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Switch to Outline view 

Add idea/symbol quickly 
(with or without links) 

Add a linked symbol 

Connect Ideas 

Change diagram into a 
different style 

Add or edit a note  

Insert or edit a hyperlink 

Start the Word Guide to 
get definitions and 

synonyms 

Transfer the document  
to your word processor 

Switch to Diagram view 

Add a new Topic—idea at 
the current level 

Add a new Subtopic—idea 
one below the current level 

Move the topic to the 
Left—move it up one level 

Move the topic to the 
Right—move it down one 

level 

Add or edit a Note 

Insert or edit a hyperlink 

Start the Word Guide to 
get definitions and 

synonyms 

Transfer the document  
to your word processor 
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Symbol Palette 
To access:  

Click Utility, Choose one of 
Add, New, or Edit 

To change a voice: 
Click Tools, Voices, 
select one, and click 

OK 

To access:  
Click Utility, 

Preferences, Audio, 
Listen Tool 

Templates for planning  
To access: 
Click File,   

Open Template) 


