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Welcome to NoteScribe!  
 

NoteScribe is the premier note taking tool.  It will give you the ability to organize your notes and 

data whether you are in the school/research environment, business field, or at home.  NoteScribe 

can be used for tasks as simple as jotting down important snippets of information in your daily 

life, to being a true student companion by storing and cataloging all of your classroom and re-

search notes.  You will also find it as a valuable resource while collecting data for research; 

whether for a term paper or in the boardroom!  NoteScribe is ultimately what you make of it.  

NoteScribe looks to simplify your life, by making sifting through paper notebooks and textbooks 

a thing of the past, as you will now easily navigate your way through note taking and note organ-

ization on your computer. 

 

To begin entering notes and learning how to use the program, refer to the User's Manual in the 

Search Controls panel on the left side of the screen.  Click the green box "L1" next to the words 

"User's Manual" to open up the user's manual notes.  The beauty of this manual is that it is ac-

tually made of notes saved in your NoteScribe database, so as you look through the manual, you 

are actually learning to use the program!  (Note: when you no longer need the User's Manual 

notes you can simply delete them from your database!)  

 

For visual learners, we have created a series of video tutorials that can be accessed by going to 

the Help menu located at the top of the main NoteScribe window and selecting "View Online 

Video Tutorials", or simply visit http://www.NoteScribe.net/Home/VideoTutorials.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.notescribe.net/
http://www.notescribe.net/Home/VideoTutorials
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Quick Start (Creating Notes) 

 

1) Click on the Add Note button  located below the main menu bar in the upper left hand 

corner of the program window.  

 

2) When the Edit Note window appears, simply begin inputting your data in the text area (i.e. 

Classroom notes, old notebook notes, random thoughts).  

 

3) To later quickly access your note, you can assign it to a Category.  For example, say your 

note is about Psychology, and you wish to place it in a category labeled "Psychology".  All you 

have to do is, in the Category Assignments box to the left, click where it says "Click To Assign 

New Level" and select "Create New Category" from the drop down menu that appears.  Then, 

when the Create New Category window pops up, type in "Psychology" and press the Save but-

ton.  When you finally save the note by pressing the green Save button, your note will then be 

placed in the category labeled "Psychology"! 

 

4) In the Edit Note window, you are also able to Create and Edit Sources, Attach Files and 

Links , and assign Key Words, and change the Border Color of your note.    

 

5) Once you are finished entering your data and selecting the organizational options for your 

note, you can save it by clicking the green Save button.  Your note will then appear at the bottom 

of the list of notes in the main window.  You can re-open your note for editing again by simply 

double-clicking anywhere on your note in the main window. 

 

6) Later, you can then quickly retrieve your notes by using the Search Controls panel on the left 

side of the main window.  This area allows you to access your notes by their Categories, 

Sources, Key Words, and Border Colors.  

 

Note:  To clear the main window click the button with the Red 'C' Icon   below the main 

menu bar.  This will clear all notes that are currently being displayed in the main window.  Keep 

in mind, these notes are not lost, they are still stored in your database, you are just not viewing 

them at the moment.  As stated above, you can quickly retrieve them from your database using 

the Search Controls panel. 
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Registration 

 

Your copy of NoteScribe starts out as a full featured demo that may be used for 30 non-

consecutive days.  Once these 30 days have been used up, you must purchase a Registration Key 

at www.NoteScribe.net to continue using NoteScribe. 

 

To register your copy of NoteScribe, simply: 

 

1) Purchase a Registration Key by going to www.NoteScribe.net and clicking on the "Buy Now" 

button.  Note: be sure to purchase a Key for the NoteScribe Premium version. 

 

2) Once you receive your Registration Key in your email, open NoteScribe and select "Help"  in 

the upper menu of the main window, and then choose "Register Program...". 

 

3) In the Registration window that comes up, simply copy your Registration Key from your 

email and paste it in to the box labeled "Reg Key:".  Then press the "Register" button and follow 

the on-screen instructions.  

 

That's it, your program will then be fully registered, and all registered versions of NoteScribe 

have free access to future NoteScribe updates! 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.notescribe.net/
http://www.notescribe.net/
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Categories 
 

Assigning categories is similar to making tabs on a notebook, only in NoteScribe you can have 

sub-categories that increase both the note's description and ease of access to the note.  The cate-

gory feature of NoteScribe allows for quick and easy access to your notes which will be arranged 

in a cohesive fashion, unlike sifting through pages of notes in a paper notebook or scattered 

across separate files on your computer.  NoteScribe Premium allows for even greater flexibility 

with categories by giving you three individual category sets that you can assign your notes to!  

 

1) In the Edit Note window you will find the Category Assignments box on the right side of the 

window. 

 
 

2) To create a new Category or Sub-Category, simply click where it says "Click To Assign New 

Level" and select "Create New Category" from the drop down menu that appears.  Then, when 

the Create New Category window pops up, type in the name of your new category and press the 

Save button.  Your new category will then appear in the Categories box! 

 

3) After you have assigned your categories, click the green Save button to return to the main 

screen.  Your new categories tree will now be displayed above (or below) the text of note, as 

well as in the "Categories" tab in the Search Controls panel. 

 

4) You can then retrieve or "hide" your note in the main window by using the "Categories" tab 

in the Search Controls panel on left of the main window.  To do so, just click on the gray or 

green box with the "L#" next to your Category label.  If the box was gray, your note will be re-

trieved from the database and displayed in the main window.  If the "L#" box was green, your 

note will be removed from the main window. 

 

NOTE:  The best way to learn to access your notes using the "Categories" Search Control tab is 

to just click around and play with it!  When you click on a category name or the "L#' box next to 

the name notes with that category will be retrieved from your database.  Then, when you click on 

it again, they are sent back to your database. 
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Ex. Category Trees in Search Controls Panel 

 
Creating and Using Multiple Category Sets 

 

In NoteScribe Premium, notes can be assigned to a total of three separate category sets!  This 

will allow for more organizational flexibility and better cross-referencing among note topics.   

 

1) After creating your first set of Categories, users can assign categories in a Second Category 

Set to their note. To use the second category set, click the Category Set 2 tab.  

 

2) Create your categories and subcategories the same way that you created them in your Catego-

ry Set 1.  

 

3) To Create a Third Category Set, click on the Category Set 3 tab and create your categories 

and subcategories the same way you created Set 1 and 2.  

 

4) When viewing your note with multiple category sets in the Search Controls area of the main 

window, you will see that all three category trees are shown to be open when any note as-

signed to any of the three is opened.  You can also choose from the "Show Category Set:" menu 

to display which category sets you would like to search from. 

 
NOTE:  The best way to learn to access your notes using the "Categories" Search Control tab is 

to just click around and play with it!  When you click on a category name or the "L#' box next to 

the name notes with that category will be retrieved from your database.  Then, when you click on 

it again, they are sent back to your database. 
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Creating, Editing , and Using Sources 
 

NoteScribeôs Source feature is a convenient tool for documenting the source of the information 

contained within a note and for navigating your way through NoteScribe.  It is an invaluable re-

source for anyone who has ever written a paper, as you can save large amounts of time by input-

ting your bibliographic data as you go along, rather than trying to compile it all the end of the 

writing process.   

 

1) You may access the View Sources window in three ways:  

¶ Click the View Sources icon  on the Main Control Bar  

¶ OR, select Sources in the main menu bar on the Main Screen and click "View Sources...". 

¶ OR, open up a new or previously created note and click on the "Add" button in the 

"Sources" box on the right-hand side of the Edit Note window.  

 

2) You can Create new sources or Edit previously created sources by clicking either of the New 

or Edit  buttons on the right-hand side of the View Sources window.  

 

3) In the Edit Source window, enter the Source Type (Book, Lecture, Journal Article, ecté), 

Formatting  Style (APA, MLA, Harvard Style ,ecté) Authors, Title , Publisher and any other 

relevant information about your source. 

 

4) Your source information will be displayed in the chosen formatting style within the Format-

ted Preview box on the bottom of the Edit Source window.   

 

5) Select Save to return to the View Sources window.  Your newly created source will now be 

displayed in your sources list.  

 

Disclaimer: We have included the main source types (books, articles, periodicals etcé) and a 

small sub-section of the different source formatting styles available (MLA, APA, Harvard Style, 

etcé).  We only included those of which sufficient information could be found.  We did our best 

to provide accurate source formatting, but if there are mistakes PLEASE CONTACT US at: con-

tact@highersymmsetry.com 
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Attaching a Source to a Note 

 

1) To attach a Source to a Note, open a new or previously created note, and click on the "Add" 

button in the "Sources" box on the right-hand side.   
 

         
 

2) Then, simply click on the source in the list that you wish to add and press the "Select" button.  

Your source will now be displayed in the "Sources" box, and when you save your note, the note 

will now be attached to that source. 

¶ If you wish to add information to the source that is specific to the note, such as page 

numbers, chapter, ect.., just click on the source where it says "Click Here to Add Note 

Specific Info..." and type it in!  
 

3) You can then access your note from the Sources Tab in the Search Controls panel on the left 

side of the main window. 
 

NOTE: You can repeat the above steps (1 & 2) to attach as many sources as needed to your note.  
 

 
Ex. Sources in Search Controls Panel 
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Creating Bibliographies 

 
With NoteScribe, not only can you easily create sources, you can compile all of your sources into 

a bibliography to either Save to an .rtf file, or to print directly from NoteScribe. Within the Bibli-

ography window, you will be able to arrange the order of your sources, as well as choose the 

formatting style of your sources.  

 

1) To create a bibliography, select Tools from the main menu bar and then choose Create Bibli-

ography.  

 

2) Select sources for your bibliography by double-clicking on a source in the Available Sources 

box.  

 

3) After all the sources you need have been added, choose the style (i.e. APA, MLA, Chicago 

style, ect..) of your bibliography. All sources will then be formatted to that style.  

 

4) Then click the Save/Print button to open up the Save/Print window.  

 

5) In the Save/Print window you can save your bibliography to an .rtf  file, or Print your docu-

ment directly from NoteScribe! 

 
 
 

 
 

Ex. Source List Created in NoteScribe 
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Creating and Editing Custom Source Types 
 

NoteScribe Premium's Custom Source Types feature allows you to create your own types of 

sources that are different than the stock types that come with NoteScribe (i.e. Book, Article, etc.).  

Also, you set each Custom Source Type to have its own formatting options, which allows you to 

have sources with different formatting then the stock formatting of NoteScribe (i.e. MLA, APA, 

etc.).  You can use this feature to create any type of source with the formatting options you need!  

 

Creating a Custom Source Type 
 

1) You may access the Edit Custom Types window two ways:  

¶ Select Sources in the main menu bar on the Main Screen and click "Edit Custom Source 

Types...". 

¶ OR, open up the Edit Source window, either by creating a new source or opening up an 

existing source for editing, and click on the Edit Custom Types button located underneath 

the "Source Type" drop down menu. 

 

2) Then, inside the Custom Source Types window, press the New Type button. 

 

3) You can then set the Name of the the new source type and begin adding and editing its fields.   

 

4) There are four types of Fields that are used in custom source types: 

¶ Date Field:  this is where the date will be displayed, it is labeled as "[DATE Placeholder]" 

in the Fields list. 

¶ Authors Field:  this is where the authors will be displayed, it is labeled as "[AUTHORS 

Placeholder]" in the Fields list.  

¶ Title Field :  this is where the source's title will be displayed, it is labeled as "[TITLE 

Placeholder]" in the Fields list. 

¶ Custom Field:  this is a where a user created field displayed, they are labeled in the Fields 

list based on the name the user chooses for them.  

 

5) Each Field has five different options associated with it: 

¶ Name:  this is the name of the field in the Fields list, note that you can only change the 

Name of Custom Fields. 

¶ Underline:  a formatting option; set this to have the text of the field be underlined when 

the source is displayed or printed. 

¶ Italics:  a formatting option; set this to have the text of the field be italicized when the 

source is displayed or printed. 

¶ Bold:  a formatting option; set this to have the text of the field be bold when the source is 
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displayed or printed. 

¶ End With :  a formatting option; this allows you to set what type of punctuation is placed 

directly after the text of the field when the source is displayed or printed.  

 

NOTE:  A custom source type can only have one of each of the Date, Authors, and Title fields, 

but it can have as many Custom Fields as needed.  Each new source type is automatically given 

one Custom Field with the label "Your Field", you can edit/delete this field as needed , just like 

any other custom field.  

 

6) To add a new Field to your source type, just click on the Add Field button.  A new custom 

field will appear in the fields list with the label "Your Field". 

 

7) You can easily change the order of the fields by left-clicking on a Field label in the Fields list 

and dragging the field up or down to the place you wish it be. 

 

8) To use your new Custom Source Type, just open the Edit Source window, either by creating 

a new source or opening up an existing source for editing, and then select your custom type from 

the "Source Type" drop down menu! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  P a g e | 12 

 

 
 

Key Words 

 

Assigning Key Words to notes creates an additional way to easily locate them.  By assigning the 

same Key Word to separate notes, you will be able to display notes on the main screen that may 

be in different categories or belong to different sources but contain the same type of key informa-

tion.  

 

1) In the Edit  Note window you will see the Key Words text box in the lower right-hand side of 

the window.  

 

2) In that text box, input a word (or multiple words, each separated by commas) that relate to 

your current note. 

¶ For example, if the note is about psychology in general, but you havenôt assigned it to one 
of the categories as psychology, adding the key word of ópsychologyô will allow you to find 

this particular note quickly the next time you are looking for information on psychology.  

 

3) You can also add Key Words by clicking the Select button in the Key Words box, this will 

bring up a list of all the Key Words that you have already used in other notes.  You then simply 

check off the Key Words you wish to add.  This saves you time when you are creating a lot of 

notes that need to have the same Key Word(s). 

 

4) With the Key Words feature, you will be able to locate notes by their Key Words using the 

Key Words tab in the Search Controls panel on the left of the main NoteScribe window. 

 

 

 
 

 

Ex. Key Words Tab in Search Controls Panel 
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Border Colors 

 

This feature allows you to change border color that surrounds a note when it is displayed in the 

main window of NoteScribe.  It gives you another level of organization on top of Categories, 

Sources, and Key Words.  It also works well for making certain notes stand out when you are 

viewing larger numbers of your notes at a time.   

 

For example, say you have a Category that has 20 notes in it, when you retrieve those notes by 

selecting that Category in the Categories tab of the Search Controls panel, all 20 of those notes 

will appear in the main list.  If you want one of those notes in particular to stand out as you 

scroll through them, just change its Border Color to red (or any color).  Then each time you 

bring up all 20 notes, that note will stand out as you scroll through them. 

 

Changing the Border Color of a Note: 

 

1) Open the Edit Note window, either by creating a new note or opening an existing note for 

editing. 

 

2) Press the colored button to the left of the words "Select Border Color:" located below note's 

text box, and then choose the color you want from the Color window. 

 

3) When you save your note, the border around the note (default is black) will now be the color 

you selected. 

 

4) You can then use the Border Colors feature to locate notes by their border colors using the 

Colors tab in the Search Controls panel on the left of the main NoteScribe window. 

 

 
 

 

Ex. Colors Tab in Search Controls Panel 
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Search Controls: Categories Tab 
 

The Search Controls panel (located on the left-hand side of the main NoteScribe window) is the 

heart of NoteScribe, it will allow you to quickly retrieve your notes so that they may be viewed 

and/or edited.  The search controls panel is split into four tabs: Categories, Sources, Key Words, 

and Colors.  These four different tabs give you multiple ways for accessing your notes. 

 

Categories Tab 

 

 

¶ This tab of the Search Controls panel displays all of your category 

trees that have notes assigned to them.  You can use this tab to access 

your notes by clicking on the category that has notes you desire to see.   

 

¶ The numbers in parentheses next to some category levels tell you 

how many notes are assigned to that level, and how many of those notes 

are in the current notes list of the main view.  For example, say you 

have the category tree: 

  L1 - Psychology 

   L2 - Class Notes  (3/20) 

¶ The above means that you have a total of 20 notes assigned 

to the category tree "Psychology->Class Notes", and that 3 of 

those notes are currently in the main view list. 

 

Using the Categories Tab to Retrieve Your Notes 
 

¶ Left -Clicking :  To retrieve notes assigned to a particular category level, simply left-click on 

the "L#" icon next to the category's name.  However, what notes are retrieved depend on two 

things: 

1) Does the category have notes assigned directly at that level (i.e. there are numbers in 

parentheses next to the name)? 

¶ If so, left-clicking on the "L#" icon will only retrieve the notes assigned di-

rectly at that level.  It will not retrieve notes assigned to any subcategories of that 

category level. 

2) Does the category have subcategories below it and no notes assigned directly at that 

level (i.e. there are no numbers in parentheses next to the name, and it has subcatego-

ries)? 

¶ If so, left-clicking on the "L#" icon will retrieve ALL the notes that are as-

signed to subcategories of that category level. 
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¶ Right-Clicking :  You can also retrieve notes from a particular category by right-clicking on 

the category name and selecting one of the following options: 

¶ Get Notes With This Category:  this will retrieve all the notes assigned directly at 

this category level and all the notes assigned to subcategories of this level. 

¶ Get Notes Only At This Level:  this will retrieve only the notes assigned directly at 

this level. 

¶ Get Notes Only In Subcategories:  this will retrieve only the notes assigned to sub-

categories of this level. 

 

Other Right-Click Options 

 

¶ When you right-click on a category name the menu that pops up gives you several helpful op-

tions of things you can do with the notes assigned to that level: 

¶ Add Note To Level:  this will create a new note by opening the Edit Note window 

and automatically filling out the note's category tree with this category tree. 

¶ Set Border Color of All Notes With This Category:  this allows you to change the 

Border Color of all the notes with this category. 

¶ Copy All Notes With This Category to NoteBook:  this allows you to copy all the 

notes with this category to another NoteBook within your NoteScribe database.  

¶ Print All Notes With This Category:  this allows you to print or save to an .rtf file 

all of the notes with this category.  

¶ Export All Notes With This Category:  this will send all notes with this category to 

a NoteScribe export file.  (For more info, see the chapter on Importing and Exporting) 

¶ Delete All Notes With This Category:  this will permanently delete all notes with 

this category from your NoteBook. 

 

"Show Category Set" Menu 

 

¶ With the "Show Category Set" drop-down menu you can select from which category set you 

wish to search through.  So, if you select "Category Set 2" only categories that are assigned in a 

note's Category Set 2 tab will be shown.  This is a great way to do quick cross-referencing. 
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Search Controls: Sources Tab 
 

The Search Controls panel (located on the left-hand side of the main NoteScribe window) is the 

heart of NoteScribe, it will allow you to quickly retrieve your notes so that they may be viewed 

and/or edited.  The search controls panel is split into four tabs: Categories, Sources, Key Words, 

and Colors.  These four different tabs give you multiple ways for accessing your notes. 

 

Sources Tab 

 

¶ This tab of the Search Controls panel displays all of your 

Sources that have notes attached to them.  You can use this tab 

to access your notes by clicking on the Source that has the notes 

you desire to see.   

 

¶ The numbers in parentheses next to the Source name tell you 

how many notes are attached to that Source, and how many of 

those notes are in the current notes list of the main view.  For 

example, say you have the Source: 

 <> Intro to Psychology  (3/20) 

¶ The above means that you have a total of 20 notes at-

tached to the Source "Intro to Psychology", and that 3 of 

those notes are currently in the main view list. 

 

 

 

Using the Sources Tab to Retrieve Your Notes 
 

¶ Left -Clicking :  To retrieve notes attached to a particular Source, simply left-click on the 

check-box or the Source's name.  Doing this will retrieve all of the the notes attached to that 

Source and add them to the main view's note list.   

 

¶ Right-Clicking :  You can also retrieve notes from a particular Source by right-clicking on the 

Source name and selecting the "Get All Notes From This Source" option.  

 

Other Right-Click Options 

 

¶ When you right-click on a Source name, the menu that pops up gives you several helpful op-

tions of things you can do with the notes attached to that Source: 

¶ Add Note To Source:  this will create a new note by opening the Edit Note window 

and automatically filling out the note's Source information with this Source. 
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¶ Set Border Color of Notes From This Source:  this allows you to change the Border 

Color of all the notes attached to this Source. 

¶ Copy Notes From This Source to NoteBook:  this allows you to copy all the notes 

attached to this Source to another NoteBook within your NoteScribe database.  

¶ Print Notes From This Source:  this allows you to print or save to an .rtf file all of 

the notes attached to this Source.  

¶ Export Notes From This Source:  this will send all notes attached to this Source to a 

NoteScribe export file.  (For more info, see the chapter on Importing and Exporting) 

¶ Delete Notes From This Source:  this will permanently delete all notes attached to 

this Source from your NoteBook. 

 

"Show Sources By" Menu 

 

¶ With the "Show Sources By" drop-down menu you can choose how you wish the Sources to 

be displayed in the Sources Tab. 

¶ Titles:  this has the Sources displayed by their titles. 

¶ Authors:  this has the Sources displayed by their authors. 

¶ Publication:  this has the Sources displayed by their publications. 
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Search Controls: Key Words Tab 
 

The Search Controls panel (located on the left-hand side of the main NoteScribe window) is the 

heart of NoteScribe, it will allow you to quickly retrieve your notes so that they may be viewed 

and/or edited.  The search controls panel is split into four tabs: Categories, Sources, Key Words, 

and Colors.  These four different tabs give you multiple ways for accessing your notes. 

 

Key Words Tab 

 

¶ This tab of the Search Controls panel displays all of your 

Key Words that have notes attached to them.  You can 

use this tab to access your notes by clicking on the Key 

Word that has the notes you desire to see.   

 

¶ The numbers in parentheses next to the Key Word tell you 

how many notes are attached to that Key Word, and how 

many of those notes are in the current notes list of the main 

view.  For example, say you have the Key Word: 

 <> Psychology  (3/20) 

¶ The above means that you have a total of 20 notes 

attached to the Key Word "Psychology", and that 3 of 

those notes are currently in the main view list. 

 

Using the Key Words Tab to Retrieve Your Notes 
 

¶ Left -Clicking :  To retrieve notes attached to a particular Key Word, simply left-click on the 

check-box or the Key Word's name.  Doing this will retrieve all of the notes attached to that Key 

Word and add them to the main view's note list.   

 

¶ Right-Clicking :  You can also retrieve notes from a particular Key Word by right-clicking on 

the Key Word name and selecting the "Get All Notes With This Key Word" option.  

 

Other Right-Click Options 

 

¶ When you right-click on a Key Word name, the menu that pops up gives you several helpful 

options of things you can do with the notes attached to that Key Word: 

¶ Attach All Notes In List To This Key Word:  this will attach all the notes in the 

main view's notes list to this Key Word. 

¶ Remove All Notes In List From This Key Word:  this will remove this Key Word 
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from any of the notes in the main view's notes list that have it. 

¶ Add Note To Key Word:  this will create a new note by opening the Edit Note win-

dow and automatically adding this Key Word to the note's Key Words. 

¶ Set Border Color of Notes With This Key Word:  this allows you to change the Bor-

der Color of all the notes attached to this Key Word. 

¶ Copy Notes With This Key Word to NoteBook:  this allows you to copy all the notes 

attached to this Key Word to another NoteBook within your NoteScribe database.  

¶ Print Notes With This Key Word:  this allows you to print or save to an .rtf file all 

of the notes attached to this Key Word.  

¶ Export Notes With This Key Word:  this will send all notes attached to this Key 

Word to a NoteScribe export file.  (For more info, see the chapter on Importing and 

Exporting) 

¶ Delete Notes With This Key Word:  this will permanently delete all notes attached to 

this Key Word from your NoteBook. 
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Search Controls: Colors Tab 
 

The Search Controls panel (located on the left-hand side of the main NoteScribe window) is the 

heart of NoteScribe, it will allow you to quickly retrieve your notes so that they may be viewed 

and/or edited.  The search controls panel is split into four tabs: Categories, Sources, Key Words, 

and Colors.  These four different tabs give you multiple ways for accessing your notes. 

 

Colors Tab 

 

¶ This tab of the Search Controls panel displays all of the differ-

ent Border Colors that you have set certain notes to have.  You 

can use this tab to access your notes by clicking on the Color 

that has the notes you desire to see.   

 

¶ The numbers in parentheses next to the Color tell you how many 

notes have that Border Color, and how many of those notes are in 

the current notes list of the main view.  For example, say you have 

the Color: 

 <>               (3/20) 

¶ The above means that you have a total of 20 notes with 

the Border Color "     ", and that 3 of those notes are cur-

rently in the main view list. 

 

Using the Colors Tab to Retrieve Your Notes 
 

¶ Left -Clicking :  To retrieve notes with a particular Border Color, simply left-click on the 

check-box or the Color itself.  Doing this will retrieve all of the notes that have that Border Color 

and add them to the main view's note list.   

 

¶ Right-Clicking :  You can also retrieve notes with a particular Border Color by right-clicking 

on the Color and selecting the "Get All Notes With This Color" option.  

 

Other Right-Click Options 

 

¶ When you right-click on a Color, the menu that pops up gives you several helpful options of 

things you can do with the notes with that Border Color: 

¶ Set All Notes In List To This Color:  this will set all the notes in the main view's 

notes list to have this Border Color. 

¶ Remove This Color From All Notes In List:  this will change the Border Color of 
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all the notes in the main view's notes list back to black. 

¶ Add Note To Color:  this will create a new note by opening the Edit Note window 

and automatically setting its Border Color to this Color. 

¶ Copy Notes With This Color to NoteBook:  this allows you to copy all the notes 

with this Border Color to another NoteBook within your NoteScribe database.  

¶ Print Notes With This Color:  this allows you to print or save to an .rtf file all of the 

notes with this Border Color.  

¶ Export Notes With This Color:  this will send all notes with this Border Color to a 

NoteScribe export file.  (For more info, see the chapter on Importing and Exporting) 

¶ Delete Notes With This Color:  this will permanently delete all notes with this Bor-

der Color from your NoteBook. 
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Global Search Function  
 
NoteScribe contains a search function which allows you to search for individual words within 

currently listed notes or within your entire note database.  

 

1) Search is located in the upper right-hand corner of the main window . 

 

2) Click on the down arrow beside the search icon to choose searching between the entire data-

base or the current list of notes. 

 

3) Enter any letter, word or phrase that you want to search for and hit ENTER or the Go icon 

next to the text box. 

1 Note: a phrase must have quotes around it. 

 

4) Each note containing your search will be displayed on the main screen. An orange box will 

highlight the letter, word or phrase you have searched for.  

 

 
 

9ȄΦ bƻǘŜ{ŎǊƛōŜΩǎ Dƭƻōŀƭ {ŜŀǊŎƘ CǳƴŎǘƛƻƴ  
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Attaching Files and Links 

 
With NoteScribe you're able to attach files or web links to your notes!  File types can be any-

thing, from audio, video, images, spreadsheets, or whatever!  When you attach a file to a note, it 

is automatically copied and saved into your NoteScribe database, this way, even if you delete the 

original file, the copy in NoteScribe will always be attached to your note!  

 

Opening the Attachments Window for a Note: 
 

1) To Attach Files to your notes begin with opening the Edit Note window, either by creating a 

new note or opening an existing note for editing.  

 

2) Press the Attachments button.  

 

Attaching a File: 

 

1) In the Attachments window, press the Add File button. 

 

2) This open a window to allow you to browse your computer.  Search for the file you want to 

attach to a note and select "Open".  Your file will then appear in the Attachments List.   

 

3) You can re-name the title of the file, by clicking on the file in the Attachments List and enter-

ing a the new title for the file in the "Title" text box at the bottom of the screen.  

 

4) NoteScribe will usually detect the type of your file, however, if it does not, you can change 

the file type in the drop-down menu in the Selected Attachment Info box.  

 

5) Attached files are displayed underneath the text of the note in the main window.  Most files 

are displayed as an Icon that indicates the type of file attached.  However, if the file is an image 

(i.e. .bmp, .jpg, etc.), the actual image is displayed underneath the note text.  If you prefer for 

your images to be displayed as an Icon, simply check the "Display Image as an Icon" box.  You 

can easily open your attached files from the main window by double-clicking on the Icon under-

neath the note text.  

 

Attaching a Web Link:  
 

1) In the Attachments window, press the Add Link  button. 

 

2) This will open the Attach Web Link  window where you can type or paste the link you wish 

to attach.  Be sure to include "http://" and type the link as you would in your web browser. 
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3) Your link will then appear in the Attachments List, and you can re-name the title of the link 

just as you can with files. 

 

4) The link will then be displayed as an Icon underneath the note text in the main window, and 

when you double-click on the link's Icon it will open up your web browser to the link!  

 

NOTE:  If you have multiple files and/or links, you can arrange them using the Move Up and 

Move Down icons.  This will change the order in which they are displayed beneath the note's 

text in the main window. 

 

Resizing and Moving your Images: 

 

1) To zoom-in or zoom-out on your images, hit the (+) or (-) button.  

 

2) If your image becomes larger than the screen, you can move the image left and right by using 

the Left  and Right arrows above the image. 

 

3) Simple press the Restore button to set picture back to its original settings. 
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Importing and Expor ting 

 
This feature allows you to import notes from another NoteScribe user or to export your notes to 

share with another user.  You can also use this feature to move notes between NoteScribe pro-

grams on different computers.   

 

To Export Notes:  

 

There are two ways to export notes: 

 

1) You can export all the notes that you are currently looking at in the main window's notes list 

by clicking the Export  button in the main control bar . 

 

OR 

 

2) You can export only the notes associated with a particular Category, Source, Key Word, or 

Border Color by right-clicking on an item displayed inside any of the tabs of the Search Con-

trols panel located on the left of the main screen.  When the right-click menu pops up, choose 

the "Export Notes ...." selection.  

 

With either choice, you are asked to provide a name for the export file, and when you press the 

"Save" button all the chosen notes will be exported into a .nse file which is then accessible by 

your NoteScribe or another userôs NoteScribe.  

 

To Import Notes:  

 

1) Click on File and then select "Import Notesé", or click the Import  button in the main con-

trol bar  . 

 

2) Browse to and locate the .nse (NoteScribe Export file) that contains the notes you wish to im-

port. 

 

3) After you have selected your file, you will be taken to the Import Notes window. This win-

dow provides you with the information tied to the notes being imported, i.e. its Status, Source 

Title, Category Assignments, Attachments, etc..  

 

4) The Status Icon of each note tells you if the note is new note, or a new/same/older version of 

an already existing note.  The Status is displayed as a circle on the left of each item (note) in the 
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Notes to Import list.  The color of each Status Icon indicates:   

¶ GREEN:  the note is new, meaning it doesn't already exist in your current note book. 

¶ GRAY:   the note is exactly the same as a note already in your current note book 

¶ BLUE:  the note is a newer version of a note already in your current note book 

¶ RED:  the note is an older version of a note already in your current note book 

 

NOTE:  Importing a note with a blue or red Status Icon will overwrite the current version of the 

note in your note book.  You can see just how the note to be imported differs from the existing 

note in your note book by right-clicking on the note in the list and selecting View Differences.  

This will display a list of the differences between the importing note and your existing note. 

 

Also you can make changes to a note before importing it by double-clicking on it. 

 

5) You can chose not to import specific notes just by left-clicking on their Status icon.  Only 

notes that have a circle inside their Status Icon will be imported when you press the Import 

Notes button. 

 

6) The "Change Categories of Selected Notes" box allows you to assign ALL of the selected 

notes (the notes with circles in their Status Icons) to a Category tree for a particular Category Set.   

¶ For example, if all the notes to be imported are in different categories for their Category 

Set 2 and you want to place them all into the same category for that Category Set, you just 

click the Category Set 2 tab, then chose/create categories needed and press the Set Categories 

button.  This will change the Category Set 2 tree of all the notes to the category tree you se-

lected. 

 

7) Finally, after you have reviewed the importing notes and made any changes where needed, 

just click the Import Notes button and all the selected notes will be integrated into your current 

note book! 
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Editing Category Trees 
 

Within the Edit Category Trees window you can execute the following actions:  

 

1 Rearrange categories 

2 Delete and Rename existing categories 

3 Create new Categories and Subcategories 

 

1) The Edit Category Tree window can be accessed in two different ways:  

¶ Select the Edit Category Trees button in the main control bar   

¶ OR, Select Categories in the main menu bar and select Edit Category Trees.  

 

2) You can Create a New Level 1 Category two ways: 

¶ Click the "Create New Level 1" button. 

¶ OR, right click any place in the blue area and select Create New Level 1 Category.   

 

3) To Create a New Subcategory, Right click on the Category or Subcategory that you want to 

add a new subcategory to, and select Create New Subcategory.  

 

4) To Rename a Category or Subcategory, Right click, and select Rename Category.  

 

5) To Drag and Drop Categories and Subcategories, Left click and hold on the category or 

subcategory you wish to move, and then drag and drop it on the category level that you wish it to 

appear underneath.  

 

6) For further information on moving levels and categories by dragging and dropping and delet-

ing categories and subcategories refer to the help box displayed within the Edit Category 

Trees window.  

 

7) The "Show Notes Assigned in Category:" drop down menu allows you to highlight which 

category trees have notes assigned to them based on which set you have selected.  So, if "Set 1" 

is selected, all the category trees that have notes assigned to them in Category Set 1 of the note 

will be highlighted. 

 

IMPORTANT:  

¶ If you make a mistake deleting a category, or of dragging a category into a wrong new cat-

egory, or are simply dissatisfied with any of the changes youôve made, just click the Cancel, 

and your changes will NOT be saved.  Only if you click Save will all changes WILL be fina-

lized. 


























