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Welcome to NoteScribel!

NoteScribds thepremier note taking toollt will give you the ability to organize your notes and
data whether you are in the schioedearclenvironment, business field, or at honidoteScribe

can be used for tasks as simple as jotting down important snippets of information in your daily
life, to being a@rue studentompanion by storing and cataloging all of your classraathe-

search notes. You will also find it av@uable resowe while collecting data for research;
whether for aerm paper or in the boardroorNoteScribe is ultimately what you make of it.
NoteScribe looks to simplify your liféy making sifting through paper notebooks andheaks

a thing of the past, as youll now easily navigate your way through note taking aote orga-
izationon your compter.

To begin entering notes and learning how to use the program, refeldsdahe Manualin the

Search Controlspanel on the éft side of the screerClick the green box "L1" next to the words
"User's Manual" to ogn up the user's manual not@he beauty of this manual is that it s a

tually made of notes saved in your NoteScribe database, so as you look through the manual, you
are actualf learning to use thprogram! (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
theHelp menu located at the top of the m&loteScribe window and selectingiew Online
Video Tutorials", or simply visithttp://www.NoteScribe.net/Home/VideoTutorials
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Quick Start (Creating Notes)

1) Click on theAdd Note buttonm located below the maimenubar in the upper left hand
corner of the program window.

2) When theEdit Note window appears, simply begin inputting your data in the text aeea (
Classroom notes, old notebook notes, random thoughts).

3) To later quickly access your note, you can asgignaCategory. For example, say your

note is about Psychology, and you wish to place it in a catégjoeled "Psychology”. All you
have to do is, in th€ategory Assignmentsox to the left, click whre 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 thetSave bu
ton. When you finally save the note by presshmgdreen Save button, your note will then be
placed in the category labeled "Psychology"!

4) In the Edit Note window, you are also abl&Cieate and Edit Sources Attach Files and
Links, and assigiey Words, and change thBorder 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 tgeeenSavebutton. Your note will then appear at the bottom
of the list of notes in the main window. You caropenyour note for editing again by simply
doubleclicking anywhere on your note in the main window.

6) Later, you can thequickly retrieve your notes hysing theSearch Controlspanel on the left
side of the main window. This area allows you to accessnates by theiCategories
Sources Key Words, andBorder Colors.

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

meru 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 Notecribe starts out as fall featured demehat 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.néd continue using NoteScribe

To register your copy of NoteScribe, simply:

1) Purchase a Registration Key by goinguew.NoteScribe.ne&nd clicking on the "Buy Now"
button. Note: be sure to purchase a Key for the NoteSEribmium version.

2) Once you receive your Registration Key in your email, open NoteScribe and bkdgxt In
the upper menu of the main window, and then choBsgjister Program..”.

3) In the Registration window that comes up, simply copy your Registration Key from your
email and paste it in to the box labeldgegKey:". Then press the "Register” button and follow
the onscreen instructions.

That's it, your program will then be fully registered, and all registered versions of NoteScribe
have free access toture NoteSdbe updates!
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Cateqgories

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 notee-The cat
gory feature bNoteScribe 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 eagsr gexibility

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

1) In theEdit Note window you will find theCategory Assignmentdox on the right side of the
window.

Category Assignments
[categoryset1 | | l
- Philosophy of Science
Lm- Free Will/Determinism
I— - Evolution

- Click To Assign New Level

2) To create a new Category or SDategory, simplglick where it saysClick To Assign New

Level" and selectCreate 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. Yar new category will then appear in the Categories box!

3) After you have assigned your categories, click the gbasebuttonto return to the main
screen. Your new categories tree will now be displayed above (or below) the text of note, as
well as inthe '"Categories tab in theSearch Controlspanel.

4) You can then retrieve or "hide" yooote in the main window by usirige 'Categories tab

in theSearch Controlspanel on left of the main window. To do so, just click on the gray or
green box withhe "L#" next to your Category label. If the box was gray, your note wikbe r
trieved from the database and displayed in the maidow. If the "L#" box was green, your
note will be removed from the main window.

NOTE: The best way to learn to accessrynotes 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 agdn, they are sent back to your database.
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Cateqories Sources Key Words

Show Category Set:|all Categories =

Ex. Category Tregin Search Controls Panel

Creating and Using Multiple Cateqory Sets

In NoteScribe Premium, notes can be assigned to a total of three separate category sets! This
will allow for more organizatinal flexibility and better crosgeferencingamong note topics.

1) After creating youfirst set of Categories users can assign categories Beaond Category
Setto their note. To use the second categorycliek the Category Set 2 tab

2) Creag your categories and subcategories the same way that you created them in yaur Categ
ry Set 1.

3) ToCreate a Third Category Setclick on the Category Set 3 taland create your categories
and subcategories the same way you created Set 1 and 2.

4) Whenviewing your note with multiple category sets in 8@arch Controlsarea of the main
window, you will see thaall three category trees are shown to be opesmhen any notes
signed to any of the three is opened. You can also choose from the "Show YCa&tganenu
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 thedk#ext 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 UsingSources

NoteScribeds Source f eat ur ehesosrceftleanfomation ent t
contained within a note and for navigating your way through NoteScribe. It is an invaleable r

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

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

writing process.

1) You may access théew Sourceswindow in three ways:

1 Click theView Sources ico on theMain Control Bar

1 OR, selecBourcesin the main menu bar on the Main Screen diud ¢View Sources..".
1 OR, open up a new or previously created note and click orAdhet''button in the
"Sources" box on the rigitand side of the Edit Note window.

2) You canCreate newsources oEdit previously created sources by clicking eithethefNew
or Edit buttons on the righHbhand side of th¥iew Sourceswindow.

3) In theEdit Sourcewindow, enter th&ource Type(Book, Lecture, Journal Articlecé )
Formatting Style (APA, MLA, Harvard Styleecg ) Authors, Title, Publisher and any dter
relevant information about your source.

4) Your source information will be displayed in the chosen formatting style withirotmaat-
ted Previewbox on the bottom of thEédit Source window.

5) SelectSaveto return to th&/iew Sourceswindow. Your navly created source will now be
displayed in your sources list.

Discl ai mer: We have included the main source
small subsection of the different source formatting styles available (MLA, APA, Harvard Style
eteé ) . We only included those of which suffici

to provide accurate source formatting, but if there are mistakes PLEASE CONTACTdd® at:
tact@highersymmsetry.com
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Attaching a Source to a Note

1) Toattach a Source to a Noteopen a new or previously created note, and click onAHd
button in the "Sources" box on the rigtdand side.

-Sources 1 -Sources

similarity. Vol. 84.
Psychological Revie
1977....327=352:

W,

2) Then, simply click on the source in the list that you wish to add and press the "Select" button.
Your source Wl now be displayed in the "Sources" box, and when you save your note, the note
will now be attached to that source.
1 If you wish toadd information to the source that is specific to the note, sychges
numbersgchapter, ect, just click on thesource where it says "Click Here tald Note

Specific Info..." and type it in!

3) You can then access your note fromS$oeirces Tabin theSearch Controlspanel on the left
side of the main window.

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

Categories M| Key Words |

Show Sources Bv:lTitIeE j

B The Cambridge Star Atlas (0/5)

Ex.Sources in Search Controls Panel
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2 Not

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 artf.file, or to print directly from NoteScribe. Within the Bibl
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 aibliography, selecTools from the main menu bar and then choGseate Bibli-
ography.

2) Select sources for your bibliographydiguble-clicking on a source in thAvailable Sources
box.

3) After all the sources you need have been added, choostglth@.e. APA, MLA, Chicago
style,ect.) of your bibliography. All sources will then be formatted to that style.

4) Then click theSave/Print button to open up th&ave/Printwindow.

5) In theSave/Printwindow you can savgour bibliography to arrtf file, or Print your doa-
ment directly from NoteScribe!

o~

\ Clark D. (2008, August 09). "Schizophrenia Lecture.",

Clark, D., & Clanburry, M. (2008). Introduction to Psychology.

Introduction to Biology. 2008.

McGrew J, & Sholl J. NoteScribe User's Manual. Blue Ash, OH:
Higher Symmetry Software, 2007.

l

Ex. Source Lis€reated in NoteScribd
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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 thest types that come with NoteScribe.(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 th&dit Custom Typeswindow two ways:
1 SelectSourcesin the main menu bar on the Main Screen and clakit’Custom Source
Types..".
1 OR, gen up thdedit Sourcewindow, either by creating a new source or opening up an
existing source for editing, and click on tRdit Custom Typesbutton located underneath
the "Source Type" drop down menu.

2) Then, insidehte Custom Source Typesvindow, press thé&lew Typebutton.
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 &feldsthat are used in custom source types:
1 Date Field this is whee the date will be displayed, it is labeled as "[DATE Placeholder]"
in the Fields list.
1 Authors Field: this is where the authors will be displayed, it is labeled as "[AUTHORS
Placeholder]" in the Fields list.
1 Title Field: this is where the source'séitlvill be displayed, it is labeled as "[TITLE
Placeholder]" in the Fields list.
1 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) EachField has five differ@t options associated with it:
1 Name this is the name of the field in the Fields list, note that you can only change the
Name of Custom Fields.
1 Underline: a formatting option; set this to have the text of the fieldrimerlinedwhen
the source is dispyad or printed.
1 Iltalics: a formatting option; set this to have the text of the fieldddieizedwhen the
source is displayed or printed.
1 Bold: a formatting option; set this to have the text of the fielddld when the source is
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displayed or printed.
1 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, afidld#le

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) Toadd a new Fieldto you source type, just click on thedd 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 bydietking on a Field label in the Fields list
and dragging the fieldp or down to the place you wish it be.

8) To use your new Custom Source Type, just opekdliteSource 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 ¢ menu!
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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 caggories or belong to different sources but contain the same type of keyanform
tion.

1) In theEdit Note window you will see th&ey Words text box in the lower righthand side of
the window.

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

your current note.
T For example, if the note is about psychol og
of the categories as psychology, adding the
this particular nte quickly the next time you are looking for information on psychology.

3) You can also add Key Words by clicking ®electbutton in the Key Words box, this will
bring up a list of all the Key Words that you have already used in other notes. Yaintpgn
check off theKey Words you wish to addThis saves you time when you are creating a lot of
notes that need to have the sategy Word(s).

4) With theKey Words feature,you will be able to locate notes by thKiey Wordsusing the
Key Words tab in the Search Controlspanel on the left of the main NoteScribe window.

wr H jd e

Categories sources LASTRVLTEES

B phrenology

B psychoan

Ex. KeyWords Tabin 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 whdow of NoteScribe. It gives you another levarghnizatioron 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 haveCategory 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 yaia

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 thdedit Note window, either by @ating a new note or opening an existing note for
editing.

2) Press the colored button to the left of the woRBkect Border Color!" located below note's
text box, and then choose the color yaant from the Color window.

3) When you save your notegthorder around the note (default is black) will now be the color
you selected.

4) You can then use tligorder Colors featureto locate notes by theorder colorsising the
Colors tab in theSearch Controlspanel on the left of the main NoteScribe windo

Categories } Sources I

Key Words

Ex.ColorsTabin Search Controls Panel
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Search Controls:Cateqgories Tab

The Search Controls panel (located on thelaitd side of the main NoteScribe window) is the
heart of NoteScribe, it will allow you to quickly retrieve your notes sattiegtmay 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

_we [l This tab of the Search Contsgpanel displays all of your category
essmmmmmmmn . Lre€s that have notessigned to them. You can use this tab to access
your notes by clicking on the category that has notes you desire to see.

1 The numbers in parentheses next to some catégpels tell you
how many notes aresaigned 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)

1 The above means that you have a total of 20 rassigned

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

thosenotes are currently in the main view list.

Using the Categories Tab to Retrieve Your Notes

1 Left-Clicking: To retrieve notes assigned to a particular category level, simpbfitefton
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)?
1 If so, leftclicking on the'L#" icon will only retrieve the notes assigned d
rectly at that level. It will not retrieve notes assigned to any subcategories of that
category level.
2) Does the category have subcategories below inamibtes assigned directly at that
level (i.e. thee are no numbers parenthesesext to the name, and it has subcateg
ries)?
1 If so, leftclicking on the "L#" icon will retrieve ALL the notes that ase a
signed tasubcategories of that category level.



Page| 15

1 Right-Clicking: You can also retrieve notes fromartcular category by rightlicking on
the category name and selecting one of the following options:
1 Get Notes With This Categorythis will retrieve all the notes assigned directly at
this category level and all the notes assigned to subcategories lef/t.

1 Get Notes Only At This Levelthis will retrieve only the notes assigrdicectly at
this level.

1 Get Notes Only In Subcategorieghis will retrieve only the notes assigned tb-su
categories of this level.

Other Right-Click Options

1 When you rght-click on a category name the menu that pops up gives you several hplpful o
tions of things you can do with the notes assigned to that level:
1 Add Note To Level this will create a new note by opening the Edit Note window
and automaticallfilling out the note's category tree with this category tree.
1 Set Border Color of All Notes With This Categoryhis allows you to change the
Border Color of all the notes with this category.
1 Copy All Notes With This Category fdoteBook this allows you to copy athe
notes with this category to another NoteBook within your NoteScribe database.
1 Print All Notes WithThis Category this allows you to print or save to an .rtf file
all of the notes with this category.
1 Export All Notes With This Categorythis will 2nd all notes with this category to
a NoteScribe export file. (For more info, see¢hapter on Importing and Exporting)
71 Delete All Notes With This Categorythis will permanently delete all notes with
this category from your NoteBook.

"Show Category St" Menu

1 With the "Show Category Set" drajpwn menu you can select fromhich 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 greatevdo quick crosseferencing.
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Search Controls:Sources Tab

The Search Controls panel (located on thelaitd side of the main NoteScribe window) is the
heart of NoteScribe, it will allow you to quickly retrieve your notes so thantlagybe 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

Categories  WEIEEM | keyworss | This tab of the Search Controls panalpdiays all of your
show sources By:[Titles ~ ~|| 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.

P 8.0 rcton arug (171 {1 The numbers in parentheses next to the Source tedinyeu
S b how many notes are attaahto 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)
1 The above means that you have a total of 20 nétes a
tached to the Sourcéntro to Psychalgy’, and that 3 of
thosenotes are auently in the main view list.

B The Cambridge Star Atlas (0/5)

Using the Sources Tab to Retrieve Your Notes

1 Left-Clicking: To retrieve notes attached to a particular Source, simplgliefton the
checkbox or the Source's name. Doing thidl wetrieve all of the the notes attached to that
Source and add them to the main view's note list.

1 Right-Clicking: You can also retrieve notes from a particular Source by-cigiking on the
Source name and selecting tli&et All Notes From This Soie" option.

Other Right-Click Options

1 When you righiclick on a Source name, the menu that pops up gives you several hpipful o
tions of things you can do with the notes attached to that Source:
9 Add Note To Source this will create a new note by opegithe Edit Note window
and automaticallyilling out the note's Source information with this Source.
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1 Set Border Color of Notes From This Sourcehis allows you to change the Border
Color of all the notes attached to this Source.

1 Copy Notes From This Soge toNoteBook this allows you to copy all the notes
attached to this Source to another NoteBook within your NoteScribe database.

1 Print Notes FromThis Source this allows you to print or save to an .rtf file all of
the notes attached to this Source.

1 Export Notes From This Sourcethis will send all notes attached to this Source to a
NoteScribe export file. (For more info, see thepter on Importing and Exporting)

1 Delete Notes From This Sourcethis will permanently delete all notes attached to
this Source from your NoteBook.

"Show Sources By" Menu

1 With the "Show Sources By" dregiown menu you can choose how you wish the Sources to
be displayed in the Sources Tab.
1 Titles: this has the Sources displayed by their titles.

9 Authors: this has the Saces displayed by their authors.
91 Publication: this has the Sources displayed by their publications.
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Search Controls:Key Words Tab

The Search Controls panel (located on thelaitd 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 fiaysccessing your notes.

Key Words Tab

e Hide 1 This tab of the Search Controls panel displays all of your
Categories |  Sources Key Words that have notes attached to th_em. You can
use this tab to access your notes by clicking on the Key
Word that has the notes you desire to see.

1 The numbers in parentheses next to the Key \&ltrgou
how many notes are attached to tkay Word and how

many of those notes are in the current notes list of the main
view. For example, say you have they Word

<> Psychology(3/20)
) __ { The above mans that you have a total of 20 notes
. phr attached to the Key WordP%/chology, and that 3 of
B psy 2 (T thosenotes are currently in the main view list.

Using the Key Words Tab to Retrieve Your Notes

1 Left-Clicking: To retrieve notes attached to a particular Key dvsmmply leftclick on the
checkbox or the Key Word's name. Doing this weakrieve all of the notes attached to tKal
Word and add them to the main view's note list.

1 Right-Clicking: You can also retrieve notes from a particular Key Word byt-agtibking on
the Key Word name and selecting tiiget All Notes With This Key Wdrdption.

Other Right-Click Options

1 When you righiclick on a Key Word name, the menu that pops up gives you several helpful
options of things you can do with the notésehed to that Key Word:

9 Attach All Notes In ListTo This Key Word this will attach all the notes in the

main view's notes list to this Key Word.

1 Remove All Notes In List From This Key Wordhis will remove this Key Word



Pagel| 19

from any of the notes in theaim view's notes list that have it.

{1 Add Note To Key Wordthis will create a new note by opening the Edit Note-wi
dow and automatically adding this Key Word to the note's Key Words.

1 Set Border Color of Notes With This Key Wordhis allows you to changbe Ba-
der Color of all the notes attached to tkesy Word

1 Copy Notes With This Key Word téoteBook this allows you to copy all the notes
attached to thi&ey Wordto another NoteBook within your NoteScribe database.
1 Print Notes WithThis Key Word this allows you to print or save to an .rtf file all
of the notes attached to this Key Word.

1 Export Notes With This Key Wordthis will send all notes attached to tKisy
Wordto a NoteScribe export file. (For more info, seedhapter on Importing @&
Exporting)

1 Delete Notes With This Key Wordhis 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 theheftd side of the niaNoteScribe 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 differetabs give you multiple ways for accessing your notes.

Colors Tab
categories | sowees | 1 This tab of the Search Controls panel displays all of therdiffe

ent Border Colors that you have set certain notes to have. You
can use this tab to access your notes by clicking o€ olhe
that has the notes you desire to see.

ey Words

1 The numbers in parentheses next to the Gelbyou how many
notes have that Bord&olor, and how many of those notes are in
the current notes list of the main view. For example, say you have
theColor.

<> I (3/20)

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

the Border Color[Jlf", and that 3 of thoseotes are au

rently in the main view list.

Using the Colors Tab to Retrieve Your Notes

1 Left-Clicking: To retrieve notes with a gecular Border Color, simply leftlick on the
checkbox or the Color itself. Doing this witetrieve all of the notes that have that Border Color
and add them to the main view's note list.

1 Right-Clicking: You can also retrieve notes with a parieuBorder Color by rightlicking
on the Color and selecting th&ét All Notes With This Colboption.

Other Right-Click Options

1 When you righiclick on a Color, the menu that pops up gives you several helpful options of
things you can do with the rest with that Border Color:
9 Set All Notes In ListTo This Color. this will set all the notes in the main view's
notes list to have this Border Color.
1 Remove This Color From All Notes In Listthis will change the Border Color of
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all the notes in the mawiew's notes list back to black.

1 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.

1 Copy Notes With This Color tbloteBook this allows you to copy all the notes
with this Border Coloto another NoteBook within your NoteScribe database.

1 Print Notes WithThis Color. this allows you to print or save to an .rtf file all of the
notes with this Border Color.

1 Export Notes With This Colar this will send all notes with taBorder Colorto a
NoteScribe export file. (For more info, see thapter on Importing and Exporting)

1 Delete Notes With This Colorthis will permanently delete all notes with thisrBo
der Color from your NoteBook.
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2 Not

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 rigjaind corner of the main wind(ﬂ.

2) Click on the down arrow beside the search icon to choose searching betwesetir¢haata-
baseor thecurrent list of notes.

3) Enter anyetter, word or phrasethat you want to search for and BINTER or theGo icon
next to the text box.
1 Note: aphrase musthave 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.

£ - O]

E@ 100% | Sort Ev:‘Add To Top ﬂ Search:| categories |g
a

l Sources }KeyWnrdsl

Categories

Assigning categaries is similar to making tahs on a notebaok, only you can have
suh-gategorias (up to four levels) to increase the note's desoription. The
category Jeature of NoteScribe allows quick and easy access fo your notes which
will he arranged in a cohesive fashion, unlike sifting through pages of notes in a
paper notebook or scattered across separate files on your computer.

I} Category Assignments box on the

b the L1 box, you will be able to
in the white text box below the

* A level one category must be assigned before any subgategories can be
created.

¢ Use a category name that is related to your notes. For example, if you are
keying notes in a Biology lecture, you may want to have an L1 category named
Biology, with a subcategory (L.2) called lectures.

3) After you have assigned your category click Save to return to the main screen.
Your new category will now be displayed on the "Categories” tab in the Search
Controls box above (or below) the note you last worked on.

4) Your notes can be obtained by clicking on the L1, 1.2, L3 or L4 box next to the

categorv name. or bv right clickine on the catezorv or subcatecorv name. Al
Motes In List: & Total Motes Saved: 70

9E® b2GS{ONROSQ4 Dt2o6Ft {SINDK CdzyOilArzy
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Attaching Files and Links

With NoteScribe you're able to attach files or web links to your notes! File types cap-be an
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 databi@seyay, even if you delete the
original file, the copyn NoteScribe will always be attached to your note!

Opening the Attachments Window for a Note:

1) To Attach Files to your notes begin with openingEldé& Note window, either by creating a
new nde or opening an existing note for editing.

2) Press thé&ttachments button.
Attaching a File:
1) In theAttachments window, press thédd File button.

2) This open a window to allow you to browse your computer. Search for the file you want to
attad to a note and select "Open"”. Your file will then appear irAttechments List.

3) You canre-namethe title of the file, by clicking on the file in the Attachments List andrente
ing a the new title for the file in the "Title" text box at the botiinthe screen.

4) NoteScribe will usually detect the type of your file, however, if it does not, you can change
the file type in the drojdlown menu in th&elected Attachment Infobox.

5) Attached files are displayed underneath the text of the ntdte 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 displag as an Icon, simply check the "Display Image as an Icon" box. You
can easily open your attached files from the main window by daliclkéng on the Icon unde

neath the note text.

Attaching a Web Link:
1) In theAttachments window, press thé&dd Link button.

2) This will open théttach 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 thattachments List, and ya canre-namethe 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 doublkelick 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 usinyltwe Up and

Move Downicons. 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) Tozoontin or zoam-out on your images, hit the (+) of) utton

2) If your image becomes larger than the screen, you can move the image left and right by using
theLeft andRight arrows above the image.

3) Simple press thRestorebutton to set picture back to its ginal settings.

Attachments
Attachments List
Double-Chck on an attachment to open it.
Title Original File Link
thh:-:fﬁ'-ww.RLﬁH.l:w hittp:ffwenne RLISH. com
1
Move Uip | Move Down Add File Add Link

Selected Attadchment Info
Tibes:
| hittp / feevew. RILISH, com]

Edit Link |

| =

i s |
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Importing and Exporting

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 pr
grams on different coputers.

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 theExport button in the main control bg
OR

2) You can export only theotes associated with a particular Category, Solteg Word, or
Border Color by rightlicking onan item displayed inside any of the tabs of$lkearch Cm-
trols panel located on the left of the main screen. When thecigiktmenu 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 thehosen notes will be exported intongefile which is then accessible by
your NoteScribe or anotherus® s Not eScri be.

To Import Notes:

1) Click onFile and then select"mp o r t "Now dliack thémport button in the main ao

trol bar )

2) Browse to and locate these(NoteScribe Export file) that contains the notes you wisimto i
port.

3) After you have selected your file, you will be taken tolthport Notes window. This win-
dow provides you with the information tied to the notes being imported, i®taitss, Source
Title, Category AssignmentsAttachments, etc.

4) TheStatus Iconof each ote tells you if the note is new note, or a new/same/older version of
an already existing note. TIatusis displayed as a circle on the left of each item (note) in the
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Notes to Importlist. The color of each Status Icon indicates:
1 GREEN: the notes$ new, meaning it doesn't already exist in your current note book.
1 GRAY: the note ixactly the same as a note already in your current note book
1 BLUE: the note is a newer version of a note already in your current note book
1 RED: the note is an older v&@on of a note already in your current note book

NOTE: Importing a note with alueor 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 youmote book by rightlicking on the note in the list and selectvigw 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 deolitkeng on it.

5) You can chose not to import specific notes just bydegking on their Status icon. Only
notes that have a circle inside their Status Icon will be impearteth you press thenport
Notesbutton.

6) The 'CThange Categories of Selected Noteox 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.
1 For example, if all the notes to be imported are in different categories for their Category
Set 2 and yowant 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 [Bes€#tegories
button. This will change the Category Set 2 tree of all the notes to the cdtegoygu s-
lected.

7) Finally, after you have reviewed the importing notes and made any changes where needed,
just click thelmport Notes button and all the selected notes will be integrated into your current
note book!

Motes To Import
Selechon/Status Source Tille L1 Category L2 Category L3 Category L4~
| .- EXISTS (older) <UNASSIGN.. <UNASSIGN.. <UNASSIGN. <UN
~EXISTS (older) Motes on Motescribe Motescribe 0. Whatto fix Usersmanual  <URN
@) - EXISTS (older) NoteScrbe Stff Video tutorial  Mainpage of.. <UNASSIGN.. <UN
- EXISTS {older) MNoteScrbe Stuff Video tuforial  Categories B.. <UMASSIGM.. <UN
@) 5 - EXISTS (older) MNoteScribe Stuff Video tutorial  <UNASSIGN.. <UNASSIGN.. <UN
- EXISTS [older) MNoteScrbe Stuff MoteScrbe Legaliies <UMASSIGN..  <UN
J| 7. - EXISTS (alder) NeteScibe Stff NeteScibe Marketing bd..  <UMASSIGN.. <UN -
: —cama . " P . " pr— AP P
Diouble-Click on a note to wiew/adit m m

Right-Click on a red or blue note fo view differences

Change Categories of Selecied Moles Import Oplions
~ Show existing (same) notes
» Display imported notes afier import

@ rewnor
@ EWER VERSION ) GLOER VERSION OF
CF EXISTING NOTE EXISTING NOTE
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Editing Cateqory Trees

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

1 Rearrangecategories
2 Deleteand Renameexisting categories
3 Createnew Categories and Subcategories

1) TheEdit Category Treewindow can be accessed in two diffat ways:

1 Select heEdit Category Treesbutton in the main control bar
1 OR, SelecCategoriesin the mainmenubar and seledEdit Category Trees

2) You canCreate a New Level 1 Categorywo ways:
1 Click the "Create New Level 1" button.
1 OR, right click any place in thalue area and select Create New Level 1 Category.

3) ToCreate a New SubcategoryRight click on the Category or Subcategory that you want to
add a new subcategory #md select Create New Subcategory.

4) ToRenamea Category or Subcategory Right dick, and selecRenameCategory.

5) ToDrag and Drop Categories and Subcategoried.eft 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
appeaunderneath.

6) For furtrer information ormoving levelsandcategoriesby dragging and dropping awolelet-
ing categoriesandsubcategoriegefer to thehelp boxdisplayed within thédit Category
Treeswindow.

7) The 'Show Notes Assigned in Categoryydrop down menu allows yatio 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:
1 If you make a mistake deleting a category, or of dragging a category into a wrongtnew ca
egory, or are simply dissatisfied @andelhn any
and your changes will NOT be saved. Only if you ciavewill all changes WILLbe fina-
lized.







































