreadsheet. See the result in Figure

There are two business rules connected with this functionality. You cannot import data as
custom property if you have selected more than two columns or only one column. The latter
DSSOLHV RQO\ ZKHQ \RX KDYHQ-W GHILQHG WKH SURSHUW\ LGHQ

This functionality allows you to insert the selected data in the form of Property Name/ID in a

left-side column and the property values in right-side column. In the case when there is no

GDWD LQ WKH WDEOH WKDW DUH PDUNHG DwWwo SduRSHUIWVE LGV W
inserted as the default rule:
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Property ID Property Value

We also allow you to define which data from the panel will be considered as property
LGHQWLILHUYV 7KLV FDQ EH GRQH EH VHOHFWLQJ WKHnNDWD WKL
ULJKW FOLFN RQOWKN DMCGHMRMBIHRIWY LGHQWLILHU-

You can mark data from one column or one row as property identifiers. To insert data from
the panel as values, they will have to match the marking.

, | \R X - drdedPdata from one column as property identifiers, than you have to select data
from a column that fits the range of the marking.

, ] \RX-YH PDUNHG GDWD IURP RQH URZ DV SURSHUW\ LGHQWLILH!
a row that fits the range of the marking.

To mark specific data as property identifiers, do the following steps:

1. Select data from one row and several columns.
2. Right- FOLFN RQ WKH VHOHFWLRQ DQG FKRRVH f0DUN DV 3L

To import data as custom property to a selected topic in the Map, perform the steps:

1. Select a topic in the map.
Select data from the panel that fall into the range of the marked property
identifiers.

3. Right- FOLFN RQ WKH VHOHImpott RSTuD /R - KSRIRGH YW\ -

Note : You can also choose this functionality from the context menu on right click to the made
selection.
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In the case when no marking is done, then any data selected from two columns can be
imported as custom properties. You can select data from two consecutive columns or from
two different columns.

For this functionality you will need to mark two things: Topic identifiers and Property Identifiers.
You can mark data as Topic identifiers only by columns. This column will be the last left column
from the data that you would like to insert in the map. You can see here how to mark data as
Property Identifiers.

In order to mark data as topic identifiers, you need to do the following:

1. Select data from a specific column.
2. Right- FOLFN RQ WKH VHOHFWLRQ DQG IURP MAftKbs FRQWH[V
7TRSLF ,GHQWLILHU:

To better explain this functionality, we will use the data from Table-1, but with marked Topic
and Property Identifiers.

Job Title Mid-West States h-East States

Computer and

Information Scientists, | $39.1 $47.95
Research

Computer Programmers $35.19 $28.07

Once the marking is done, to insert the data in the map do the following things:

1. Select a topic in the map.
Select data from the panel that fall into the range of the marked data as topic
and property identifiers.
3. Right-click on the selection DQG FKRRMMHDIV 7RSLF ZLWK 3URSHUWLH

Note : You can also choose this functionality from the context menu on right click to the made
selection.

The grey color of the cells from this table signifies the data marked as Topic ldentifiers, and
the red color signifies the data marked as Property identifiers. After performing the previous
steps, you can see the result inFigure 161
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In iIMindQ®, there will be no need to have MS® Project installed on your computer, in order
to import a Microsoft® Project (.mpp) file.

By sSHOHFWLQJ WK H fr@n tReMCGoRa¥oratd gréup, in the Exchange ribbon, you will
import the content of the document created with Microsoft Project 2007/2010/2013.

7KH LPSRUW SURFHVV LV YHU\ VLPSOH :KHQ WKH DSSURSULDWH
starts up, from where you can specify the location of the desired file. After selecting the file,
the imported project document will be imported in a new map.

An OPML (Outline Processor Markup Language) file can be opened by choosing thelmport
from OPML option in the Collaborate group, positioned in the Exchangeribbon. iMindQ® will

present the outlined content from the OPML file as a mind map. If the file contains notes for
a certain topic, the text will be presented as plain text in the Notes Editor. Only one hyperlink
can be displayed per topic, when importing an OPML file.

In order to import a HTML interactive mind map, you can use the option available in the Import
submenu in the File Menu options or use the Import HTML map option in the Exchange ribbon.
This option is useful when you want to view the feedback of other coworkers or team members
which gave or added a constructive feedback to the map that you created or you might add
your own review and comments and send it back to the creator, exported as HTML interactive
file format again.
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6HOHFWLQJ WKH “"033pu L FKRIRbarQe yvadpiinltbeRERchangeiribbon, you will
export the content from the iMindQ® map into Microsoft £ Project 2007/2010/2013
document.

7KH LPSRUW SURFHVV LV YHU\ VLPSOH :KHQ WKH DSSURSULDWH
starts up, from where you can browse the desired location where the file will be saved.

When you export a map as single page, HTML interactive map, you have the advantage to do
several things with it:

View the branches in depth;

Position the branches where you want;
Zoom in and zoom out;

Play the creation of the map;

X X X X X

Share your mind map on your blog, website, and in social media.
In order to export the map as HTML interactive map, do the following steps:

1. Click on the Exchangeribbon.
2. From the Exportgroup, click on the HTML Mapbutton.
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When you export a map as HTML web page, in the exported file you will get an outline of the
content of the map, plus an image of the exported map.

In order to export the map as HTML interactive map, do the following steps:

1. Click on the Exchangeribbon.
2. From the Exportgroup, click on the HTML Web Pagebutton.

An iMindQ® ma will be exported as an OPML (Outline Processor Markup Language) file can
be exported, by choosing the Export to OPMLoption in the Collaborate group, positioned in
the Exchangeribbon. The OPML file will contain the outline of the mind maps created in the
iMindQ® file. Have in mind that only the first hyperlink in a topic will be exported in the OPML
file. The text in the Notes editor will be exported as plain text.

The map content and the supported topic elements can be exported to an ODT (Open
Document Text) file format, which will contain rich- WH[W FRQWHQW RI WKH PDS DQG W
content that are supported with the export of the map in this format.

To export the map as ODT, you will need to click on the Exchangeribbon tab, and from the
Exportgroup, choose the ODT export option. There is one more way to export the map to ODT
file format, by going to the Import/Export submenu in the File Menu, and from the Export Tab
choose the Export to ODTfunctionality.

6HOHFWLQJ WKH “3'")u LFRdadoteMyrkup ih thR Bxchakde ribbon, you will
export the content from the iMindQ £ map into .pdf file format.

The import process is very simple. When the appropriate feature is selected, you have to set
the exporting settings. Once you are done with this dialog, the "6 DYHu GLDORJ VWDUWYV X
where you can browse the desired location where the file will be saved.

6HOHFWLQJ WKH “,PDJHu CélIRoQrate@ronpir-thé ERRangekibbon, you will
export the content from the iMindQ® map into .jpg, .svg or .png file format.
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7KH LPSRUW SURFHVV LV YHU\ VLPSOH :KHQ WKH DSSURSULDWH
starts up, from where you can browse the desired location where the file will be saved. Before
saving the file you can set the image size and quality.

With this feature the need of reinstalling the application in order to change the application
language has been avoided. You can now switch the application language by simple click on
the desired language and restarting the application.

There are five available languages: English (default), German, French, Spanish and Portuguese.
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In order to manage the map or the project plan effectively, you will often need to share
information. The usual way for doing this is to print an entire map/project plan or a specific
parts such as map parts or the Gantt Chart view. When using Print function, the printout will
be the currently selected view in iMindQ®.

The Print tab contains the following sections:

Print 2 Start printing the mind map.
Copies - Spin box for inserting the number of printing outcomes of the mind
map.
Printer - Drop - down list containing all available printers.
Page Setup 2Pops up the Page Setup dialog, where you can adjust the printout
settings, such as Paper size, Orientation, Margins, Header and Footer.
X Settings:
o0 Page Orientation
o Paper Size
o Print Mind map, Gantt chart or Notes

You can start the Print function from the File menu File ->Print, from the Standard toolbar by
pressing on the icon or from the Standard Quick bar.

After selecting the Page Setupoption from the File menu, new dialog form (Page Setup dialog
box) will pop up allowing you to make the necessary preparation before printing. In terms of
selecting the page orientation, paper format, inserting header and footer and etc.

The Page Setup dialog box has a tab structure and contains 4 tabs: Page, Margins, Header and
Footer.

Page tab presented on the figure below, allows you to adjust the page layout before printing
project information. You can select whether the project printout will be Portrait or Landscape,
printed on A4, A3 or Letter paper size, etc. Default values are: Landscape and A3 for Page
Orientation section and resolution of 600 px.1.27 cm for all margins in the Margins section.
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The Margins tab allows you to defining the space where the map will be displayed as well as
the position of the map on the paper. The default values are 1 inch for the Top and bottom
margin and 0.75 inches for Left and Right Margins. The map is horizontally and vertically
centered on the page.
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Many companies have a company template(s) when printing official documents. One example
for printing template is to have the name of the project in central position, company logo on
the left side of the paper and the project manager name on the right side. This information
should be placed in the upper part of the paper. Using the Headertab can help you to establish
WKH FRPSDQ\:V 3O maps iB Wh@Q®. The look of the Headertab is presented
in Figure 165.

Headertab has 3 tabs: left, center and right that refers to the positions of the inserted text in
the printing paper. In the fields you can enter your own text or insert previously prepared
project information text such as: page number, total page number, date, time and file name.

The look of the Footertab, Figure 166, is identical to the Header tab. You can insert various
information that will be placed in the lower part of the printing paper, under the project -V
legend.
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To manage a mind maps effectively, you may need to communicate map information to a

variety of people. With iMindQ®, you can print maps and charts that present the exact
information you want.

The process of printing the information you need can be as simple as clicking a button or as
refined as customizing and previewing the existing views. No matter how simple or refined the
process, printing a map or chart consists of essentially the same steps:

X Select the map or chart that best presents the information you want 2 If a
predefined map or chart does not meet your exact needs, you can apply different
styles.

X Make display changes to the map or chart 2 For example, you may want to scale
information to fit on a single page.

X Preview a map or chart before it is printed 2Previewing a view or report can help
you verify content and display changes you made so you can adjust them again
if necessary.

x Print the map or chart 2To make printing as efficient as possible you can specify
the options you want. For example, you can print a range of pages (defined by
page numbers or dates), suppress blank pages, and print multiple copies.
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You can make changes to the way a printed view or report looks by specifying page setup
options such as page orientation, scale, or paper size.

Once you open the Page Setupdialog, you can follow the steps below to specify the page and
other printing options for a view or a report. Note that some of the options in the Page Setup
dialog available for views may not be available for the reports. Some options may differ
between different views as well:

Click the Pagetab in the Page Setupdialog.

1. To change page orientation, under Orientation, click Portrait (vertical)
or Landscape(horizontal).

2. To scale pages, underScaling click Adjust to, and then type the percentage at
which you want information to appear on your printed pages in the % normal
sizebox.

3. To adjust page fit (some views only), under Scaling, click Fit to, and then specify

the number of pages you want in the pages wide byand tall boxes.

To change the paper size, click the paper size you want in thePaper Sizebox.

Click the Margins tab.

In the Top, Bottom, Left, and Right boxes, type or select the new margin settings

N o o s

To place the map in the center of the page, select

the Horizontally and Vertically check boxes in the Center on page frame.

Click on the Headertab

9. To select the font of the Custom header, click on the Font button

10. To insert an image in the Custom header, click on the Image button

11. 7R VHOHFW WKH DOLJQPHQW RI WKH KHDGRigut;V WH[W
Centeror Left button

12. Click on the Footertab

13. To select the font of the Custom header, click on the Font button

14. To insert an image in the Customfooter, click on the Image button

15. 7R VHOHFW WKH DOLJQPHQW RI WKH IRRWRigHt;V WH[W

Centeror Left button.

Before printing a map or chart, in addition to the page setup options, you can specify print
options such as the printer and its properties, the print range for pages, the number of copies,
and the date range.

1. Inthe Filetab, click on the Print sub-tab.

From the Printer drop-down menu select the appropriate printer.
3. Inthe Settings portion of the Print sub-tab select the page orientation, paper size

DQG WKH PDS:-V SDUW PLQG PDS RXWOLQH RU QRWHYV
4. To print the map or chart click on the Print button.
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If you want to plan and organize your daily events from scratch, you can do that in a To-Do
List or a Personal Planner mind map within iMindQ®. These created events will be directly
added to the Calendar App and they will constantly be synchronized both in iMindQ® and in
Calendar App. So anywhere you go, you will stay upto-date with upcoming events and any
changes to it.

In order to create a Calendar Event, do the following steps:

1. Click on the Exchange Ribbortab.
2. From the Collaborate group, click on the Calendar dropdown menu.
3. Click on the Create CalendarEvent option.

Set the desired properties for the Calendar Events in the Create Calendar Event dialog as in
the image below.

The created calendar event is added as a new topic added to the selected topic.
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If you want to edit the properties of the Event, click on the Calendar icon U in the event,
positioned on the right side of the title of the topic. The Edit Calendar Event dialog will open
and after you change the desired information, click on the Update button.

If you want to create a dashboard with planned personal events and meetings, and always stay
up-to-date with any changes and be reminded on time, use the Calendar options in iMindQ® .
You can create and plan event within iMindQ® or you can import already created events from

the Calendar application.

In order to import Calendar events to a topic in iMindQ®, do the following steps:

1. Click on the Exchange Ribbortab.
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2. From the Collaborate group, click on the Calendar dropdown menu.
3. Click on the Import Calendar Eventsoption.

A dialog for importing Calendar Events opens up, where you can filter the events by different
event properties and criteria. From the listed events, select the specific event that you would
like to import to a topic in iIMIindQ® .

If you want to edit the properties of the Event, click on the Calendar icon "Z in the event,
positioned on the right side of the title of the topic. The Edit Calendar Event dialog will open
and after you change the desired information, click on the Update button.

The information will be automatically synchronized in both application: Calendar and iMindQ ®.

If you want to add reminders for specific tasks and assignments that you need to finish on
time or need to do something immediately in a specific moment, you can do that within
iMIindQ®. You can create a reminder to a task in the map, or different actions, by using the
Reminders integration.

In order to create a Reminder, do the following steps:

1. Click on the Exchange Ribbortab.
2. From the Collaborate group, click on the Reminders dropdown menu.
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3. Click on the Create Reminderoption.

Set the desired properties for the Reminder in the Create Reminder dialog as in the image

below.

The created reminder is added as a new topic added to the selected topic.

If you want to edit the properties of the Reminder, click on the Reminder icon in the topic ,
positioned on the right side of the title of the topic. The Edit Reminder dialog will open and
after you change the desired information, click on the Update button.

The information will be automatically synchronized in both application: Calendar and iMindQ ®.
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When you already planned specific reminders in a Reminders list, whether its custom or default
list, and when you want to add them to a topic in a mind map, you have the option to import
these reminders from Reminders application into iMindQ® .

In order to import Reminders to a topic in iMindQ®, do the following steps:

1. Click on the Exchange Ribbortab.
2. From the Collaborate group, click on the Reminders dropdown menu.
3. Click on the Import Remindersoption.

A dialog for importing the reminders opens up, where you can filter information by different
UH P L Q répertiés and criteria. From the listed reminders, select the specific ones that you
would like to import to a topic in iMindQ®



iMindQ User Manual for Mac

If you want to edit the properties of the Reminder, click on the Reminder icon” ' in the topic,
positioned on the right side of the title of the topic. The Edit Reminder dialog will open and
after you change the desired information, click on the Update button.

The information will be automatically synchronized in both applications: Calendar and
iMindQ ®.



