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Enjoying Your User’s Guide

Printing this User’s Guide

The Notelaker User’s Guide is designed to be printed on two-sided paper and used like a real
book. Download the NoteTaker Manual.pdf file from the Aquaminds Web site (there’s a link to
itin the window that appears when you install NoteTaker). Then take this file to a copy shop or
send it to your favorite Web binding service to be printed. Or print it yourself using the two-sided
setting in the Print panel, and “bind” the printed pages however you want—using a good old-
fashioned stapler or three-hole punch.

To get the hest results, print the NoteTaker Manual.pdf file downloaded from the Aquaminds site
(not the version opened from the Help menu), using Adobe’s Acrobat Reader. You can download
Acrobat free from http://www.adobe.com. In the Print panel, deselect any setting that scales

printed output (thatis, print contents at 100%). Also, select any option for printing at best quality.
If your printer supports two-sided printing, choose that option, too (and use heavy stock paper).

Using the Interactive Online Help

When you open the NoleTaker User’s Guide from the NoteTaker Help menu, you can browse a
clickable table of contents and index, do searches, and click links in the document itself. If
you're running Mac OS X 10.3 (Panther) or later, you can do this in Preview. Otherwise, use
Acrobat Reader, which you can download free from http://www.adobe.com.

User's Guide opened from Expand chapters and navigate to Click links within
the Help menu topics on Acrobat Reader’s the document, too
Bookmarks tab
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Welcome to NoteTaker!

What Is NoteTaker?
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Organize All Your Information In One Place

NoteTaker  for OS X is an innovative, next generation application for capturing, organizing,
and retrieving any kind of information in an intuitive electronic notebook. As a personal
productivity tool, NoteTaker gives you a powerful yet easy to use environment for working with
your information.

Use NoteTaker daily in every part of your life—at home, at work, for a project, or just for fun.
NoteTaker takes an intuitive, list-oriented approach to your task, no matter what the complexity,
and you can customize it to fit your work style and information needs.

Information At Your Fingertips

Even if you’re using NoteTaker for the first time, you’ll already know how to use a NoteTaker
notehook. An intuitive spiral notebook with section tabs makes it easy to page through content
justlike in a regular notebook. In addition, you can categorize, index, prioritize, and summarize
information of any kind, performing intelligent searches without the complexity of a database
system. Even search across multiple notebooks and from other applications. If it’s in NoteTaker,
you can find it any time from anywhere.
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Welcome to NoteTaker!

Notebooks for Everything

With NoteTaker, it’s easy and convenient to:

Gather a variety of information throughout the day and organize it on-the-fly in simple
lists or outlines

Use notebooks as central hubs for major projects, organizing schedules, contacts,
document attachments, clippings from other applications, voice memos, Web links, and
even live Web pages

Keep an address book and To Do list, generating mailing lists, prioritizing tasks, and
checking them off when they’re completed

Outline, generate, and index a document—be it a professional paper, school report, or
book of favorite recipes

Browse the Internet in a notebook’s Web browser, viewing live Web pages, listening to
podcasts, and playing RSS feeds

Assemble scraphooks or briefs of Internet clippings, photos, pictures, movies, and even
free-hand sketches from your stylus or mouse

Organize and summarize research notes, keep track of school assignments, and
manage all your other school projects

Maintain and search a personal inventory, tabular data, or other simple database

Creating and Publishing Notebook Content

Create quick slide show presentations directly from a NoteTaker outline. Generate PDF
“notebooks” anyone can view. Publish a Web Notebook " using NoteTaker’s first-of-a-kind 1-
Step Web PublishimgTM command, making it available over a private network or even on the
Internet.

NoteTaker applications are nearly unlimited when it comes to organizing notes, ideas, projects,
and other information. As we like to say at AquaMinds, “Use it every day for everything that’s on
your mind.”

AquaMinds Software Corporation
NoteTaker 1.9, released 2005

Using NoteTaker, version 1.9



Welcome to NoteTaker!

Contact AquaMinds

Stay Connected

Join the AquaMinds mailing list To stay informed about the latest update or major product
announcement, join the AquaMinds" mailing list at www.aquaminds.com/support.jsp.

Visit AquaMinds.com Check our latest headlines and announcements at www.aquaminds.com.

Send us feedback! If you have a comment, bug report, or a feature request, let us know via our
feedback page at www.aquaminds.com/feedback.jsp. After you do this once, we save your
profile so it’s remembered the next time you send us a message. To send us a file, email it to
support@aquaminds.com.

Search our FAQ database If our documentation doesn’t answer a question or solve a particular
problem, search our FAQs (Frequently Asked Questions) at www.aquaminds.com/faq.jsp.

Visit our Learning Center To learn even more about using NoteTaker, check out our training
videos and examples at www.aquaminds.com/learningcenter.jsp.

Visit the Developer Resource Lab Learn about creating your own AppleScripts, Dashboard
Widgets, Automators, Java applet plug-ins, and more, for NoteTaker at
www.aquaminds.com/developer.jsp. Get free downloads, documentation, and examples.

AquaMinds blog and RSS feeds Get the latest details on new NoteTaker features at our blog
(www.aquaminds.com/blog/) and via RSS feeds (www.aquaminds.com/whatsNew.jsp).

Lost Your NoteTaker License Key?

If you purchased your NoteTaker license at our online store, or if you registered a license that
was included with a boxed, retail copy of NoteTaker, you can have your license emailed to you
from this page:

www.aquaminds.com/downloadDecision.jsp?requestAction=resendLicenseKey.

@ I1f you purchased a boxed, retail copy of NoteTaker, please register it today. If you lose your
license key and haven’t registered your copy, we can’t email you a new license as described
above. Instead, to get a new key you must either fax a copy of your NoteTaker purchase receipt
to (650) 745-3291 with your name and email address, or scan your receipt and email it to
support@aquaminds.com.

Using NoteTaker, version 1.9



Welcome to NoteTaker!

Install NoteTaker

When you open the NoteTaker disk image that you downloaded from Aquaminds.com or got
from the NoteTaker CD-ROM, a number of files appear in an installation window.

* To install NoteTaker, first drag any previously installed version of NoteTaker to the
Trash, then empty your Trash (using the Finder’s File > Empty Trash command). After
that, drag the blue NoteTaker notebook into your Applications folder. For convenience,
also drag it from the Finder to the Dock, where you can start it any time just by clicking
the blue notebook.

* Toinstall the Contextual Menu Plug-in, double-click the plug-in. This allows accessing
NoteTaker clipping and search services from other applications by Control-clicking in
the application. It’s also the only way to use NoteTaker services from some Microsoft OS
X applications.

* And you’ve already found the documentation, which you can access as a clickable PDF
from NoteTaker’s Help menu, or print from the NoteTaker Web site—follow the
Download Printable Manual.webloc link in the installation window.

Drag thls |C0n to your l'_',lnsl:all NoteTaker

Applications folder only after =] \fq-rocald.sks
dragging any previously- .

installed version of NoteTaker .Aqua Minds

to the Trash N OteTa ke I s

To install NoteTaker, drag this file 4
to your Applications folder. NoteTaker

Look in this folder for a link If you have installed any previous version of NoteTaker,
to a version of this manual N\ [ Fiepes unktnilh frat by drsooknn 1o e Treh
that's optimized for printing. : '

Print it two-sided, if your
printer can do that

X Please check your email for your license key information.

f you have problems removing a previous version,

ontextual Menu
Plugin.pkg
{Double-click to install)

Don't forget to install the Release Mol el
Contextual Menu Plug-in—just
double-click this icon

B items, 2.6 MB available =

WHAT ELSE?

“oF Print a two-sided copy of this manual for easy reference, any time. See “Enjoying Your User's Guide” on
page 3 for tips on printing.

To get back to the Download Printable Manual.webloc link and Contextual Menu Plug-in after closing the
installation window, double-click the Install NoteTaker disk icon on your desktop. You might have to double-
click the Install NoteTaker.dmg icon to make this icon appear. If you can't find these icons, download
NoteTaker again free from AquaMinds.com, using your existing license key.

Using NoteTaker, version 1.9



12 Welcome to NoteTaker!

What Is an Outline?

Atthe heart of a NoteTaker notebook is an outline—a hierarchical list of entries containing text,
pictures, links, or whatever, that can be grouped within other entries or subentries, down to as
many levels as you want. Outlines are perfect for organizing practically anything in your life,

including topics you plan to cover in a work or school report, favorite Web links, information for

planning a trip, or a major work project.

© Costa Rica Trip
© Packing List e
O Htinerary ... e
& Web Info .. SR -

© Web scrapboak

e e B HomeProjects P
Costa Rica Trip

A notebook is organized in
sections that contain pages

Itinerary
A page contains an outline - — © March 9: Fly to San Jose (Costa Rica)
with entries and indented : © United flight# 2435 c
subentries, down to any i =
number of additional levels | departs 5F: 7am :
1 arrives SJ: 2:34pm L
| O Hotelinformation | |§
| © March 12: 6am bus to Corcovado park | |&
| © RiodelTigreeco-lodge | |Z
Clicking a control expands or ——® Directions (expandtoses) |§
collapses an entry, showing or © map
hiding its subentries f Ldm.lblﬂ_clu:h_l&sﬂ&ﬂmg]_L: =
N e P (T
ﬂ \“’:.‘?.";*yz" v
e | —

WHAT ELSE?

You don't have to make a hierarchical outline to use NoteTaker. You can also just type lists or documents. See
“Add Outline Entries to a Page” on page 23 to get started.
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Welcome to NoteTaker! 1 5

Anatomy of a Notebook

In NoteTaker, you page through a spiral notebook, click tabs to go to the Contents or notebook
sections, click links to open pages, or browse an expandable contents tree, just as you’d expect.
Typing in outlines, dragging sections, pages, or entries to rearrange them is equally intuitive. As
a general rule with NoteTaker, if you think it ought to do a certain thing in a certain way, it
probably does.

Customizable toolbar

Navigation tabs to
- Contents and sections

Control for opening an
outline page

© Overview

6iject GOals oottt B
& Scheduls .. S ey ek L e Controls f ding
& : ontrols for expandin
Meermg Norss . ek s . - and collapsing sections
O June 27........ @ @ O b : or outlines
Owverview
.>c!19du!a = Buttons that show or
AT OOE mss Q = Efﬁ 2T hide entry attributes
E | ® March 1
ot © March 15

v L Contents
b [ Overview
» [ Meeting Notes
» [ Resources

| should happen before noon
8

| [O'Venue information| —————

Wmmy—

The Drawer

Outline entry

| 4nas

AN
Libraries

Control for dragging
entry up, down, or to
another outline level

WHAT ELSE?

Find all the details about using NoteTaker in the rest of this manual. To get a feel for what's possible, flip
through the Table of Contents. To find something specific, look it up in the Index. Or just page through the
book and look at the pictures.
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Welcome to NoteTaker!

Create and Open Notebook Files

You create and open notebook files just as you do other OS X documents. While NoteTaker is
running, you can also bring open notebooks to the front using its Dock menu.

* To create a new, empty notebook, choose the File > New command. Then choose File >
Save to name the notebook’s document in the Finder and save its contents.

* To open an existing notebook, use NoteTaker’s File > Open command or double-click

the notebook in the Finder.

Starting NoteTaker opens a
new untitled notebook
directly to a page where you
can begin typing a list or
outline

Brings open notebooks to the
front of other Windows

Provides quick access to any
clipping or search services
you've created

Press and hold NoteTaker's
Dock icon to open its Dock
menu

WHAT ELSE?

New Seclhan
New Page

OO0 = Q

e 6 a Untitled

N
|0 Catering arrangements| |

\ [ Untitled

995 MaN

Paste Selection To B

Show In Finder
Quit

- -
i AL

) Don't copy or move notebooks files in the Finder while the notebook is open for editing. This can damage

the notebook and possibly lose data!

To prevent NoteTaker from opening a new notebook at startup, see “Set File Management Preferences” on

page 122.

You can also use the File > Open command to open an RTF or Microsoft Word (.doc) document in NoteTaker
(opening .doc files requires Word 6 or higher, and OS X 10.3). NoteTaker creates a new notebook, displaying
text formatting and design from the original document, but not pictures or attachments.

‘b’ Have NoteTaker start automatically at login by going to System Preferences in the Apple menu and adding
NoteTaker to Login ltems (in the Personal row).
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Welcome to NoteTaker!

Save and Back Up (Archive) Notebook Files

By default, NoteTaker automatically saves changes to open notebooks and makes backup copies
of notebooks when you close them (in case the original gets lost or damaged). You can tailor or

turn off these features, using NoteTaker’s Preferences.

® To turn off autosaving or automatic backups, or to change how often notebooks are
autosaved or where backups are stored, use the Backup settings in NoteTaker’s General
preferences (choose Preferences from the NoteTaker menu).

* To save changes in between autosaves or if autosaving is off, choose File > Save.

NoteT}l(er Preferences

WWlndaw| Entn}e{| Format | Keys | Drawer |Toa|har
/

"1 Include AppleScript menu
1 Reopen previously open notebooks

2 w/
¥ adrosave every (=) 5 () 15 () 30 minutes

_I"Prompt for filename in Autosave if needed

g Retain backup files

Y5

v Backup to: fLlsers,.ferin.fDucuTnts,l'NuteTaker | Choose... |

AN

WHAT ELSE

Uncheck to turn auto-saving off.
Or leave it checked and select a
longer time between saves

Check here and NoteTaker
automatically asks you to name
new notebooks when autosaving
(if Autosave is on)

Stores backups in the same
folder as the original notebook
file...

Unless you check here, in which
case they're all stored in a
location you can specify

) To back up notebooks to another file system, server, or device, you must use the Save To command. See
“Remotely Archive or Transfer Notebooks” on page 17 for important details.

Have NoteTaker automatically compact a notebook'’s index when the notebook is saved or closed using
NoteTaker's General preferences. See “Set File Management Preferences” on page 122.

If you're using iDisk synchronization to manage your notebook files, see Apple’s documentation (via the
Finder's Help menu) for information about its behavior and operation. In the Finder, choose
Help > Mac Help and search on “iDisk synchronization.”
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Welcome to NoteTaker!

Zoom Menu

Scales the view of the
current notebook
window

100% &

Manage Notebook Windows

NoteTaker has a number of handy commands for focusing on one notebook window or tidying
up your desktop when working with several notebooks.

* To scale the view of a notebook larger or smaller, choose a percentage from either the
View > Toolbar menu or Zoom menu in the toolbar.

* To arrange all open notebook windows neatly in an overlapping stack, or to tile them
side-by-side, choose Stack or Tile from the Window menu.

* To cycle through open notebooks, choose the Window > Cycle command.

* To view a single notebook and nothing else, choose Window > Full Screen, or double-
click in the notebook’s page-title area. Do this again to return the window to its previous
size and location.

* To hide everything on the current page except a selected part of an outline, choose
Outline > Focus.

Notebook windows tiled with the Double-click in a notebook’s page-title
Tile command area to display it in full-screen mode
E ﬂ NoteTaker 2003 File Edit Outline Co View Format Tools Window Scripts Help = 4 Wed 3:54 PM =

'\

"

8 6 8 I plotplan 3
135 Escondido Place k
Property Overview

OO0 ™ ey Q 2 75 17 3 = [

=

OOC 0w o -G-8 3

© Costa Rica Trip - LH‘# L1
© Packing List 3 %) ) T
Q Mtinerary 4 | A
© Web Info 5 =

® Web scrapbook ] L0r § -l

® Insurance Records T

© Grandma Z's Recipes al 1
© Blueberry muffing 15 = 3 i
© Grandma Zenn's spice cake 16 T :\ { 5
O Flufty white cake 17 i T
© Cinnamen rolls and dutch cake 18 a I z
O Aunt Glad's texas sheet cake 19 T . | 3
© Bess Corey's feather cupcakes 20 T " 3
© Boston cream pie 21 il g
O Custard cream filling 22 o 5
O Apply pandawdy 23 i

® Addrass Rank A

WHAT ELSE?

‘b’ Use NoteTaker's Window preferences to have double-clicking in a notebook’s page-title area minimize the
notebook rather than displaying it in full-screen mode. If you do that, use Option-double-clicking to toggle in
and out of full-screen mode.
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Remotely Archive or Transfer Notebooks

To back up or transfer a notebook to another file system, server, or device, first make sure that
all linked documents and pictures are copied as attachments into the notebook. Otherwise, the
documents or pictures won’t appear when you open the notebook in the remote location. Do this
by creating a compressed, self-contained copy of the notebook using the Save To command.

© Always create a compressed, self-contained copy of a notebook as described here, before
placing it in a public Drop Box to be shared on a network.

1 Save any outstanding changes in the notebook you want to back up or transfer. Then
choose the File > Save To command.

2 In the Save To panel, type a name for the copy and choose a folder to save it in, as
when saving a new notebook. Then check both the Save Compressed and Make Self-
Contained options, and click Save.

Backing up notebooks using the Save To command
Tars and zips the copy, which

/ i i
——— - ok | often results in a smaller file
{_New Folder ) (_ Adg/o Favorites ) © than the original notebook

[} 5ave Read-onl Save Compressed .
E E/ 2 Saves all the notebook’s linked

¥ Make Self-Contained . documents and pictures as
Cancel ) (F5ave ) | attachments that reside in the
( — ) | notebook and therefore stick
with it no matter where it's
moved to

[~ Home
m| Q
[ Backups » = DormEvents.ntx The resulting notebook has a
|7 College ®| 7 PhotoAlbum_Archive.ntz .ntz extension, which marks a
3 5 PhotoAlbum.ntx compressed notebook
[ Letters r
|7 Pictures [S

WHAT ELSE

When you open a compressed notebook (with a .ntz extension), it becomes a regular uncompressed
notebook, reassuming its original .ntx extension. From now on, you should open and work in the .ntx
notebook. (Optionally keep the .ntz notebook around as a backup, or delete it.)

Find out about linked pictures and documents in “Add Pictures and PDF Images” on page 46 and “Add
Documents” on page 38.

For details on the Save To command, see “File Menu” on page 142.

If you're using iDisk synchronization to manage your notebook files, see Apple’s documentation (via the
Finder's Help menu) for information about its behavior and operation. In the Finder, choose
Help > Mac Help and search on “iDisk synchronization.”

U As a shortcut to emailing a compressed and self-contained notebook, use the File > Email > Notebook
command. See “Email an Outline, Folio, or Notebook” on page 113.
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NoteTaker Best Practices

Here are some general tips to keep in mind as you work with NoteTaker.

To delete your Trial version of NoteTaker

After purchasing a NoteTaker license, you can remove the 30-day Trial copy of NoteTaker by
dragging it to the Trash. Locate the document titled NoteTaker Trial in your Applications folder
(in the Finder). Then drag that document to the Trash icon in your Dock. (You can similarly
remove the Install NoteTaker Trial.dmg file from your Desktop.)

To delete old notebooks...

You can also delete a notebook you no longer want, such as an old .ntz archive, by dragging it
from the Finder to the Trash.

To transfer a notebook to a Drop Box or remote server...

First create a compressed, self-contained .ntz notebook, using the File > Save To command. See
“Remotely Archive or Transfer Notebooks” on page 17.

For best performance when browsing a large notebook...

* Compact the notebook’s Index regularly, which can reduce the notebook’s size.
Normally, NoteTaker compacts a notebook’s Index automatically. You can also do it
yourself using the Tools > Compact Index command (even if the Index isn’t currently
showing). You can use Preferences to tell NoteTaker when and how often to compact,
or to turn auto-compacting off (and compact Indexes yourself). See “Set File
Management Preferences” on page 122.

e If performance is still slow while paging through a large notebook, collapse all the
notebook’s outlines using the Outline > Collapse Notebook command.

To find what you're looking for in this manual...

® To get a feel for what’s possible with NoteTaker, flip through the
“Table of Contents” on page 4.

* To find something specific, look it up in the “Index” on page 163.

* For a quick look at how to use the Option, Command, and Control keys in notebooks,
see “Special Keys & Hidden Shortcuts” on page 135.

* To just see what catches your fancy, page through the book and look at the pictures.
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Building & Navigating a Notebook
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Page through a Notebook

A notebook is organized in sections and pages, all of which you can get to from the Contents at
the beginning of the notebook. You can also open pages from a listing at the beginning of each

section.

* To go to a notebook’s Contents or to a particular section, click the Contents or

section tab.

* To open a page from the Contents or a section listing, click the page’s control.

* To flip through the notebook page by page, click the folded page corner.

Click the Contents
tab to see alist of all
sections and pages

Click a section tab to
go to a section
listing, which lists

EEEE_=rT)

& Overview

© Project Goals....... O |
B 1O
© Resources

Gesem v )
|
!

<o Compei‘r!or Web Bilas s L

W

OO0 s (FREE

only that section’s
pages

Click a page control
to openapage, which
can contain entries
and more outline
levels

&
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8 e e Praject SandPiper.ntx 4 C||Ck the pOIntIng hand
Overview E?\_ cursor to page forward
Schedule (or back) through the

notebook
OOE =30 @ R »
e Jeb s . : > Control-click a tab to
® Draft customer surveys (expand this entry to see which : see a popup menu of
customers to interview) . .
© March 1 pages in that section
O Write Requirements Document (then choose a page to
Pattern it after Ted's document for project Quetzal open it)
8 March 15 :

@ Line up booth for trade show
© Complete customer survey

Research Clippings
Documents

Default Tab Color

WHAT ELSE?

You can also page through a notebook in various ways using commands in the Go menu.

Rename the Contents tab using NoteTaker's General Preferences (see “Set File Management Preferences” on
page 96.

Add tabs for individual pages or remove section tabs using the View > Page Tab command. See “View Menu”
on page 147.

% Command-clicking a section’s tab jumps to the first page in that section.
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New Page Tool

Inserts a new page

O

Add Sections and Pages

You can add new sections and pages directly from the Contents or a section listing, using
commands in the Outline menu, or using the New Page tool.

* Toinsert anew section, choose Outline > New Section. Or from the Contents, select the
section to insert after, and press Return.

* To insert a new page, choose Outline> New Page, or click the New Page tool in the
toolbar (if it’s showing). Or from the Contents or a section listing, select the page to
insert after, and press Return.

Select a section (or page)
by clicking to the left of its
control. Press Return to

insert after it

OO0 & = @R #AQJAm™

© Overview

Type a name for the
section (or page)

Click this control to
expand or collapse the
section

Add pages and name
them from within a
section, too...

Either by pressing Return,
or clicking the New Page
tool

WHAT ELSE?

The Contents page and section listings comprise only the top two levels of your outline (you can’t add sub-
sections). Instead, to add more levels to the outline, go to an individual page. See “Add Outline Entries to a
Page” on page 23.

To add the New Page tool to your toolbar (if it isn't already there), see “Build Your Own Toolbar” on page 132.
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Add Outline Entries to a Page

Each page in your outline can have as many entries and subentries as you want, down to any
number of levels. Typing is as simple as typing in any word processor.

* To add anew entry, select one to insert it after, and choose Outline > New Entry or press
Return. Then type as much as you want at the insertion point.

* To indent an entry, select it and press Tab. Or just drag its control.

* To add a new entry while typing the previous one, press Command-Return. Do this in
the middle of an entry to break it into two.

Project SandFiper Select an entry by clicking
®0 B - to the left of its control.
Overvi Press Return to insert a
Sehedule new entry after it
Type as much as you want.

0 'Write Requirements Document
Pattern it after Ted's document for
‘project Quetzall

Text will keep wrapping until
you press Command-Return

Click here to expand or
collapse subentries

émh 1

(iiWrit-E! Requirements Document
i Pattern it after Ted's document for
project Quetzal

Indent an entry by
dragging its control

WHAT ELSE?

To have Return add a new entry while typing, rather than Command-Return (for example, if you don’t need
paragraph breaks within outline entries), use NoteTaker's Entries preferences. For details, and for others ways
to control outline editing, see “Customize Outline Editing and Links” on page 126.

Look in the Outline menu for convenient ways to build, collapse, and expand your outline. For example, to
insert a new outline entry at the top of the outline, use the Outline > New Entry Above command.

"u’ Power Tips:
* To add a new entry and indent it at the same time, press Control-Return.

* To add an entry directly above the current one, press Command-Enter. Or select an entry (by clicking to
the left of its control), and press Shift-Return.
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Rearrange and Delete

You rearrange or delete pieces of your outline pretty much as you’d expect—by dragging a

section, page, or entry, or selecting something to cut, copy, or delete. Do this from any part of

your notebook, to reorder whole sections in the Contents, move pages within a section, or
rearrange outline pieces on an individual page.

* To move a section, page, or entry within the same view, drag its control up, down, or in
the case of an outline entry, to any indent level.

* To move or copy a section, page, or piece of an outline to anywhere in the same

notebook or another one, or to delete anything, make a selection and cut, copy, or delete

the selection.

* To delete an entire page or section, go to the page or section listing and choose

Edit > Delete.

Dragging an entry by its

control moves it and its
subentries

Clicking here selects the
entry (and its subentries) to

be cut, copied, or deleted

Pasting after the selection
inserts Clipboard

contents as a new entry at
the same level

AN

WHAT ELSE?

— b Feb 15

® Draft customer surveys (expand
this entry to see which customers

to interview)

(=]

March 1

) Write Requirements Document
Fattern it after Ted's document for

*E!

‘March 15

#® Line up booth for trade show.
©) Complete customer survey

Click in an entry to paste inside of it, at the insertion point.
Drag around multiple entries to select, and then drag, cut, copy, or delete them all at once.

Look in the Edit > Select menu for convenient ways to select entries at various levels of the outline.

Also rearrange entries on a page using commands in the Outline menu.

‘RT}' Power tips:

=T

-~ Bupaay

* Option-drag an outline entry (and its subentries) by its control to make a copy of it—either on the same
page, or to a page in another open notebook.

* QOption-drag to another page in the same notebook by hovering over tabs and page links, which “spring

open to the resulting page. See “Drag Selections between Pages” on page 34.
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View One-Line Summaries

To condense long entries into a summary view where you see only their first lines, display
entries in single-line mode. When you do this, only the first line of the entry is displayed when
you’re not working in it.

* To display an entry in single-line mode, select or click in it (or drag around several
entries to select them all at once). Then choose Format > Multi-Line or press Esc. Do
this again to switch selected entries back to multi-line mode.

* To have all new entries be in single-line mode, go to NoteTaker’s Entries preferences
and uncheck the “Make all new entries multi-line” option. To have Return, rather than
Command-Return, add a new entry in this mode, also set the “Return Key in Single-Line
Mode” option to “Adds entry.”

Home Projects Pressing Esc toggles the
8 6 a . . 4 current entry between
Costa Rica Trip single- and multiline mode
Packing List
i~ An entry in mult-ine mode
LI _-!‘}_’, Q - Cj M has a dotted line when it's

Kl y: selected

7

= & Check out the weather in San
'Jose before leaving so you know
'what to wear on the plane.

|© | mosquito netting An entry in single-line mode
© nmud boots has a solid line

) malaria pills L .

O binoculars (buy these from ... Choqsmg View > Mqltl-Llne
O rain gear Entries displays an icon

marking entries in multi-
line mode

0 snake-bite kit
) light-weight hiking shorts
) travelers cheques (also get

An entry in single-line
mode can have multiple
lines—you just don't see
them all unless you click in
the entry

yooqdeios gapy

WHAT ELSE?
Click an entry’s multi-line icon (if it's showing) to switch the entry to single-line mode. Click in the same location
to return to multi-line mode.

Outline entries in single-line mode display any pictures as small thumbnails. (Pictures reassume their original
size when you switch the entry back to multi-line mode.) Adjust the size of these thumbnails using NoteTaker’s
Entries Preferences. See “Customize Outline Display” on page 127.
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Show Outline Attributes

You can display various attributes of outline entries, pages, and sections, including when they
were created or last changed, who created or changed them, and whether there’s an attached
voice annotation. For outline entries, you can also display category labels, priorities, and
whether the entry is in multi-line mode. Display these attributes in columns at the left of the
page.

® To show or hide attributes, choose commands from the View menu, or repeatedly click
the three boxes at the left of the toolbar.

. |
Click the leftmost box to cycle among:ﬁmm —_— .
= Wb [:] =] Q

=
Line numbers: Or choose 4_':- 1 = Art History
View > Numbers - 2 ® Prerequisites
s O 3 Credits
+ = Assignments
Voice annotation: Or choose == 4 O, o
View > Voice Memo Links = MidTerm paper
—a

Click the middle box to cycle among; |
I JEk
Category labels: Or choose T ategary
View > Categories (outline entries, only) — Course Name © Art History
T Prereqs ® Prerequisites
Io | credits © 3 Credits
1
Date Created/ Date Changed: O 8/29/05 = Art History
choose View > Dates/Change Dates o |2203 ® Prerequisites
$ 22003 O 3 Credits
" | 8/29/05 = Assignments
Drag to resize columns
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Click the rightmost box to cycle among:

- Lok,

Ent  Created  Pri_

Priorities: Or choose View >

1

..1-
-.1-
=
- 1| &8/29/05 2 Assignments Priorities (outline entries, only)
T 21703 H » MidTerm pe
I 3| 27203 L 0 Museum W
— : Entries in multi-line mode: Or
- 1| 8/29/05 = Assignments choose View > Multi-Line Entries
q: 2| 61703 = & MidTerm pe (outline entries, only)
g 3| 2203 0 Museum W

. / Creator: Or choose View > Creator.

: This is the login name of the person
Iﬂ
$ EQE = __*%/ Q who first created the page or section
_r- ange ange
il. 1| 8730/05 |Hel [
T o8 Classes Changed By: Or choose View >
$ 2)8/30/05 |Helen O Art Hig Changed By. See who last changed a
- 3| 3/3004 |erin © Calcul page’s outline, or any page in the
4| 22am4  |helen O Creati section (again, this is the person’s
- login name)
WHAT ELSE?

For more about categories, priorities, and voice memos, see:
* “Categorize Entries for Quick Retrieval” on page 66

*  “Prioritize and Flag Entries” on page 74

* ‘“Insert a Voice Annotation” on page 96

To change the date shown for when an entry, page, or section was created or changed, select it, choose
Tools > Dates, and set a new date in the Tools panel.

U If you're sharing a notebook, you can easily see who changed what on particular date by looking on the
Last Changed page in the notebook’s index (see “Index Your Notebook” on page 82). Then display the
Changed By attributes column, as described here.
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Notebook
Drawer

Opens and closes the

Drawer

f—1
=1

Navigate Contents & History from the Drawer

You can also navigate a notebook in a lot of convenient ways from its Drawer. Browse contents
from an expandable outline that’s always visible no matter what page you’re on. Or trace your
way backwards through pages visited recently, to get back quickly to where you just were.

* To open the Drawer, click the Notebook Drawer tool in the toolbar, or choose the
Tools > Notebook Drawer > Open Drawer command.

* To browse and open pages from an expandable outline, use the Drawer’s
Contents view.

* To open a page you’ve visited recently, click the page in the Drawer’s History view. To
page forward from there, use the Show Next Page tool in the toolbar, or choose the
Go > Forward command.

* To go back one page in your history whether or not the Drawer is open, use the Show
Previous Page tool, or choose Go > Back.

Shows or hides the Contents
view in the Drawer

[ Sehedule
[ Contents

Click an arrow to show or hide

sections and pages in the Contents «_ |#}—— Click aview's double arrow to
Contents I Cantents : have it take over the entire
v & Overview , chrié;\)Ner (click it again to undo
[ Project Goals
Clicking a page opens it [ schedule A
[ New Page Conversely, click in a view's
[ Guidelines

title area to collapse the view,
and click there again to
expand it

b [t Meeting Notes
b [ Resources

Ll

Drag here to resize views
Libraries 7 ||

independently
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EED

History |i|

L1 Survey Guidelines
& Index
[l Documents

Shows or hides the History view

Most recent page in the History view

[l Competitor Web Sitesh
[y Resources

[ Guidelines

s Contents

Click a page visited earlier to open it

[l schedule /

Contents T
LI RESEArcn WITpf
[l Documents

[ Survey Guidelio
b [ Science Center Pr;
b [ Index 53

Libraries |i|

Drag here to see more History at once

The History list begins to grow again only

when you start navigating somewhere
else (like in the Contents view)

Tools for navigating history:

CICE (< »] = !} [‘jﬂ

Show Previous Page goes back to the

last page you were on (one page only)

If you jump back several pages in the
History view, Show Next Page goes

WHAT ELSE?

forward again, page by page

Dragging anything from the Drawer to the desktop, dock, or another notebook creates a Page Mark link. See

“Create Desktop Shortcuts” on page 33.

Use the Drawer preferences to hide a particular view in all your notebooks’ Drawers, change their order, and

more. See “Set Up Your Drawer” on page 82.

‘3:3' Power Tips:

* Hold down the Option key while mousing over a library, notebook, or page in the Contents view to see its
location in the file system, in a popup window. Hold down Option-Shift over a page to also see what's in
the first entry on the page. Do this while dragging the mouse down over all pages in a section to quickly

preview their contents, all from the Drawer!

¢ Sections and pages in the Contents view are “spring-loaded,” allowing you to drag pieces of your outline
directly to other pages. See “Drag Selections between Pages” on page 34.

* Command-dragging a page or section from the Drawer to a page in the same or another notebook
imports the entire page or section, inserting it directly after the page or section you drag it to.
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Browse Libraries of Notebooks

You can browse all your notebooks at once, opening any notehook to any page, all from a
notehook’s Drawer. Just add the folders containing your notebooks to the Drawer’s Libraries
view. Organize work projects in one library and home projects in another, then quickly
reference a phone number here, a Web address there, and so on. There’s even a command for
opening all notebooks in a library at once, say to begin working on a particular project, and a
command for closing them all w hen you’re done

1 Inthe Finder, set up any folder to be a library. Create a new folder or use an existing
one. Name it however you want. Fill the folder with the notebook files you want to be
in the library. Move existing notebooks into the folder, save new ones to it, or add
notebooks later.

2 Choose the Tools > Notebook Drawer > Add Libraries command, select the folder in
the Open panel, and click Open.

3 Open any notebook’s Drawer (click the Notebook Drawer tool in the toolbar, or
choose Tools > Notebook Drawer > Open Drawer), and browse your new library in
the Libraries view. Or open all notebooks in a library at once using the File > Open
Library command. Close them all when you’re done using File > Close All.

s eoe =
Libraries view. Its A= = = ] A
name will be the © « : = ﬁ.} @ = et
name of the Iibrary Back Forward View i Computer Home Favorites Applications
3 items, 15.52 GB available
\ [ Backups [ Art History P = Impressionists

Any notebooks in \[} College B 5 CourseNotehook.ntx = Michaelangelo Report
the folder will uj Desktop 2 | _ Creative Writing ~ © = Midterm Presentation
appear inthe library g tiome (e DelseGam chest
(other files are L‘ Library [ jl Frosl?-‘.}r';entatmn.ntx
; d) | = Movies ' [_; Physics for Poets
lgnore | & Music [ [T social Psychalogy

|2l Pictures 5
Subfolders that e b :
have notebooks will t: “', :ri 37 3 |
appear, too t 5
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1 . - Shows or hides the
Q ﬂﬁ g = Ko Drawer’s Libraries view
— Histany? = L —

Iy Contents == :
[l New Page

Notebooks in folders

~_ Contents added with the Add
» [ Contents Libraries command are
available for browsing
Libra:ies

vl College (3)
v lll Art History (3)
» 7 Impressionists
» “1Michaelangelo Repe
> idterm Presentatic
P A CourseNotebook |
¥ FroshOrientation '

Click arrows to show or hide notebooks,
sections, and pages

» i Schedula T Double-click a notebook to open it, or a page
v [ Parties : to go directly to that page

[ Art sacial '

[ Punk Revival |

Double-clicking a library opens all of its

[ Beatles Retro
notebooks at once

Home (2)

k. Show In Finder o L
T h Control-click in the Libraries view to open a

pop-menu with commands for adding and
removing libraries

b

Remove Library

WHAT ELSE?

To change which notebooks are in a library, go to the Finder and do it there—move notebooks to different
folders, delete them, create new subfolders, and so on. To rename a library, rename the folder in the Finder.
The Libraries view updates automatically to reflect all these changes.

Search all notebooks in a library as described in “Highlight and Summarize Outline Entries” on page 76.

To remove a library from the Libraries view, select the library and choose Tools > Notebook Drawer >
Remove Library.

‘3:3’ Hold down the Option key while mousing over a library, notebook, or page in the Libraries view to see its
location in the file system, in a popup window. Hold down Option-Shift over an outline page to also see what’s
in the first entry on the page. Do this while dragging the mouse down over all pages in a section to quickly
scan their contents, all from the Libraries view!
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Hyperlink

Opens a panel for
creating links

R

Create Hyperlinks to Other Pages

Add hyperlinks to other pages in the same notehook or another one. Double-clicking the link
goes straight to its destination, opening another notebook, if necessary. You can even make the
link bidirectional!

1 Select the outline entry (or text inside it) to be the source of the link.

2 Choose Edit > Create Hyperlink to open the Create Hyperlink panel. Or click the
Hyperlink tool in the toolbar. In the panel, click the Selection button.

3 While the panel is open, go back to any notebook and select the destination of the
link—by opening a page, selecting a specific entry or text, or selecting a notebook or
page in the Drawer.

Click here to create a link Yoo Project SandPiper

within NoteTaker
Resources

Survey Guidelines
OO0 Q = §oo i [@ 1 )

| [ Tips for interviewing customers: |
Create Hyperlink
rom: Nect SandPiper, Overview, Schedule, entry #9, "survey guielines”

The link’s destination
updates as you open
pages or make selections

in a notebook ﬁ

When linking to an entry or

text inside it, check here to —{-ﬁhﬂhﬂ URL  Annotation | Voice Memo | AppleScript ——
have the link g0 both ways  — |Praject SandPiper, Resources, Survey Guidelines, entry #1
\ Select a destination page, entry, or text selection in any notebook
# Bidirectional

" Cancel ) | Rremove = € Link To Selection

P

Double-click a link icon or
a text link to follow it

=

mplete customer surveys ]

Hold down the Option key 9 Survey Guidelines E

over any link icon (or Markeﬂr.\g}?ersources r.-tx Page 3 E

linked text) to see the o

link's source © Tradeshow contacts G
WHAT ELSE?

To edit a link or remove linking so it's just regular text again, select it and use the Edit > Edit Hyperlink
command.

Also link to a page, notebook, or library by dragging a Page Mark from one notebook to another. See “Create
Desktop Shortcuts” on page 33.

Specify whether links are opened with a single- or double-click in NoteTaker's Entries Preferences. See
“Customize Outline Editing and Links” on page 126.
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Create Desktop Shortcuts

Quickly get to any page, notebook, or library by placing a Page Mark to it on your desktop or in
the Dock. Double-clicking the Page Mark goes directly to that page, or opens the notebook or
library folder, starting NoteTaker if necessary.

* To create a Page Mark, go to the page or section listing you want to mark. Then drag Page Mark
the Page Mark tool from the toolbar to the desktop or Dock. Or drag a page, section, Creates a shortcut fo the
notebook, or entire library from the Drawer. current page

+*000 '
 Overview
Schedule

Dragging the Page Mark tool t0 —————— | "8
the desktop or Dock creates a j
link you can double-click later to 3
open the current page Sl e ]
Contents Hea | :
» L1 Contents ' y ...mﬁgnﬁer
T = | 2 Write F
Libraries |¢| ;
A Page Mark has an .ntm » M Personal (@ Erf‘:j'";::
extension vl Projects (3) @ March 15
W Project Quetzal . © Line ug
» 71 Project SandPiper | Q Trad
» “I ProjectTinamou | O Vent
25
WHAT ELSE?

To get rid of a desktop Page Mark you're not using anymore, just drag it to the Trash. Don't worry, this doesn’t
delete the actual page, notebook, or library.

‘3:31' Power Tips:

* Have a favorite page or section open automatically at login, first by placing a Page Mark to it on the
desktop. Then go to Apple’s System Preferences and add the Page Mark to Login ltems (just drag it into
the Login Items panel).

* Page marking a To Do section creates a “smart” link that always opens to the current day’s list. See “Keep
a To Do List” on page 86.

* Dragging a page from the Drawer to any other notebook page inserts a Page Mark link.
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Drag Selections between Pages

Your notebook’s tabs and page links are “spring-loaded,” allowing you to drag pieces of your
outline directly to other pages, and drop them there. Just make sure you hold down the Option
key while doing so. This copies the selection (you can’t move selections in this way).

1 Select the outline entries you want to copy. Then hold down the Option key, drag the
selection over a tab, and hover for a moment.

2 When the tab’s page opens, continue dragging over a page link.

3 When that page opens, drop your selection anywhere on the page.

Overview A
Schedule
Option-dragging a © Feb15
! \ O Draft customer surveys (expand ...
selection over a tab... i omer surveys (expend....
‘at B
® March 1
® March 15

Makes the tab “spring”
open

Continue dragging over a
page link to have that
page “spring” open, too

WHAT ELSE?

‘33}' You can similarly Option-drag a selection to the Contents view in the Drawer. Hold the selection over a
section and it “springs” open to display pages below. Hold it over a page to open that page. Then drop the
selection where you want it on that page.
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Chapter Two

—>» Insert Pages from Other Notebooks

|B:Tv camm% =3 Import Text from Other Applications
[Z) © Sales For
e @ —>» Add Documents
e | Specy =>» Clip Content from Other Applications

—>» Add Text Annotations (Footnotes) & Endnotes

.gelo B ‘ ™,
= . a

= Gigantic
Javid compl

. 1504
Nouse over ft3in tall)

Vecchio.
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Page Folio

Copies the current page
or section to another
notebook

3

Insert Pages from Other Notebooks

It’s easy to assemble one notebook from pieces of another by using the Page Folio tool. This
copies whole sections or pages to the end of the new notebook or section within it. You can then
reorder the copied pages however you want.

1 Open the section or page you want to add to another notebook.

2 Openthe destination notebook. If you’re adding a single page, go to the page you want
to insert it after. If you’re adding a section it doesn’t matter what page you’re on.

3 Drag the Page Folio tool from the original notebook to the destination notebook.

Section you're adding to
another notebook

Page Folio tool

© New Section
O L o 3
= xi[®]Resources
a © competitor Web Sites
O Research Clippings .....
O DOCUMENIS .o

Dragging a section
folio anywhere in the
other notebook adds
it as the last section

WHAT ELSE?

You can also merge two notebooks, copying one notebook’s contents to another, using the File > Import
command (see “File Menu” on page 142). Or, Command-drag a page or section from the Drawer to import
just that page or section.

Add folios to the desktop, save them in the Finder, or send them in email. See “Excerpt a Folio” on page 112
and “Email an Outline, Folio, or Notebook” on page 113.

¥ If you're assembling pages from different people’s notebooks, see who supplied which page by displaying
the Creator attribute. See “Show Outline Attributes” on page 26.
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Import Text from Other Applications

Insert text from another application into your outline—such as a report or letter written it
TextEdit or Microsoft Word —by importing it.

® To import text from another document, open the outline page you want to import to,
choose the File > Import command, and open the document from the Import panel. Or,
Command-Shift drag the document from the Finder to your outline.

* To import several documents at once, copying each one’s contents to a separate page,
select the documents in the Finder, and Command-Shift drag them to the Contents page
or a section listing.

Select a text

Import .
[ - document in the
My Diany =
B o (i g it
8 1Backon Earl (3 sackups " drag the
L T = myd | [ college =1l 8 2 What You Said.rtf document from
1 == | [ Desktop = fi| 2 3 My Response.rtf the Finder)
© February1s | - Home =} % 4 so Totally True.rtf
O BackatWork | [ Letters >[I 2 5 Sorry You Are Blue.rtf
© Eversincewegal [T Library =& 3 6 Our Next Tripl.rtf
' [ Movies > |
| 3 Music gn Each paragraph
| 3 Pictures "y | | in the document
1€ e y KNI is inserted into a
Go to: separate outline
_would think if they entry
o) o)
)
1 Command-Shift dragging
[ Letters e several documents at once to
| a section listing instantly
= > builds a diary or journal
& 1 Back on Back Forward View Compu Home
© 2 What Ye 6 of & items selected, 15.52 available
o3 My R: L‘;E Barkime L » 1 Back on Earth.rtf
8 ;g I i [ College " m-;ﬁ 2 What You Said. rtf
o6 Ourrn;qe [ Desktop - % 0 3 My Response.rtf
Lf_:_j Home » L :_ﬁ] 4 So Totally True.rtf NoteTaker |mp0rts each
I—-E e ba e 8 Sory You fre Buen document to a new page!
WHAT ELSE

You can import text from many types of documents, including plain text (.txt), Rich Text Format (.rtf), vCards
(.vcf), XML files (.xml), OPML (.opml), Tab-delimited (.tab), and Comma-delimited (.csv). To import Microsoft
Word documents (.doc), you must be using OS X version 10.3 or later.

‘l::r' To import text into a new notebook, use the Open command. See “File Menu” on page 142.
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Add Documents

Add alink to a document, such as a text file or spreadsheet, by dragging the document from the
Finder. Or, attach a copy of it so it lives within the notebook (that way, emailing the notebook to
someone else takes the document with it). Double-clicking the document then opens it in its
application.

® To add a document /ink, drag the document from the Finder to an outline entry.
* To attach a copy of the document, Option-drag it from the Finder.

* To create a text link that opens a document, select the text, choose Edit > Create
Hyperlink, click the URL button in the Create Hyperlink panel, and drag the document
into the panel.

Drag a document from the =Y = W & Project SandPiper

Finder to an outline entry (or 10 .
to a section listing) Resources \
Double-click the document Documents
icon to open the documentin "
its application EEE f,.'-‘-f C; i ﬁ
j @EW o {iMWiE!M_ =t |
A plus sign marks an [ _1 E]ISa|E$ Forecasts (spreadsheet) | =
attached document (that has / -
been Option-dragged)

= 1

|
Hold down the Option key El o | Mzersthelen/Documents/Specifiications. pdf
over a document icon to see |
a reminder of where the | Fi Specifications._pdf E

document is stored
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[ = . : Create a text link that opens
$ OO0 = = 3 O»z = a document using the Create
T Hyperlink panel
= O TV commercial (iMovie)
% | [D:Sales Forecasts (spreadshee
06606 Create Hyperlink — Opens the panel (or choose
From: Project SandPiper, Resources, New Page 2, entry #2, readsheet” Edit > Create Hyperlmk)
To: ! Selection URL | Annotation = Voice Memo MFEScript —
— Select the text
g spreadsheet_05 x\
&nter a URL for the linkXe.g. http:/ /www.aguaminds.com) Click the URL button

or drag and drop a URL or file

Drag the file (or folder) from
the Finder into the panel

[ Cancel ) Remove Link To URL
A

" \ T

WHAT ELSE?
) To save a notebook for storage on a different file system or device without losing linked documents, see
“Remotely Archive or Transfer Notebooks” on page 17.

If you move or rename a document in the Finder that's linked to your notebook, NoteTaker can still find and
open it. But if you delete the original, NoteTaker won't be able to open it. If you instead attach a copy of the
document by Option-dragging, NoteTaker will be able to open it no matter what.

Choose whether to display the file names of inserted documents using NoteTaker's Entries Preferences. See
“Customize Outline Display” on page 127.

Dragging a sound file to your outline inserts controls for playing back the sound. Or double-click the resulting
sound category icon to play the sound in iTunes.

“F Power tips:

* Drag or Option-drag one or more documents to the Contents page or a section listing—but not over a
page link—to insert each document on its own page.

* To resize a PDF document icon so it's smaller, Control-click it and, in the menu that pops up, choose a
command from the Scale Image submenu.

* Drag a folder into your outline (or the Create Hyperlink panel) to link to the entire folder. Double-clicking
the link opens the folder in a Finder window.
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Clip Content from Other Applications

Clip articles, research, and other text directly into a notebook while browsing the Internet, your
email, or a document, by using an application’s Services menu. Select a page to clip to just this
once, or set up a clipping service for a section or page you clip to frequently. It’'s more convenient
then copying and pasting, and NoteTaker doesn’t even have to be running.

1 From any application that uses services, select what you want to clip.

2 Open the application’s Services menu and choose NoteTaker > Clip to notebook. In
the panel that opens, select a notebook section or page to clip to, and click Open to
paste your selection—either as an entry at the end of the page, or on a new page at

the end of the section.

3 Ifyou clip to the same page or section frequently, create a clipping service for it: Go
to the page or section and choose the Tools > NoteTaker Services > Create Clipping
Service for “Page/Section Name” command.

Clip relevant information
as you come across it—
in Web pages, emails, or
documents

Select what you want to
clip from the application

Choose Clip to
notebook from the

"— Mac Amazon eBay Yahoo! Newsw

Timeline: The High Renaissance

In full MICHELANGELO DI LODOVICO BUONARROTI SIMONI (b.
March 6, 1475, Caprese, Republic of Florence [Italy]--d. Feb. 18,
1564, Rome), Italian Renaissance sculptor, painter, architect,
and poet who exerted an unparalleled influence on the
development of Western art.

—"] cannot live under pressures from patrons, let alone paint."
-= Michelangelo, quoted in Vasari's Lives of the Artists

application’s Service's
menu to open a panel
for selecting any page
to clip to

If you clip to a page
frequently, create a
clipping service for it, and
it appears in the
application’s Services
menu, too

[ . -
NoteTaker [ P Clip to "Michelangelo Report” in MyC
ChineseText > Clip to notebook...
Disk Utility 3 lip to previous location
Finder > ind in notebook...
Font Book >
006 Clip to notebook...
W Classes This Quarter = | LN EUl LRt eels
[ Projects >
[ Research Clippings »
[ Resources >
I Annotations =
I Index 47
I (S DRI
( Cancel ) m
P
T —
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In full MICHELAMGELC DI LODOVICO BUONARROTI SIMONI (b.
March 6, 1475, Caprese, Republic of Florence [Italy]--d. Feb. 18,
1564, Rome), Italian Renaissance sculptor, painter, architect,
and poet who exerted an unparalleled influence on the
development of Western art.

"I eannot live under pressures from patrons, let alone paint." I
-- Michelangelo, quoted in Vasari's Lives of the Artists 11

Each clipping is added
as an entry on the page
(or as a new page, if
you clip to a section)

I cannot live under pressures from
'patrans, let alone paint.

i-- Michelangela, quoted in Vasari's Lives
of the Artists

It's marked by a pair
of scissors

"Michelangelo Report” in MyCollege If an application .
doesn't use Services,
paste a selection
from it by Control-
clicking NoteTaker in
the Dock, and
choosing a clipping
service from the

"B ; Paste Selection To
—l % menu

Paste Selection To

Remove from Dock
Open at Login
Show In Finder
Hide

Quit

WHAT ELSE?

) What if an application doesn’t have a Services menu?

* Install our Contextual Menu Plug-in (see “Install NoteTaker” on page 11). After that, Control-click what
you're clipping and choose the NoteTaker service from the pop-up menu. (This is the only way to use
services from some Microsoft applications).

® Use the Paste Selection To menu in the Dock (as shown above).

To remove a clipping service, choose Tools > NoteTaker Services > Remove Services, and in the panel that
opens, select the service you want to remove and click Remove.

To clip to the same location several times in a row, use the Clip to previous location command.
To label or annotate clippings, see “Customize Clipping Services” on page 123.
“3:3' Assign keyboard shortcuts to services you use frequently. See “Define Keyboard Shortcuts” on page 134.
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Hyperlink

Opens a panel for
inserting annotations

2

Add Text Annotations (Footnotes) & Endnotes

Insert pop-up text annotations in your outline that readers can view without leaving the page or
having to scroll. This feature is perfect for embedding references, citations, or footnotes. Display
the annotation using NoteTaker’s X-Ray Info Box . Also view them as endnotes on a separate
page in the notebook’s Annotations section. You can insert an annotation as an auto-numbered
link, using your own link naming scheme, or as a regular text link.

1 Click in your outline where you want to insert the annotation’s link, or select text in
the outline to be the source of the link.

2 Choose Edit > Create Hyperlink (or click the Hyperlink tool in the toolbar). Then click
the Annotation button in the Create Hyperlink panel.

3 Type your annotation in the panel. Display the ruler (View > Ruler) to add text
formatting. Also drag in any pictures you want to include.

4 Ifyou’re inserting a link, select “Insert Annotation Number” to insert an auto-
numbered link (1, 2, 3, etc.). Or, select “Insert Text” and either type custom link-text
(such as “more”), or choose an existing custom link from the list. Then click the Link
to Annotation button.

5 Inyour outline, hold down the Option and Shift keys while mousing over the link to
see the pop-up annotation.

Click here to insert a text 0606 Michelangelo Report.ntx g
annotation In Florence
$ Creating the David
$ ption-Shift-mouse over links
q: er was there a more colossal masterpiece than
ngelos' David. The choice of David was
)

Format text with the ruler, OO Create Hyperlink

and drag in images. ﬁ

To: —{ Selection URL PmmH Voice Memao AppleScript —
I Styles l--! [§| = = =/ Spading I--] [ Lists I-v-]
T » 3 2 k k 3 3 |3 3 [ 3 F v
MR R N
Inserts link text you type or m
’ =
choose from the list SEs  The David =

From: Michelangelo Report,\{Florence. Creating the David, entry &2

01 and completed in 1504 &

Inserts an auto-numbered —

link
[ Cancel )

Gigantic marbie, started in
By 1504 the sculpfure (standing at 4.34m/14 ft3 intall)| | ¥
———————{@®) |nsert Annotation Number °) Insert Text B

Remove

{ Link ToAnnotation )

Removes the current entry
from the list of available links

Pz
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e O 6 Michelangelo
In Florence .
Creating the David

(), Option-Shift-mouse over
O| Mever was there a more

The David

Gigantic marble, started in 1501
completed in 1504
By 1504 the sculpture (standing
ft 3in tall) was in place outside t

Michelangelos' David 1*The choice of David
was supposed to reflect the power and
determination of Republican Florence and
was under constant attack from supporters

Vecchio.
=

3]

of the usurped Medicis

2./Aﬂ:er several
centuries of enduring the outdoor elements

in the piazza outside the Palazzo Vecchio ~--

3

the Accademia.

A

was the palace called Vecchio (old) even
when it was new?-- not to mention detritous
from generations of disrespectful pigeons,
the statue was moved in the 19th century to

ﬁ'";oup;h;d_g_'uﬂjﬂllﬂ"' piy{ ol

WA e

Michelangelo Report.ntx

0066

15

Annotations
for: In Florence

The David

Gigantic marble, started in 1501 and

completed in 1504 T

* By 1504 the sculpture (standing at
4.34mM4 ft 3in tall) was in place
outside the Palazzo Vecchio.

2. The Medicis
+_ These folks weren't [y very nice but

A A

WHAT ELSE?

they had a lot of power in Florence.
*  They had huge paintings and tapestries

ﬁmb UIJ'ﬂIJHL"'DIIu 1"'0{'”91“00‘]

Hold down Option and Shift
while mousing over the link
to display text in the entry

Selecting “Insert Annotation
Number” inserts a numbered
link

Tell other readers how to
view annotations

NoteTaker adds an
Annotations section to your
notebook

This page in the Annotations
section lists all annotations
inserted on the outline page
titled “In Florence”

Edit or delete annotations on
this page

Click a link control to go to
the annotation’s link in your
outline

If after removing or rearranging annotations, your auto-numbered links are out of order, choose the
Tools > Renumber Annotation Links command.

To delete an annotation, delete both its link from your outline and the annotation itself from the Annotations
section. Or to keep the annotation’s text around and just remove the link to it, delete only the link. Then choose
Tools > Remove Orphaned Links to remove reverse linking from the Annotations page.

U Insert annotations directly from your Apple address book, or annotate your notebook with voice memos.
See “Insert Address Book Annotations” on page 91 and “Insert a Voice Annotation” on page 96.
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Add Pictures and PDF Images

Display pictures in an outline by dragging any picture or PDF file from the Finder. As long as the
original file stays in the Finder, the picture will appear in the outline. If instead you think the
original file might get deleted from the Finder, or if you might want to email the notebook
somewhere else, Option-drag the picture to attach a copy that resides within the notebook. This
makes the notebook file bigger, but the picture sticks with it no matter what.

* To display a picture in an outline entry by linking to the picture file in the Finder, drag
a picture or PDF file from the Finder to the entry. To instead copy the picture into the
notebook, Option-drag from the Finder.

* To add one or more pictures so each displays on a new page, drag (or Option-drag)
them to the Contents page or a section listing.

* Toscale a picture in an outline, Control-click it and choose a percentage from the Scale
Image menu.

000 pREe@m ™,

ol
5
, 5
© Project Data 2
Just drag (or Option-drag) a picture
file from the Finder—into an existing g FLOIE;)F; Al Izi ;%SSESDQSETFT
entry, or NoteTaker will create a new '
one
Hold down the Option key over the : stersme.i'mfﬂ'cturlre:sfﬂ.rchﬂe.ctureDrawing:.png I -E
picture to see a reminder of where its i) = | [[__; g
document is stored in the Finder e .
Foc_us [ 20%
Highlight 40%
+ Multi-Line %
o _ Create Hyperlink... 8
Control-clicking anywhere in an v 100%
image opens a menu where you can Show In Finder 120%

scale the image to any size ———— [T R
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Quickly put together
006 [ SierraBackpacking / = 3 phOt.O album b?/
— = — — ragging severa
OOk [ @ & (E= = ﬁ » picture files at once
® i " Back Forward View ! Comgbuter Home from the Findel’ tO
a Paris )’2 9 of 9 items selected, IS%GB available the Contents page or
New Sect 7 iphoto Library ~ (1 StartingOut.jpg a section listing
© 15t [ SierraBackpacking »  [# 2 Camp On Ridge.jpg
© 2 camp [#| 3 Into the Gorge.jpg
g 3 into th [# 4Granite Everywhere.jpg
o 4 g’ an [#| 5 Swim In Waterfall.jpg
° ngTc [# 6 Magic Dome.jpg
® i [@ 7 Skirting Rapids.jpg 4
® 8 Pertec) | % 2 Perfect Pool.jpg ‘I'I
© 9 Hiking € ¢ T : <[>/ NoteTaker adds a
new page for each
picture
e e e PhotoAlbum 13 \r-
Sierra Backpacking —
8 The Perfect Pool.jpg ;
OO0R (=M Q@ £ § A2 ) »fifg
: E
. Open each page to
see the picture
E

WHAT ELSE?

) To save a notebook for storage on a different file system or device without losing linked pictures, see
“Remotely Archive or Transfer Notebooks” on page 17.

Add background images to notebook pages, too. See “Design the Page” on page 60 and “Design a Whole
Notebook” on page 62.

If you move or rename a picture in the Finder that's linked to your notebook, NoteTaker can still display it. But
if you delete the original, NoteTaker won't display it. If you instead attach a copy of the picture by Option-
dragging, NoteTaker will display it no matter what.

If you're running OS X version 10.3 or later, a multiple-page PDF appears in a scrolling view. On earlier
versions of OS X, a multiple-page PDF appears as a PDF icon, which can be scaled-down by Control-clicking
it and choosing a command from the Scale Image menu.

If you don’t want single-page PDFs to display as full images, turn this off in NoteTaker's Entries preferences.
See “Customize Outline Display” on page 127..

Dragging or Option-dragging a picture to an outline retains its original file format (such as JPEG or GIF), while
copying and pasting it turns it into a bitmap
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Insert Flash Animations and Controls

Add fully functional Flash animations and interactive controls to your outline by dragging the
source Flash file into an outline entry.

* To add the Flash file, drag (to make a link) or Option-drag (to attach a copy) the Flash
document from the Finder to an outline entry.

¢ To display the Flash content in your outline, double-click its category icon.

* To instead display content in your computer’s media player, double-click the file’s text
link.

000 & = (3 Bow »

aqnck the timer to begin!
|Off _‘.: Timer,swf |

Drag (or Option-drag to attach)
a Flash file into your outline

This category icon marks a

Flash file OO0 & = (3 Romn »

. |OIClick the timer to begin!
. O

Double-clicking the icon
displays the animation or ] =
control in the outline entry.
Double-clicking again displays
just the link

WHAT ELSE?
) To save a notebook for storage on a different file system or device without losing linked Flash animations,
see “Remotely Archive or Transfer Notebooks” on page 17.

If you move or rename a Flash document in the Finder that's linked to your notebook, NoteTaker can still find
and open it. But if you delete the original, NoteTaker won't be able to open it. If you instead attach a copy of
the document by Option-dragging, NoteTaker will be able to open it no matter what.

‘3:5 Show your animations on the Internet by publishing your Flash-enhanced notebook on the Web. See
“Publish a Web Notebook On the Internet” on page 116.
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Opens a menu of Java

applet plug-ins

T T— |
Plug-Ins

LA

Chapter Three - Pictures, Interactive Content, & Tools

Add Java Applet Plug-Ins

Add data processing and other powerful tools to your outline by embedding plug-in Java applets.
NoteTaker includes several demo applets, and developers and software designers can create
and add their own applets, as well.

1 Click in the outline entry where you want to insert a plug-in, or select an entry to
insert the plug-in after it.

2 From the Outline > New Plug-In Entry menu, choose the plug-in you want to insert.
Or choose a plug-in from the Plug-Ins list in your toolbar (if it’s showing).

Select where you want to insert

) PlotPlan.ntx
the plug-in 1666 7

135 Escondido Place

A

|

Choose a plug-in from the Plug-
Ins list in your toolbar (if it's

showing), or from the Outline >
New Plug-In Entry menu

Ft & drilling

Oy Tabie oxeavation
- repo

O% VisualMap

(2]

O] (pug-ns 99 Q /= [ Aa V1 »

N
=e Result: 18073.0

O 4000 Soils report & drilling
0 1985 Wine cellar excavation
o 975 Engineering report

0 1894 Water proofing "
O 2549 Foundation
0 1839 Eleetrieal
0 1937 FPlumbing

o L [ LY

A
M

_t.

Here, the Calc plug-in was
inserted, which performs
calculations on numbers listed in
all sub-entries

)

41

Plug-ins are marked by a
Java <= category icon

TRSRaReY!

Y

WHAT ELSE?
) NoteTaker Java applet plug-ins require OS X 10.3 or later, and Java 1.4.2 Update 2 or later. Please run
System Update to make sure your currently installed version of Java is up to date.

Plug-ins store all data you enter in them, and they reopen in the same state as when you last viewed them.
To instead reset a plug-in to its initial state, use the Edit > Reset Applet command.

For details about using each of NoteTaker's demo plug-ins, see “NoteTaker Demo Plug-Ins” on page 50.

For information on using our public API to develop your own custom plug-ins for NoteTaker, visit
www.aquaminds.com/developer.jsp, and download our free Software Developer Kit (SDK).

“’u’ Command-double-click an applet’s category icon =& (or use the View > Floating command) to display
the applet in a separate, floating window rather than in the outline. When you close the floating window, the
applet reappears in your outline.
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NoteTaker Demo Plug-Ins

NoteTaker includes the following demo Java applets available from the Plug-Ins tool.

Calc - Performs simple math on numbers listed in outline entries

Calc computes all numbers (no commas) that appear first in each of its immediate sub-entries
(one level down, only).

Click these buttons P x [avg|min|max| Resuit (45140 [
to compute the —

numbers below 300 attending on Monday
2000 attending on Tuesday
545 attending on Wednesday
675 attending on Thursday
994 attending on Friday

DBquery - Performs database queries from within notebook pages

DBquery embeds SQL queries in an outline entry and retrieves data from remote servers, such
as the default test server hosted by AquaMinds in California (USA), below. DBQuery uses an
open-source MySQL JDBC driver and can access MySQL databases, only. It can also be
“extended” to access any database for which there is a JDBC driver, including most commercial
systems such as Oracle, IBM/DB2, Sybase, MS SQL Server, MySQL and FileMaker.

Click while
connected to the .
Internet, to retrieve |lselect * from animals /
query results and
add them to the
current outline

page | lnot connected

iMyrSQLURL: jdbc:mysql:f/64.147.171.202:33 Mame: agquam Password: ***** |pyn

SketchPad - Add freehand drawings to your notebook

SketchPad is a multi-page, freehand drawing program driven by a mouse other pointing device.

Shotchos & [0 Jew] Copy | oeire | crear B o= %) (wonc.3)

V4 cs &

Create a new S— m
e

v

sketch (saves the —
previous one)

Draw or type text with the Pen or Text tool (select a Color for either tool, line thickness for the
Pen, and a font for Text). Click the Selection tool to select individual drawings on the page. Click
inside the canvas and click Copy to paste your sketch as an image, either in a notebook or in
another application, like Mail.
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Table - Organizes information in simple columns

Table creates a text-only chart for organizing information in rows and columns. Use the Copy
buttons to copy table contents as text, an image, or to the current outline page. Resize columns
by clicking the border between them to activate the width control.

Click a column (or =
row) head to select Add Mt Delete | Copy: |Te>(t| Image |Tn Page | ¥ Row Labels W Column Labels
ya

the row or column 4 A = = =
; Aug-in Examples|What is it? How does it Persistence m
Then insert a

work? state
column or row Calc single line computes outline X
before or after the calculator data <
selection o DBQuery SQL query fetches remote X 13

VisualMap - Creates dynamic visual maps of notebook outline content

VisualMap presents your outline as a cluster diagram based on its content and levels. Locality
controls the levels being drawn. Lines and Width apply to node text. Choose a Theme to view

different color combinations. Use the Copy button to copy the chart as an image to your outline
or an application like Mail.

Choose a Scope of —| ) I} D == [1 [3] [whitesslue [3] 27 1807
notebook, section, Scope Zoom Rotate  Locality Theme Lines Width

page, or selected |
outline entries

Click a node to
navigate to that
page

ple plug-in component - Lalc~

WHAT ELSE?

) NoteTaker Java applet plug-ins require OS X 10.3 or higher, and Java 1.4.2 Update 2 or later. Please run
System Update to make sure your currently installed version of Java is up to date.

For details on inserting plug-ins and using them in general, see “Add Java Applet Plug-Ins” on page 49.

o Tips:

® Include the Table applet in a NoteTaker slide show.

* Email a table image by using the Table applet's Copy: Image command.

® Print a VisualMap by copying it to your outline and using the File > Print command.
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Scripts Tool

Opens a menu of
AppleScripts

Scripts B

Hyperlink

Opens a panel where you
can create links to
AppleScripts

O

Automate Workflow with AppleScript

Automate workflow in amazingly powerful ways using the wide array of NoteTaker’s custom
AppleScript commands. With a single command, perform mega Web searches on a selected
word or phrase and copy top results to your notebook. Display today’s iCal schedule in your To
Do list. Export a voice memo to iTunes, record a meeting video in iSight, or similarly exchange
data with many other popular applications and devices, including email programs, your iPod,
the Palm desktop, and more. Run Applescript commands from a menu, or insert them as buttons
or text links directly in your outline.

® Torun ascript that acts on a text selection—for example, to perform a mega Web search
on a phrase in your outline —select the phrase. Then choose the appropriate script from
either the Scripts menu, or from the Scripts list in your toolbar.

@ Ifyou don’t see the Scripts menu, go to NoteTaker’s General preferences and check
the Include AppleScript menu option to make the menu appear.

* To attach a script to a picture or text link in your outline (a script that doesn’t act on a
selection), select the picture or text. Then open the Create Hyperlink panel (Edit >
Create Hyperlink), click the Scripts button in the panel, choose the script you want to
attach, and click Link to Script.

Depending on the script,

select what you want to run
the script on—such as text for

performing a mega Web-
search

Choose a script from the
Scripts list in your toolbar
(if it's showing), or from
the Scripts menu
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B G 6 Home Projects.ntx 5
Home To Do
Tuesday, July 17, 2003

® Shopping
® Phone calls
® House chopds

AL

08 Create Hyperlink

\4'Eua.| SENENR)

—

ym: Home Projects, Home To Do, Tuesday, July 17, 2003, entry #5, " " /

— Selection  URL | Annotation | Voice Memo | AppleScript }—

13.app/Contents /Resources fScripts fiCal/CheckTodaysEvents_iC I.scpd

/
[ Select An Installed Script 7 [=] (' Choose A Script File... )

{ cancal ) [ Remove | & LinkToSeript =3—

P

$ To Do Group 8]

| Today's.Calendar |
- %
$ To Do O © Today's iCal Events
T Wednesday, September 7,
= 2005 5:48:02 PM
$ To Do a D 1:15:00 PM Lunch with
T Gaylon
T ToDo O ©4:30:00PM  Meeting with
i - house contractor
$ To Do O @ B:00:00PM  Final Star
T Trek episode party
=

WHAT ELSE?

Loq oL momisadpelu 57 eulpurig

Add a button picture to your
outline, such as to your To Do
list

Select the picture (by dragging
across it) and open the Create
Hyperlink panel

Click Applescript

Choose a script from this list,
such as one that displays
today's schedule from your iCal
calendar

Click here to attach the script to
the selection

Double-clicking the button runs
the script...

...in this case, displaying
today’s schedule from your iCal
calendar

For a description of each available script, and to download new scripts, visit

http://www.aquaminds.com/scripts.jsp.

To add your own scripts or newly downloaded scripts to NoteTaker's Scripts menu, see “Add New

AppleScripts” on page 156.

8 If you installed scripts with a previous version of NoteTaker and now see duplicate scripts in your Scripts
menu, go to either of the following folders, remove the scripts, restart NoteTaker, and duplications will be

gone:
* ~/Library/Scripts/NoteTaker
e /Library/Scripts/NoteTaker
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Scan
Document

Opens a panel for
scanning an image from
a scanner and inserting it
in a notebook

@

Scan Images Into a Notebook

NoteTaker has a built-in scanning tool that works with scanners supported by Apple’s ICA driver
for OS X or that come with their own TWAIN driver (see the next page for which scanners will

work). Scan photographs, paper documents, or anything else you might scan into a regular
image processing application, directly into a NoteTaker notebook.

1 Put what you want to scan on your scanner. Then optionally select the outline entry
you want to insert the image in (otherwise NoteTaker will open a new notebook), and
choose Tools > Scan Image or click the Scan Document tool in the toolbar.

2 In the NoteTaker Image Scan panel, select the type of scanner you're using, a bit
depth (depends on whether you’re scanning text, a black-and-white image, or
colored images or text), and a resolution, which determines the quality and size of
the scanned image. Then click Scan.

3 After the image is scanned into the panel, rotate the image if necessary, drag around
the part of it you want to insert, optionally scale and compress the image, then click
Paste to paste it your notebook.

Select the type of scanner
you're using

Select a Depth to scan a black-
and-white text document with
no pictures (Black & White), a
black and white photograph or
other non-color image
(Grayscale), orimages or text in
color (Color)

Click here to change the
resolution—the higher the
number, the better the image
quality, but the larger the file
that gets pasted in your outline
(100 dpi creates legible text
documents). If you don't like the
quality after scanning, up the
resolution and scan again

After making Scan Settings,
click here to scan the image
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Once the image is scanned, you can rotate and crop it, then paste it into an outline.

@ Click these buttons to rotate the
image left or right

Drag a selection box to crop
the image that gets pasted

Optionally click here to paste
the image as a compressed
JPG, which makes the resulting
file smaller (color images, only)

Then drag the slider to select
the amount of compression. If
you don't like the image after
pasting, delete it from your
outline, select a higher-quality
here, and paste again

Scales the pasted image larger
or smaller

Inserts the cropped, rotated,
compressed, and/or scaled
image into the current outline
entry or a new notebook

WHAT ELSE?

To work with NoteTaker, a scanner must be supported by Apple’s Image Capture Architecture (ICA) or have a
TWAIN driver. For OS X version 10.2, supported scanners include the EPSON Perfection models 1640, 1650,
1660, 2400, and 2450. For OS X version 10.3, many more scanners are supported. For a complete list, visit
the Apple Web site.

8 It's highly recommended that you install the latest drivers for your specific model of scanner. You can get
these from the vendor’s Web site. Don't use drivers from the CD that came with your scanner with as they
might not be current or correct for use with OS X.

If you have multiple scanners connected to your computer that are supported by NoteTaker and use Apple’s
ICA, they will all be available in the Image Scan panel—you can choose the one you want each time you scan.
If instead they have TWAIN drivers, only one scanner will be available—usually the first one in the list.
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Draw Freehand Stylus Sketches

If you have a stylus and tablet, use InkPad or another OS X drawing application to insert
scribbles and free-hand sketches directly in your notebook.

* To add a sketch from Inkpad, create the sketch. Then use drawing mode (recognition
turned-off) to send the image to NoteTaker.

* To add a sketch from another drawing program, create the sketch and drag the
resulting image to an outline.

‘j |

=== Project Sandpiper.ntx
3 Nl
Presentations ==
NoteTaker
OO0 Q = [ Aa EE ™
Insert a free-hand sketch from =1/
Inkpad or another OS X drawing ML #'EE‘F-\
program
—phes "
Clgwez Faer
e
&
11
i
WHAT ELSE?

You can also draw freehand sketches directly in your outline using NoteTaker's demo SketchPad plug-in. See
“Add Java Applet Plug-Ins” on page 49, and “NoteTaker Demo Plug-Ins” on page 50.
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Chapter Four - Designing Your Notebook

Format Text in Outline Entries

You can design the look of text in an outline pretty much however you want. Choose fonts, sizes,
and colors, center text or line it up along a ruler, even adjust margins and line spacing.

* To change the font or size of text in an outline entry, select the text or entry, choose the
Opens the Fonts panel Format > Font > Font Panel command, and make selections in the Fonts panel.
Aa * To change the color of text, select it or the entry, choose Format > Colors, and click a

color in the Colors panel.

® To center or right-align text, line it up with tab marks on a ruler, change margins, or
adjust line spacing: Display the ruler, select the text, and make settings on the ruler.

* To format lists, select text within an entry and choose a Lists style from the ruler (OS X
version 10.4.2 and later).

Ruler Tool

Displays or hides the

p Design the look of ] PlotPlan.ntx
e _— section and page titles 666 3
o in NoteTaker's Format 135 Escondido Place

Preferences q: Property Overview
£O0 = O [ Aa ;' [ mm =1 3>
Shows or hides the T
standard OS X ruler (or T2 [ Styles Il [=/= = =/ spacing =]/ Lists f=] .
choose View > Ruler) $ + » N
q:lg"|1'"|2"'|3"'|4"'|5"
Click inside an entry to see all $ Project Pata
ruler settings, for adjusting - T POPRESS 1234 Main§t
line spacing, formatting lists i = Anytown, CA 90234
(0S X 10.4-2), inserting tabs, ~ Za 07 SIZE 155620 SAFT
and more - FLOOR AREA 2,000 $Q FT
WHAT ELSE?

You can also align selected text using commands in the Format > Text menu.
The exact controls in your ruler depend on your version of OS X.

e With OS X 10.3 or later, you can create and apply favorite styles using a Styles menu in the ruler. Styles
that appear here include Apple’s default styles, and any other styles you've created under the same user
account as when you're viewing the notebook. To create a style, format text as you want the style, select
the text, and choose Other from the Styles menu. Favorite styles are a feature of several OS X
applications; for more details on using them, see TextEdit's Help. You can also apply favorite styles using
the Format > Favorite Styles command.

e With OS X 10.4, you can format lists from the ruler.

Set a default font for all new outline entries, and design text in the page-title area, using NoteTaker’s Format
Preferences. See “Choose Default Fonts” on page 125 and “Format Text in an Entire Notebook” on page 59.

If you use fonts, colors, or the ruler a lot, put their respective tools in your toolbar. See “Build Your Own
Toolbar” on page 132.

‘U If you're editing an outline entry while the ruler is showing, pressing Tab advances to the next tab stop
rather than indenting the entry. To have Tab advance to a tab stop even when the ruler isn’t showing, use the
Entries preferences. See “Customize Outline Editing and Links” on page 126.
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Format Text in an Entire Notebook

Apply a text design throughout a notebook using NoteTaker’s Format preferences. You can set
the font of text in page titles, on the Contents, in section listings, and even on the notebook’s tabs.
You can also choose a font for all new entries on outline pages.

1 Open the notebook you want to format, choose Preferences from the NoteTaker
menu, and click the Format tab in the Preferences panel.

2 Under Default Fonts, select the notebook you want format. Then select and change
the font of Title, Subtitle, Tab, and so on.

Default Fonts

+——— Font settings in NoteTaker's Format
8 ggr&r [ PlotPlan 'ﬂ\ Preferencegs
@ S::b':itle MarkerFelt-Thin 13.0] N
8 L-‘b e Select the notebook you want
umbering
O Entry (New entries only) format
AN
N AN Select which text you want to

format, and click Change Font to
set the font. (Note that a new Entry
font applies only for new entries on
outline pages, not for existing
entries)

Selecting Title sets the font of this
text

Selecting Subtitle sets the font of
page names and numbers on the
Contents (and in section listings)

WHAT ELSE?

You can also use Preferences to make default font settings for all your notebooks. See “Choose Default Fonts”
on page 125.

Adjust the space between outline entries in all your notebooks using Format Preferences. See “Design Default
Page Styles” on page 128.
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Design the Page

Spiff up your pages even more by applying a new page style such as graph or plain paper, a
background color or image, different looking controls or a numbering scheme, and by hiding
any page elements you don’t need.

Colors Tool

Hide Toolbar Choose the mimbtsdsteddsd-l-ELHE T HHEE R kb

Opens the Colors panel  View > Toolbar command e O e PlatPlan 5
135 Escondido Place
Change page color Drag a Property Overview
color from the Colors panel to .
an empty area on the page Project Pata Q
APPRESS 1234 Main St
Anytown, CA 90234

Hide controls and icons
Choose Controls or Category
Icons from the View menu

LOT SIZE 15,5620 SQ FT
FLODR AREA 2.000 SO FT

Caolors

Change page style Choose
Graph, Plain, or another style
from the Format > Page Style
menu

Reorient (or hide) tabs Use
the Format > Tabs menu

iy W w W
bbbt -0 21 EEE L1 L HEL ke

PlatFlan
]

Add background image
Drag an image from the Finder
to the title area

135 Escondido Place pArchitecturevellow. pg
Building Codes

1 Outdoor Deck
1.1 Deck railing
1.1.1 Required where distance to ground > 3 v
1.1.2 Gaps not to exceed 4 inches {important!)
1.2 Hot tub
1.2.1 Heater & ft from enclosure
1.2.2 Plumbing below deck
2 Kitchen Appliances

Show numbering format
Use the Format > Entry
Numbering menu

Change entry color Drag a
color from the Colors panel to
inside the entry (remove the
color using the Format >
Background Color > Remove
from Entry command)
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eedbddbdbEbELELEEEELELELELELLEL

eo0o Florplant g Change Control Style
135 Escondido Place Choose another style using
NoteTaker's Windows
Bul Codes Preferences

=] Outdoor Deck
=] Deck railing
m Required where distance to ground > 3 ft
m Gaps not to exceed 4 inches (important!)
[=] Hot tub
m Heater 6 ft from enclosure
m Plumbing below deck
=] Kitchen Appliances
=] Blower placement
m 27 inch offset
» Max number of outlets: 14
[ m!overflow control required on sink

[ =

w1

Contents 48 Scenic Drive Change tab color Drag a
color from the Colors panel to

3 Colors b the tab

il [Ea | 1
THE X
/7
7

R

[ w:Overflow control required on sink

Property Overview
Inspection Dates

Architect Specs Revert to default tab color
Building Cod Control-click the tab and
SRS choose Default Tab Color from

-Default Tab Color the pop-up menu

WHAT ELSE?

“’u’ Apple’s desktop images make great full-page backgrounds. In the Finder, go to Library/Desktop Pictures.
To resize, reposition, or remove a background image, use the Format > Background Image menu.

To reapply the default page background color set in Preferences (which is white unless you've changed it),
choose Format > Background Color > Page Default.

To set a background color for the page-title area of all Contents and section pages, see “Design Default Page
Styles” on page 128.

When you use the Legal or Lab page style, a background color is chosen for you.
If you add color to a page entry on the Contents, the color appears for that page on the section listing, too.
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Design a Whole Notebook

NoteTaker makes it easy to apply the same background, page, or numbering style, to an entire
notehook.

1 Go to any page in the notebook and apply a background image or color, a page style,
and a numbering format, as described on the previous page.

2 In the Format menu, go to the Entry Numbering, Page Style, and Background Image
or Background Color menus, and choose Set All Pages from each menu to apply its
current setting throughout the notebook.

Tools Window Help (&
|

Font >
Text >
Colors...

Page Break
Multi-Line i

Styles in these

menus can be Entry Numbering >

Plain

applied

throughout the Tabs P Ruled

notebook Legal Style you're about to
Background Image b v Graph —————— apply notebook-wide
Background Color > EoE
Cover Title > Default

Choose Set All Pages
Set All Pages [ todoit
WHAT ELSE?

Set default styles for all notebooks using NoteTaker's Format Preferences. See “Design Default Page Styles”
on page 128.

To set any of these styles back to the default defined in Preferences, go back to the appropriate menu in the
Format menu, and choose Default. To then apply the default throughout the notebook, choose Set All Pages.
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Highlight Text with Colored Pens

Add color coding, emphasis, or just a hit of decoration to your notebook by highlighting text with
a colored “pen.” Use any color you want, by selecting it from the Colors panel.

1 Make sure no outline entry or text is selected on the current notebook page. Then Colors Tool
open the Colors panel (choose Format -> Colors or click the Colors tool). Opens the Colors panel

2 Click the Text Highlight Color box at the bottom of the panel to select the box. Then
select colors from the panel until you get the one you want to use for highlighting.

3 Inthe outline, hold down the Command key and drag over text you want to highlight.

8oo mm = Before opening the
= = = Colors panel,
Command-click next to
Q :l any selected entry to

deselect it (so the
current color in the
panel doesn't affect the
entry)

Salmon

4 ::l'\rFO.' GCoogle

7 135 Escondido Place
< Property Overview ........ =

Opens the Colors panel

& hriner o ——H Glick the Text Highiight
© Building Codes e 2 Color box, then select
© 48 Seenic Drive colors in the panel,

TR | above. Or, drag a color
& |10 % from above to the box

& Peck/Hot Tub Addition
< Inspection lssues .......

Command-dragging
over text highlights it
with the current Text
Highlight Color (whether
or not the Colors panel
is open)

WHAT ELSE?
To remove highlighting from text, Command-Option-drag over the text. Or select one or more text entries, and
choose Format > Remove All Highlighting.

To change the color of existing highlighting, select another Text Highlight Color and Command-drag over the
text, again.

If you use colors a lot, put the Colors tool in your toolbar. See “Build Your Own Toolbar” on page 132.
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Cover Tool

Shows or hides the
notebook’s cover

Design the Cover

Of course every notebook has a cover, which can have title text n any font, size, and color, and
either a background color or image.

* To display a notebook’s cover, choose the Window > Cover command or click the Cover
tool. Choose Cover All to display covers of all open notebooks.

* To edit cover text, double-click any existing title, type one or more lines of text, and use
the Fonts and Colors panel to format its look.

* To have a notebook open to the cover page, close it while the cover is showing (you’ll
have to choose File > Close, as there won’t be a close button).

New notebook’s default cover

Type cover text Double-click the existing

title, and type a new one. Press Return to ntitled 2
enter multiple lines (or linespaces)
Position (or hide) title Choose a command PO € Jue 0

from the Format > Cover Title menu

Set font, size, and color Select text and
use the Font and Color panels

Align text Use the Format > Text menu

Set background color Drag a color
anywhere on the cover (except over text)

bbb bbb bbb bbb bbb bbb AL

Add background image Drag an image
from the Finder (replaces background color)

44l

Open the notebook Click anywhere on the
cover

WHAT ELSE?
To set a default cover style for all notebooks, see “Choose Default Fonts” on page 125 and “Design Default
Cover Styles” on page 129.

Password-protect sensitive notebooks, then cover them when unattended to prevent passerbys from
uncovering them without the password. See “Password Protect a Notebook” on page 120.

To place the Cover tool in your toolbar, see “Build Your Own Toolbar” on page 132.
‘U Get great background cover images from:

* Apple’s own desktop backgrounds (Library/Desktop/Pictures)

* Aguaminds Web site (http://www.aquaminds.com/covers.jsp)
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Opens the Tools panel
where you can access
categories

i

Categorize Entries for Quick Retrieval

You can classify notebook entries in categories, such as a Project Deadlines or Birthdays
category. Then quickly look up all your deadlines, birthdays, or other related information,
later—in your notebook’s Index or using the Highlight & Summarize tool.

* To see available categories, open the NoteTaker Tools panel to the Categories tab
(choose Tools > Categories or click the Tools icon in your toolbar).

* To categorize an entry, browse to the category in the Tools panel and drag it to the entry.
Or select one or more entries and double-click the category in the panel to categorize
all the entries at once.

. . . ) NojaTaker Tools
Categories are organized in groups 0 cC L3
Templates ‘ Sort Date
Categories in the NoteTaker group are Groups: Categories:
assigned to entries automatically 'MoteTaker » 9= Clipping
| Other = |[*] Document
These groups list categories for | Ferionat g " g 'Lm'a‘?”
school, work, and contact [@ Movie |
management e L
! Sl i_'"-‘rum-r' ...::
Drag a Category to an entry Double-click to set categgry of selected entrias.
Drag category to any entry. Click twice to edit.
. . { Remove 1( Groyp ) © New
Click here to view category labels (or ﬁ = . - /
choose View > Categories)

NoteTaker categories have icons that

appear when Category Icons are O8O0 Q@ = [ Aa ™
turned on (in the View menu) Cateqory v
Notes & O Uncle Bob doesn't like
o ashed potatoes -
. 2 (B[ etonrm da mn i k (=}
Control-click to the left of an entry to Hetesy resentor ' 5 *he Atking diet | o
open a menu for assigning, NoteT kv > I
reassigning, or removing its categor L r 3(
gning & gory Other |

WHAT ELSE?

If you use categories a lot, put the Tools icon on your toolbar. See “Build Your Own Toolbar” on page 132.

To find out all the ways you can take advantage of categories, see: “Create Templates for Quick “Form” Entry”
on page 68, “Create Summary Reports” on page 80, “Index Your Notebook” on page 82, “Sort and
Alphabetize” on page 75, “Build an Address Book From Scratch” on page 90, and “Manage a Freeform
Database” on page 71.
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Create Your Own Categories

Of course you can create your own categories, too. Add categories to the Other group (which you
can rename, by the way). Or create an entirely new group, for categories you’ll be using in a
template or just for your own personal organization. You can even add your own category icons.

1 Open the NoteTaker Tools panel to the Categories tab (choose Tools > Categories).

2 To create a new group of categories, click the Group button and type a label for the
new group.

3 To add a category to a group, select the group, click the New button, and type a label
for the new category.

e 0o NoteFaker Tools 7 Type your own group and category
B Temofates ‘ =or /\/ PR labels directly in the panel
Croups: / Categnr}'{
Inventory ” b [/ CgrNumber
Mot ] | L You can rename the Other group and its
Ot‘her\ [ Qh'lanufacturer cate ories t00 g P
Personal Infa = [:+] Picture g !

$ Value

Add your own icon to a category (see
below for details)

Double-click to set category of selected entrias.
Drag category to any entry. Click twice to edit.

(Remuvej { Group 'j &—Nm—’

N\

Adds a new group

Adds a category to the group you're
currently browsing

Removes the selected group or
category

WHAT ELSE?

To have NoteTaker display an icon for a category you create, place an image file in the Finder, either in
/Library/Application Support/AquaMinds/NoteTaker/Icons/Categories (where the icon will appear
no matter who is logged in to your computer) or within the same path in your home directory (where the icon
appears only when you're logged in to your account). The image file should be 16 x 16 pixels or less in size,
in any standard graphic format, and named exactly the same as the category, plus the file-name extension.
The image file for a “Value” category, for example, can be named Value.gif, Value.jpg, or so on. If you're
planning on publishing the notebook as a Web Notebook™, use .gif or .png formats for the best results.

If you use categories a lot, put the Tools icon on your toolbar. See “Build Your Own Toolbar” on page 132.

To assign categories to entries and otherwise take advantage of them, see “Categorize Entries for Quick
Retrieval” on page 66.
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Create Templates for Quick “Form” Entry

To enter repetitive, form-like information, use templates. Say you want to build an inventory of
personal assets for your insurance records, entering a name, value, picture, and so on for each
asset. Create a template that includes an outline entry for each piece of information. Then add
assets by inserting copies of the template in your outline, and the entries are all set up for you
to begin entering content.

1 Build your template on any outline page —add entries and format them however you like.
Drag pictures from the Finder. Assign categories to entries you want to later index or

summarize.
2 Select the entries in your template and open the NoteTaker Tools panel to the
Opens the Tools panel Templates tab (choose Tools > Templates). Click New in the panel to save the new
t”g}]f;fa{gs“ can create template, then type a name for it in the panel.
EE Add entries, just as you want them to a — _— i
appear when you insert the template K| DEE Cj @ Q Y [_T_J
in an outline = = N
Item Name o :
) ) ) & Value iValue: §
Include pictures and indenting = |O:0Orig. Price: § z
[ Manufacturer O Manuf: 8
Type and format text that you = —— ' Description: 3
want to appear when you insert & Picture o 2

the template NoteTaker Tools

Assign categories to entries you Categories Sort Date
want to later index or summarize
Templates: Categories:
Clicking New creates a template Corfant > | | Mo Riams
from selected entries Inventory| Vo
None
Manufacturer

Type a name for the template,

here
Double-click or drag to insert templatd\under
selected entry. Click twice to edit templat\name.
" e, Y F b X
~ Remove Inser.. 4 Mﬂ-’
T
WHAT ELSE?

) If you insert a template containing pictures from a remote notebook, inserted pictures might not always
appear. See the next page for details.

For details on assigning categories, see “Categorize Entries for Quick Retrieval” on page 66.
‘"@' Use templates with categories to create a database. See “Manage a Freeform Database” on page 71.
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69

Insert Templates in Your Outline

Once you’ve created a template, you can insert one or more copies of it in your outline, all with
one command. Put all copies on the same page, or tell NoteTaker to create a page for each one.

1 Open your notebook where you want to begin inserting copies of the template.

2 Choose Tools > Templates. Then in the Tools panel, select the template, click Insert,
and specify how many copies to insert.

Here, the Inventory template has
been inserted on each of five new

pages
Type a name for each page
o Inventory 2
o inventory 3
O Inventory 4
< Inventory 5
(000 NoteTaker Tonls / —= ﬁgﬁacify the number of copies,
{ —
Number of copies to insert: 5 z( L
New page for each copy: v/
{ cancel ) { Insert= gg%?/!/(ri]nﬁat:geée inserts each one on
HomePrajects
®00O 3 :
Insurance Records
Cell Open a page to see the template,
o’ which in this case, already includes
@ M calla blue text labels and a picture

S Value: $250,000
© Orig. Price: $180,000

[0 Manuf: Guarner| ! Begin entering information unique
O Description: 2 to this page
o -

WHAT ELSE?

‘3:3' Tips:

* If you insert templates frequently, add the Templates list to your toolbar. Then insert a template just by
selecting it from the list. See “Build Your Own Toolbar” on page 132.

* Use NoteTaker's Contact template to create a searchable Address Book. See “Build an Address Book
From Scratch” on page 90.

) Inserting a template with pictures retains the pictures only if the original picture file stays around in your
Finder (even if you originally attached the picture by Option-dragging). If you delete the original file, or insert
the template from a remote notebook so the original remains on another computer, inserted pictures go away.
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Modify an Existing Template

Here’s how to add or remove entries, or otherwise modify a NoteTaker template —either one
you’ve created, or the Contact template that comes with NoteTaker.

* Toremove an entry from a template, open the template in NoteTaker Tools (choose
Tools > Templates to see your templates). Then in the Categories column, select the
entry you want to get rid of, and click Remove.

* To add entries to a template or otherwise change text, indenting, or formatting, insert
the existing template in your outline. Make the changes you want. Then save the
modified outline as a new template, remove the original, and give the new one the old
one’s name.

WHAT ELSE?

To find out about inserting templates and saving new ones, see “Insert Templates in Your Outline” on page 69
and “Create Templates for Quick “Form” Entry” on page 68.
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Manage a Freeform Database

Using templates and categories along with your notebook’s Index and the Highlight &
Summarize tool, you can manage structured information such as an address book or inventory,
taking advantage of NoteTaker’s powerful search and retrieval facilities, without the overhead
or hassle of a dedicated database.

1 Create a template for the “records” in your database—this is simply an outline
containing a categorized entry for each field in the record.

2 Assign a category to each entry, such as Iltem Name, Value, or Email, so you can later
“query” these specific types of data.

3 Populate your database by inserting copies of the template in your outline—one for
each record—and typing in values for each field.

4 Generate a “report” of all entries in a particular category using the Highlight &
Summarize tool, or look up entries by category in your notebook’s Index.

WHAT ELSE?

For details on doing the steps outlined above, see:

* “Create Templates for Quick “Form” Entry” on page 68
* “Categorize Entries for Quick Retrieval” on page 66

* ‘“Insert Templates in Your Outline” on page 69

* “Create Summary Reports” on page 80

*  “Index Your Notebook” on page 82
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Create Summary Reports
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Prioritize and Flag Entries

Manage tasks in your life by assigning a high, medium, or low priority to outline entries. Then,
look entries up by priority in your notebook’s Index, highlight them with a yellow marker, or
summarize them on a separate page. You can also flag entries with a check mark and
summarize those, as well.

* To assign a priority to an entry, display the page’s Priorities column (click the third box
in the Toolbar, or choose the View > Priorities command). Then click in the column next
to the entry, until you get the priority you want.

* To flag an entry with a check mark, select it and choose Edit > Flag Entry, or simply
double-click to the left of its control.

Clicking here shows or
hides the Priorities column

9 a B MyCollegeMotebook

Classes This Quarter
Art History

Double-clicking here adds or
removes a check mark

N = Art History assignments

# O Study for slideshow quiz Friday
N D) MidTerm paper (October 31)
Ll O © Museum Walk. Report on 3
Byzantine paintings {Movember
4)
L[ O O Study for Final (Nov. 20)
#® Hours/Schedule

Make a checkbox appear by
assigning the entry to the To
Do category

Clicking here repeatedly
(but not fast) cycles
among H, M, L, or no
priority

g
#
o
[
" 'ﬂ L
&
mﬂl sml:}W

WHAT ELSE?
You can also assign or remove priorities by selecting one or more entries and using commands in the Edit >
Prioritize Entry menu.

To sort, summarize, or look up prioritized entries in the Index, see “Sort and Alphabetize” on page 75,
“Highlight and Summarize Outline Entries” on page 76 or “Highlight and Summarize Outline Entries” on page
76.

¥ Prioritizing and flagging entries is useful on your To Do list. See “Keep a To Do List” on page 86.
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Sort and Alphabetize

NoteTaker makes it really easy to sort high-priority tasks to the top of your To Do list,
alphabetize a reference section, or list Web clippings according to the date you clipped them.
Sort outline entries alphabetically, chronologically, by priority, or by category label. Plus, you
can alphabetize sections in the Contents, or pages in a section.

1 Open your notebook to the page you want to sort, or to the Contents or section you
want to alphabetize.

2 Choose the Tools > Sort command, and select sorting criteria on the Sort tab of the
Tools panel.

Quickly alphabetize your Address

Book!
O Suzana Abalone ........c.... 11
O Adam Anderson ....... SR
© Cynthia Cyclops .. e 13
& lim Gandalf 14 |
880 NoteTaker Tools
Categories ‘ Templates Date
Sorts any entries you've assigned a
_ SortBy / _ Order priority to, such as on your To Do list
O Firsyord (@) Ascending
) Ldst Word () Descending
Priority o
) ik —Seope Limits the scope of the sort to
@, Children of Selection whatever is currently selected
[Q{abel % Whole Page
N Sorts by the category label of any
E categorized entries

If you use the Sort tool frequently, use the Toolbar preferences to place the Tools icon on your Toolbar. See  Jpers he Tools panel

which contains the Sort

“Build Your Own Toolbar” on page 132. tool

Using NoteTaker, version 1.9



Chapter Six - Sorting & Retrieving Information

Highlight and Summarize Outline Entries

NoteTaker has a “smart” highlighter that not only highlights important entries, but lets you
quickly page through these entries in your notebook, and summarize them on a separate page.

® To highlight an entry in yellow, select the entry and choose Edit > Highlight Entry.

* To page through highlighted entries, use commands in the Tools > Highlight &
Summarize menu.

* To copy all highlighted entries to a separate summary page, choose Tools > Highlight &
Summarize > Summarize Highlighted.

Highlight entries you want to © Writing Assignments

easily find or summarize for H| ® O Short stary due Tuesday!

review M| O © Write analysis of “Flowers for g
Algernon® {Oct. 12) E

When you summarize
highlighted entries,
NoteTaker adds a
Summary section to your
notebook (if there isn't one
already), and copies the
results to a new page

9 6 a MyCollegeNotebook 23
Summary

Assignments {3 entries)

000 Q = § Aa ™1 [ =1

Writing Assignments

Short story due Tuesday!

Write analysis of "Flowers for Algernon”
(Dt 12)

=

8

8
Results include the @ Calculus Assignments
op
8

highlighted entry's

subentries, if there are any roblem set in Chapter 3 due Monday

=
V4

=

O Study for MidTerm (October 28)

ssayuasselgfswemon)—

WHAT ELSE?

Select all highlighted entries on a page using the Edit > Select > Select Highlighted command.

To unhighlight an entry, choose Edit > Highlight Entry again. To remove all “smart” highlighting from your
notebook, choose Tools > Highlight & Summarize > Unhighlight All.

Print all highlighted entries in your notebook without first summarizing them using NoteTaker's settings in the
Print panel. See “Print Notebook Pages” on page 119.

You can also highlight text in other colors. See “Highlight Text with Colored Pens” on page 63.
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Search One or More Notebooks

Not only does NoteTaker have the standard Find panel for locating and replacing text within a
notebook, but you can search across a Library of notebooks, display all the results in one list,
and quickly navigate to any result.

1 Click the Find Panel tool in the toolbar or in a notebook’s Drawer, or choose Find Panel
Edit > Find > Find Panel. Opens the Find panel
2 Type the text you're looking for, and specify the scope of your search—either within Q
the current notebook, within another notebook in a Library, or across all notebooks
in the Library.

3 To list all results of your search, click All.

Specify the scope of your Or click here to open the Libraries Click All to display all
search within this notebook. view of your Drawer to search — results at once
within a Library of notebooks

808 Find InAibrary "Personal”
/

o~ Find. Jalen . Libraries -

Replace With: > "I HomeProjects
Scope Options | > Tl LittleLeague
’78 Notebook [ Section [ Page ‘ rg lgnore Casd » "1 MyCollegeNaoteboc

» Wl Projects (4)
’REDL’J.LE Al 'Replacé\ “Replace & Find 3 “Previous E Ay
o

ETHI

HomeProjects Julien Spoonman Julien Spoonman
HomeProjects Contents Julien Spoonman
HomeProjects Address Book Julien Spoonman
LittleLeague Fall Line Up “Julien”

Click or double-click a result—
depending on whether its notebook is
currently open—to open its page

WHAT ELSE?

Use the other buttons and options in NoteTaker's Find panel just as in any other standard Find panel.
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Search Notebooks from Other Applications

Search notebooks from other applications—say, to find research while writing a report or to look
up an email address from the Mail application. Select a notebook to search just this once, or set
up a search service for a notebook you search frequently. As with clipping services, NoteTaker
doesn’t have to be running.

1 From any application that uses services, select what you want to search for.

2 Open the application’s Services menu and choose NoteTaker > Find in notebook. In
the panel that opens, select a notebook, section, or page to search, and click Open.

3 Ifyou search the same notehook frequently, create a search service for it: Open the
notebook and choose Tools > NoteTaker Services > Create Search Service for
“Notebook Name”. You can then search that notebook directly by choosing the search
service from an application’s Services menu.

While writing a report in ST 4 . MichelangeloReport

another application, such T . ER—
as TextEdit, select text you The Florentine Years

want to find in a notebook

Michelangelo began work on one%&s greatest
sculptures of all time--the magnificent David—in

NoteTaker
Choose Find in ChineseText
Notebook from the Disk Utility
application’s Service’s

Clip to notebook...
Clip to previous location
/Find in notebook...

vyvY vV

menu to open a panel Finder Selarch in Michelangelo Report
for selecting any Font Book

notebook, section, or

page to search NDNOe Find in notebook...

“JImpressionists.ntx  *  [©introduction
T Childhood
“IMidterm Presentation™ [@Early Years
[ in Florence
Iy Appendices
| [ Annotations

If you search a notebook T, I ————3 «»

frequently, create a search -
service for it, and it Cancel M
appears in the ( ) =
application’s Services R —
menu, too

¥ Y ¥ YT¥YY
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The Florentine Years

Michelangelo began work on one of his greatest
sculptures of all ime--the magnificent David--in

- 8 a e MyCollegeMotebook 10 N ' |
= Research Clippings
Michelangelo Report

: EESEYCN PYSuR g

8 |3< O Clipped from http:/www.artbio.ora/
| michelangelo/:

NoteTaker opens the
target notebook, if
necessary, and highlights
the first occurrence of
your search text

\David
iGlgantlc marhle, started in 1501 and
ccompleted in 1504

:Michelangelo began work on the
colossal figure of David-in 1501, and
:hy 1504 the sculpture {standing at
'4 34m,."14 ft-3intalty was in place

falw(

Find Selection In
Find In

If an application
doesn't use Services,
Control-click
NoteTaker in the Dock
and choose a search
service from the Find
Selection In menu

Remove from Dock
Open at Login
Show In Finder
Hide

Quit

WHAT ELSE?

) What if an application doesn’t have a Services menu?

® Install our Contextual Menu Plug-in (see “Install NoteTaker” on page 11). After that, Control-click what
you're searching for and choose the NoteTaker service from the pop-up menu. (This is the only way to use
services from some Microsoft applications).

® Use the Find Selection In menu in the Dock (as shown above).

To remove a search service from a notebook, choose Tools > NoteTaker Services > Remove Services, and
in the panel that opens, select the service you want to remove and click Remove.

‘3@' Assign keyboard shortcuts to services you use frequently. See “Define Keyboard Shortcuts” on page 134.
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Highlight &
Summarize

Opens the Highlight &
Summarize panel

Ej

Create Summary Reports

Highlight and summarize notebook entries based on text they contain, any assigned category or
priority, the date they were created, whether they’re flagged, or all of these criteria at once.
Quickly assemble a report on of high-priority deadlines, addresses for a mailing list that aren’t

too out of date, or study notes for a school report.

1 Click the Highlight & Summarize tool in the toolbar, or choose Tools > Highlight &

Summarize > Highlight & Summarize.

2 Inthe panel that opens, type any text you’re looking for and/or specify one or more
other criteria for refining your results. Then select a Summary Page option and click

Highlight.

Optionally type

& 7 © Highlight & Summarize Entries With:

Check one or more

text you want to —

other criteria, and

highlight and Text  deadiine or due

specify how you want

summarize

E’Eﬁmnw /,

them applied

NoteTaker

AlM
Othar F Assignments
Personal [pfo P Course #
Course Na

Use the “Short Date”
format specified in
your International

List results under

gPrlnrlty qual to or higr |5
Y

Preferences (in
Apple’s System

their section ) Low ® Medium () High 101 0/05 Preferences)
and/or page _ o
names, on the (friag O ot SRt Eummany Dege _
Summary page [ Copy Highlighted I-#-’—7 ChOOS(_% an_actlon and

Scope: @ Notebook O Section | [ |ME4§9 asults click Highlight.
Choose a scope O page [ Selected  Show: my
for your report : -

2 entries Previous Mext M
( \ )C ‘) y Page through

highlighted entries in

Narrows the selected scope further to
selected outline entries, pages, or sections

Copy Highlighted copies all entries matching your criteriato a
new Summary page

Copy Parent also copies an entry’s parent, if it has one

Move Highlighted or Move Parent removes the original entry,
so the only copy left is on the Summary page
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i Backup of Backup of Entries matching your criteria are
$ 806 37 listed on a new page, added
- Summary automatically to the Summary
q_" Assignments (5 entries) section
q: —— Option-hover to open the X-Ray
2= Info Box showing the source
T =7 entry's location
T Short story due Tuesday! &,
$ rite analysis of "Flowers for Algernon” (Oct. g
- } Double-click a link control to go
—a to the entry

I = [f you check “sections” and/or
T oo © Classes E—— “pages” under Summary Page,
$ o © Art History _E..; results are listed under section
—a © Assignments td| and page headings
2= 0 MidTerm paper %

q: 0 Museum Walk. Report on 3 Byzantine

- paintings (November 4)

< 2 Calculus

= © Calculus Assignments )

$ 0 Problerm seT in Chapter 3 due Monda Double-click links to go to the
-.1- D Study for MidTerm (Dcmmr 23} sechon or page

- O Study for Final (Nov. 16)

WHAT ELSE?

To remove all highlighting from your notebook, choose Tools > Highlight & Summarize > Unhighlight All.

You can also page through highlighted entries in your notebook using commands in the Tools > Highlight &
Summarize menu.

“’u’ The Text field in the Highlight & Summarize panel supports Boolean searches, which means you can:
* Type “and” to include only results that contain both of two words (as in “Homer and lliad).

*  Type “or” to include results that contain either one word or another (as in “Homer or lliad”).

*  Type “but not” to include results containing one word but not the other (as in “Homer but not lliad”).
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Index Your Notebook

Every notebook has an index for quickly looking up text, email addresses, entries within
particular categories, and all kinds of other information. The index updates itself automatically
as you work on the notehook, even indexing information clipped from other applications.

* To display the Index, choose Outline > Special Sections > Show Index Section.

The Index lists pages for looking up:

Categories: Entries assigned to a
category (Phone Numbers, Birthdays,
etc.)

Date: Entries created on a particular
date

Documents: Grouped by type
Email Addresses

Last Changed: Entries changed on a
particular date

Numbers: Dollar amounts or integers

Priority: Entries assigned a priority
(high, medium, low)

Proper Words: Capitalized words
(people, places, and so on)

Text: All words (except ones like the,
and, and so on)

Web Sites: Web site URLs

© Calegoties.............cc.....

O Dale .o dissivninisn o 23
© Documents -..ccovecveeenn 24
© Email Addresses .......... 25
© Last Changed................ 26
O NUMbErs.....ccovvvveeaen. 27
o Prionity «..cocccooeiiininnac 28
© Proper Words................ 29
- 55 T RPN 30
O Web Sites ...cocourecreeennan. 31

= A
& adam@anderson.com 11

Click an Index entry’s link control to
open the first page listed for that entry

Click an underlined page number to go
to that page
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Spice Cake from the Index
8 N 2 cups flour

) navaje 22 1 tsp ground cinnamon —— Hold down the Option
¢ necessary 3-4 11sp ground nutmeg key while mousing over
& necklace 25 | 1tspground allspice an Index link to see a

B 0 a Home Projects.ntx g ,-H\I
Index S View contents of
Text ge Index links directly

® new B 1/2 tsp salt few lines of the first
O next 3-4. 8 1 cup softened butter outline entry on the
© nigel 5 2 cups white sugar destination page, in an
o ncﬂebﬁak s | 4eags XRay Info Box. Hold

o 1 tsp baking soda down Shift-Option to
< number 3-4, see the whole entry

1 tsp vanilla extract

© nuptial 8 —
O nutmeg 28030, 35 vl
@ 0 . _h‘_ o 1+
L
® P EP;

WHAT ELSE?

Use commands in the Outline menu to expand or collapse all entries on a particular Index page.

To hide the Index, choose the Show Index Section command again. This doesn’t remove the index for good—
just choose the command again and it will come back.

For more information about categories, see “Categorize Entries for Quick Retrieval” on page 66.

To help keep a notebook file from getting too large, NoteTaker automatically compacts its index for you, which
can reduce the notebook’s size. You can use Preferences to tell NoteTaker when and how often to compact,
or to turn auto-compacting off and compact indexes yourself, using the Tools > Compact Index command.
See “Set File Management Preferences” on page 122.

“F If you're sharing a notebook, you can easily see who changed what on particular date by looking on the
Last Changed page in the notebook’s index. Then display the Changed By attributes column, as described in
“Show Outline Attributes” on page 26.
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Search Notebooks from Spotlight

If you’re running OS X version 10.4 or later, you can use Apple’s Spotlight feature to instantly
locate any text in any notebook on your computer. You can also locate voice memos or other
sound files that you tagged with “metadata” using the Voice Memo panel.

1 Click the Spotlight icon at the top right of your screen (OS X version 10.4 or later).

2 Type what you’re searching for in the Spotlight field.

3 Inthe results (which appear as you type), click the appropriate notebook, or click the
voice memo or sound file you’re looking for (it has an .mp3 extension).

Click the Spotlight icon at the
top right of your screen, and
type what you're looking for

Click a notebook containing your
search text, or a voice memo with
matching metadata text

= EE Wed 1:10 PM

len G. Casabona

| o @

[27] Show All (2)
Top Hit A Vanderbilt Memo.mp3

Documents [y ACCounts.ntx

Clicking a notebook opens

Music ] Vanderbilt Men\’m.mpB

Spotlight preferences...

the notebook in NoteTaker, to
the first page containing your
search text

It lists all other matches in the
Find panel, which you can click
to cycle through

WHAT ELSE?

AN
1 N %
ul-..l: [®Vanderbilt & Associates | -
™ O Largest distributer of custom widgets
in our service area. We must land this
ene Find In Notebook "Accounts”
= Find:
Replace With:
Scope Option
® Notebook O Section () Page # 1gn

(Replace AII:] (Replace:} (Flepiace & Find:l (Previous) (—H@H (

Accounts Vanderbilt, Bettin Bettina Vanderbilt
Accounts Vanderbilt, Bettin Vanderbilt & Associates
Accounts Vanderbilt Vanderbilt & Associates

) Spotlight is available only on OS X version 10.4 or later.

Using NoteTaker, version 1.9



85

To Do Lists & Contacts

Chapter Seven

—>» Keep a To Do List

—>» Organize To Do Tasks

—>» Import Your Apple Address Book
—>» Build an Address Book From Scratch
—>» Insert Address Book Annotations




Chapter Seven - To Do Lists & Contacts

Keep a To Do List

Keep on top of tasks in your life by adding a daily To Do list to your notebook. Prioritize tasks
and check them off when they’re completed. Each day you open the notebook, NoteTaker
automatically adds a new page for that day’s tasks, rolling over uncompleted tasks from the most
recent day’s list.

® To create a To Do list, choose the Outline > Special Sections > Add To Do Section
command. Then open today’s page and enter your tasks.

* To check off a completed task, double-click the box next to it (or choose the Edit > Flag
command). To prioritize a task, click in the Priorities column.

NoteTaker creates a To Do
section, automatically
adding a page for each
day you open the
notebook

Clicking here shows or
hides the Priorities
column

O O Shop for Helen's birthday
) Call Adam's school advisor
Clicking in the column Make Costa Rica plane reservations
repeatedly (but not fast)
cycles among H, M, L, or
no priority

0

2 Fix broken step on the deck

) Burn Nigel's CD

) Schedule house painter
(www HH-HousePainter.com)

) Earthguake-proof house foundation

) Make Dr.'s appointment

) Shop for Saturday’s dinner party

Double-click a completed
task to check it off

e a a HomeProjects 3
Do
Tuesday, June 17, 2003
O o 18 Q /= o™
.
@
o
g
2

w
w
0
/g
0
W
0

Uncompleted tasks are
automatically rolled over
to the next day’s list
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NoteTaker automatically
creates To Do pages only
on days you open the
notebook. It saves a
page only if you modify it,

: | 100% = : say by checking off a
|_||_||_|L MQ|~|HA& »||[e el

© Tuesday, July 15, 2003
O Friday, July 4, 2003

© Monday, June 30, 2003
© Sunday, June 28, 2003

& Saturday, June 28, 2003
& Wednesday, June 25, 2003
O Thursday, June 19, 2003
O Tuesday, June 17, 2003 NoteTaker uses the date
© Monday, June 16, 2003 format selected in the

Apple menu’s System
© Saturday June 14, 2003 Preferences, in the

. International settings

WHAT ELSE?
) Don't rename a To Do list page (by typing on the To Do section listing), or uncompleted tasks will no longer
automatically roll over to the next new To Do page.

To Do list entries are automatically categorized so you can look them up in the notebook’s Index. Plus you
can sort a day’s tasks by priority, and summarize tasks based on priority or status. See “Sort and
Alphabetize” on page 75, “Create Summary Reports” on page 80, and “Index Your Notebook” on page 82.
Organize tasks further by creating multiple To Do lists or by grouping tasks under headings. See “Organize
To Do Tasks” on page 88.

To set preferences for how long old pages stick around, and the appearance of completed tasks, see “Tailor
Your To Do Lists” on page 131.

‘3:3' Jump to today’s To Do list using the Go > Today command. Or have today’s list open at login by creating
a desktop shortcut to it—see “Create Desktop Shortcuts” on page 33.
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Organize To Do Tasks

You can organize tasks on your To Do list both by creating multiple To Do lists in a notebook —
such as one for home and one for work— and by grouping tasks under logical headings, such as
Shopping, Phone Calls, and so on.

® To create another To Do list, choose the Outline > Special Sections > Add To Do Section
command again.

* To group tasks under headings within a list, create a parent entry for each heading, and
list tasks as subentries underneath.To have a heading always roll over to the next day’s
list (even if its tasks are complete), assign the To Do Group category to it.

Name a To Do section on
the Contents page

e B B HomeProjects.ntx a4

Tuesday, July 17, 2003

Click here until you see
category labels (or choose

View > Categories) e - C] (}) = e »
Category 'P’r.;
. . To Do Group 2 Shopping
Each section created with To Do vl o © Shop for Helen's birthday
the Add To Do Section To Do H © Shop for Saturday
command automatically L g op for Saturday's party
adds a page for today’s To Do Group = Phone calls :
tasks To Do M| # O Call Adam's advisor
To Do L| O © Schedule house painter
To Do m| # O Make Dr.'s appointment -
Create a permanent To Do Group 2 House chores 3
heading that rolls over To Do L| # O Fix broken step on deck .
daily even when its tasks To Do # O Bum Nigel's CD o
are all completed, by To Do #  © Earthquake-proof 5
assigning it the foundation
To Do Group categor ]
up category © Costa Rica trip
To Do H| # O Make plane reservations
Create a temporary O © Book room in San Jose
heading that quits rolling
over after its tasks are
completed by removing

any category assignment

WHAT ELSE?

© To Do hierarchies automatically roll over only if the parent entry is categorized as To Do Group.

For details on assigning categories or removing them from an entry, see “Categorize Entries for Quick
Retrieval” on page 66.

"v’ Attach the CheckTodaysEvents_iCal AppleScript to a link or button in your To Do list (see “Automate
Workflow with AppleScript” on page 52). Assign the To Do Group category to it so it always rolls over to the
next day’s list. Then double-click the link or button to insert today’s schedule from your iCal calendar.
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Import Your Apple Address Book

If you’ve already got contact information in your Apple Address Book, no problem! You can
import them into your notebook—either individually, or a group at a time.

1 Open your notebook to the page where you want to import the contacts. Open to a
section listing to import each contact on its own page.

2 Choose Tools > Insert Contact, or click the Insert Contact tool in your toolbar.

3 Inthe Insert Contact panel, select the contacts you want to import. To select everyone
in a group, click one name, then choose Edit > Select > Select All. Click Insert Contact
when you’re done.

Going to a section listing inserts
each contact on its own page

§ OO0 o) Q = @ f§»

Opens the Insert Contact panel (or

I B T
© Suzana A D 6 B Insert Contact choose Tools > Insert Contact)
Ada Y
2 m.A 9cards (Q ]

Mame

SRLLIE @Al M Suzana Abalone = Select the contacts you want to
O Ted Tinsel I8 Adam Anderson import, and click Insert Contact

I Cynthia Cyclops

Each person’s contact informatior
is entered on its own page

e B e HomePrajects & k
Address Book Open the page to see that
Adam Anderson person’s information
Full Name B Adam Anderson
:::pmyr N\ 8 fi??&iwmm Category labels are imported, too
Email (Work) | =8 O adam@wisonsal .. (choose View > Categories)

WHAT ELSE?

You can also:

* Drag contacts directly from your Apple address book to a notebook (or from any other application that
supports the vCard 3.0 specification).

® Import vCards using the File > Import command. Or attach a vCard like a regular document—see “Add
Documents” on page 38.

‘3@' Look up an email address in your notebook’s address book directly from Mail, using the NoteTaker search
service. See “Search Notebooks from Other Applications” on page 78.
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Lists templates you can
insert on the current
page

Templates B

Build an Address Book From Scratch

NoteTaker comes with a template that makes it easy to build an address book. Built-in categories
also let you retrieve information later in powerful ways, say to create a mailing list on a separate
summary page, or to list client company names in the notebook’s Index.

1 Open a notebook where you want to begin inserting addresses (say, in an Address Book
section).

2 Open NoteTaker Tools to the Templates tab (choose Tools > Templates). Select the
Contact template in the panel, click Insert, and specify the number of templates to
insert (one for each contact).

3 Open each page in your new address hook, and begin entering names and addresses.

Here, the Contact template has
been inserted on each of 10 new
pages

Type a name for each page

O Pantae s - : e
. i (el 0L . - NoteTaker Tools - @ |
The number of copies was T —_— %
specified, here Number of copies to insert: 10 @ i

New page for each copy; v/
{ cancel ) { Insert )
w— T SUREIART

HomePrajects

This checkmark means each copy
is inserted on its own page

Open a page to see the template
and begin entering actual names,

addresses, and so on Anderson,Ydam

N\
Full Name 2 Anderson, Adam

Company 0 Wilson's Widgets
Choose View > Categories to Suite/Apt W O 10m
display the template’s category Street Wt © 1234 Main Strest
labels City O Portland

State/Prov [O]Oregon| |
WHAT ELSE?

To make the Contact template show different fields, see “Modify an Existing Template” on page 70.

If you add addresses frequently, use NoteTaker's Toolbar preferences to put the Templates list in your toolbar.
Then add the Contact template to the current page by choosing it from the list.

Alphabetize your address book using the Sort tool. See “Sort and Alphabetize” on page 75.

To retrieve categorized information from your address book, see “Create Summary Reports” on page 80 or
“Index Your Notebook” on page 82.
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Insert Address Book Annotations

Add powerful contact management to your notebook by inserting text annotations that display
contact information directly from your Apple address book. Use NoteTaker’s X-Ray Info Box to

display each contact in a pop-up annotation.

1 Click in your outline where you want to insert the annotation’s link, or select text in

the outline to be the source of the link.

2 Open the Create Hyperlink panel (Edit > Create Hyperlink) to Annotations, and make
settings as when inserting any text annotation. Only, instead of typing an annotation,
click the Address Book icon to display contacts from your Apple address book. Then

double-click a contact to insert it as an annotation.

3 Inyour outline, hold down the Option and Shift keys while mousing over the link to

see the contact in a pop-up annotation.

© Vanderbilt & Associates h
[O[Contact: Betfina Vanderbilt —

008 Create Hyperlink

From: Accounts, Gold Accounts, Vanderbilt, entry #2, "Bettina Vanderbilt"

To: | Selection = URL '—Nnmd Voice Memo | AppleScript ——
N,
Full Name: Bettina Vanderbilt "\
Company: Vanderbilt & Associates
Email (Work):  bettina@vanda.com

: Insert Annotation Number : Insert Text|* B E

e ———
Q 1 found | Q, Bettina Vant

( cancel ) ( Remove | € Link To Annotation

/
Group Name

m I Bettina Vanderbilt

Accol Bage 15
06 Full Name: Bettina Vanderbil
Gold Accounts gomﬁa(u?;m} Vanderbilt & Asst
G mal B
Vanderbilt Phone (Work): 999-995-9999
[=]
=3

O Largest distfibuter of custom

WHAT ELSE?

Select a name to attach
the annotation to, and
open the Create Hyperlink
panel

Click here to insert a text
annotation

Displays contacts from
your Apple address book

Double-clicking a contact
inserts it as an annotation

Holding down Option and
Shift while mousing over
the link displays the
contact information

For complete information on using text annotations, see “Add Text Annotations (Footnotes) & Endnotes” on

page 42.

You can also import contacts from your Apple address book using the Insert Contact panel. See “Import Your

Apple Address Book” on page 89.
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Voice Memos

Chapter Eight

—>» Record a Voice Memo

—>» Insert a Voice Annotation

—>» Annotate a Voice Memo While Recording
—>» Tag Voice Memos with MP3 Keywords

Internal microphone

Vanderbilt & Associart
Accounts Notebook
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Voice Memo

Opens a panel for
recording and inserting
voice memos in an

outline

@

Record a Voice Memo

Use NoteTaker’s Voice Memo panel to record voice memos and insert them as playable sound
files directly in your notebook. Dictate ideas, record meetings, or other events. Most iBooks and
PowerBooks have a built-in microphone that works well for personal memos, while for
meetings or lectures, you can plug in a more ambient microphone. You can even keep working
in your notebook while the Voice Memo panel records in the background.

1 Open the page where you want to insert the recording, and click the Voice Memo tool
in the toolbar, or choose Tools > Record Voice Memo.

2 Inthe Voice Memo panel, select your recording device, and drag the Quality and Size
slider to strike a balance between the size of the resulting sound file, and its quality.

Select your computer’s internal microphone, or any.
attached external mic, such as one in an iSight camera

Drag to set the data rate

The rate (kilobits per second) and file format of the
resulting sound file update as you drag the slider. Here
are some guidelines on rates to try:

8 (kbps) Telephone quality

16-32 Better speech quality (.mp3)

64-128 High quality speech or FM radio (.mp3)
160-192 High quality music (.mp3)

352/705 Uncompressed 22kHz mono/stereo (.aif)

705/1411 Uncompressed CD quality
mono/stereo (.aif)

Resulting file size per minute of recorded sound

3 Speak or play the sound you plan to record, and adjust the Input Gain slider so the
blue input level meter extends mostly to the right, occasionally showing yellow on its
right edge. If it shows red, lower the Input Gain. If you’re recording speech, check
Automatic Gain, which automatically increases soft sounds and decreases loud ones,
to stay at an optimal level. (Automatic Gain is not recommended for music.)

4 To reduce file size and save time in recordings with stretches of dead air (like
meetings), check Sound Activated Recording, and NoteTaker won’t record sounds
whose level falls below a threshold. Set this threshold by dragging the Threshold
slider so the READY indicator becomes yellow when sound is playing and green when
it’s not. If the indicator flickers, adjust the Threshold higher.
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Doesn't record “dead air” in
meetings or lectures

Reduces low-frequency background
noise, such as wind or machinery

Volume of sound being recorded,
adjusted with the Input Gain slider

Sets the level at which the recording
pauses when Automatic Gain Control
is selected

5 Click Record and start speaking. If you selected Automatic Gain Control, the indicator
says RECORDING when the level is above the threshold and PAUSE when it’s not.
Click Stop when you’re done.

Clicking Stop inserts the voice memo on the —a T at
| e Associates
current page o © Contact: Bettina Vanderbilt
ol -
- O Largest distributer of custom widgets in our
Play/pause the recordlng i \gervice area. We must land this account!
. — 2 Vbice Memo
Adjust volume = [TLM i
Your memo is a sound file you can copy to 2| = .
another notebook, email message, Desktop, .

or Finder (Option-drag the category icon)

Double-click the icon or text link to open the
sound in iTunes

WHAT ELSE?
Insert link markers for jumping to different locations in a recording. See “Annotate a Voice Memo While
Recording” on page 98.

Organize your voice memos in iTunes by attaching titles, genres, and other metadata. See “Tag Voice Memos
with MP3 Keywords” on page 99.

Clicking the Voice Memo tool while recording stops the recording and inserts it in your outline (just like clicking
Stop in the Voice Memo panel).

‘3@' To email your voice memos to other NoteTaker users, choose File > Email > Page Folio. This opens an
email Compose window and inserts a page folio with the recording. See “Email an Outline, Folio, or Notebook”
on page 113.
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Hyperlink

Opens a panel for
inserting annotations

O

Insert a Voice Annotation

Annotate your notebook with voice memos, and organize them as endnotes in the notebook’s
Annotations section, by recording them via the Create Hyperlinks panel. This is similar to

recording directly from the Voice Memo panel, except the recording appears as single icon in
your outline, and it’s copied to a separate Annotations page (along with any text annotations).

1
2

Click in your outline where you want to insert the voice annotation.
Open the Create Hyperlink panel (Edit > Create Hyperlink) to Voice Memo.

If you haven’t already configured your Voice Memo panel with appropriate settings
for recording a memao, click the Voice Memo Panel button to open the panel and do
so. Then click Record to begin recording your annotation. Otherwise, stay in the
Create Hyperlink panel and click Record Now to begin recording right away.

When you’re done recording, click Stop in the Voice Memo panel. Then click Link to
Voice Memo in the Create Hyperlink panel.

To play back the annotation, hold down the Option key over the inserted voice
annotation icon, click the same icon in the attributes column, or double-click either
icon to open a playback panel.

Click where you want to insert the —— Accounts
voice annotation o 3

—a  Gold Ace

R

i i Vanderbilt

Open the Create Hyperlink panel to I
Voice Memo —a derbilt & jates o

“': O Lardest distributor ohgustom widgets in our 5
Click here to open the i )= service\area. We mustgnd this account! 3
Voice Memo panel and to == | |0V &ADirector's Meeting\ | | 12
configure sound settings 008 Create Hypilink
before recording From: ﬁu:counls,\Qald Accounts, Vanderbily entry #3

To: ! Selection URL = Annotation I‘—Vai'e!-ﬂ!m—| AppleScript —

Click here instead to begin oy = -
recording right away (if 7y ~ aln

you've already configured
your Voice Memo panel)

Or click here to import an
existing sound file instead
of recording one, such as
a music file

Recorded Thursday, S&ther 15, 2005 2:36:17 PM. Duration 00:12, 14
£ Record Now ) [:‘Vnice Memo P.'mel.,.) l: , Import File... )

{ cancel ) { Link To Voice Memo )

Remov

A
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A speaker icon = is inserted in your
- Eé = = = f outline, and in the first attribute
q: < Ol W Q = @ § Aa» g column—click this box until you see i,
- ® Vanderbil & Associates & or chose View > Voice Memo Links
i :
q: O Largest distributor of custom widgets in . . .
- SUF Service area. We mistand s Option-hover over either icon to play
$ account! / i back the annotation
I © v &airectors Meeting g Or click this one to play the recording

without holding down a key

E EDD Toow &) Q L.t:il E ﬂl Aa » IIEI Double-click either = icon to open a

_— : e, separate playback panel allowing you to
,EQ:E ) Voice ::!emu - Recorded 9/15/05 2:36 :M“l« »7 pause or skip ahead
=N ]

Adjust volume
Highlight the entry containing the
recording in yellow, and/or select it,
while it's playing back
] A Lk

q: 66 ] o 15 The recording is also inserted on a

o= Annofations page in the Annotations section (along

$ for: Gold Accounts with any other annotations on the
same page)

$ < Full Name: Bettina Vanderbilt gT bag

$ gommc;rkj: :gzidneamglga&nmcr:ﬂa - E Click th? ",”k .Con.trOI to go t_O the

$ hone [Wark): 899-999-9999 _g_t annotation’s link in your outline

= [l Y TS &

Th 3 ber 15, 2 2 . .
$ 2:36:17§!_ ;r:;%znsggff 2m 13;,,?,3 005 § Double-click the text link to open the
$ £ voice annotation in iTunes

WHAT ELSE?

For details on configuring the Voice Memo panel, see “Record a Voice Memo” on page 94.

Insert link markers for jumping to different locations in a recording. See “Annotate a Voice Memo While
Recording” on page 98.

To delete a voice annotation, delete its entry from the Annotations page, and delete its speaker icon from
your outline entry. (The speaker icon in the attributes column will go away eventually).

U Organize voice memos in iTunes by attaching titles, genres, and other metadata. See “Tag Voice Memos
with MP3 Keywords” on page 99.
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Annotate a Voice Memo While Recording

Annotate a voice memo while it’s heing recorded by typing notes that generate link markers.
Each time you create a new entry during the recording, NoteTaker inserts a link marker that
you can later click to jump to that location in the recording.

1 Optionally, use NoteTaker’s Entries Preferences to make it so pressing Return creates
anew outline entry, rather than Command-Return. (This makes it easier to enter link
markers during the recording.)

2 Beginrecording a voice memo, either directly from the Voice Memo panel, or via the
Create Hyperlink panel.

3 Toinsert a link marker while recording, press Return (or Command Return) to add a
new outline entry. Type whatever you want in the entry. To insert the next marker,
add another outline entry and type its explanatory text. Do this for any number of
entries, even adding new pages.

Adding an outline ..i. I~ e Accounts 3 = Double-click any =
entry while I to open aplayback
recording inserts a 1= Gold Accounts panel ’

link marker «{ in the ; Vanderbilt [

first attributes . ) Voice Memo - Recorded 9/15/05 3:55 PM

column (choose i - ey
View > Voice Memo =E 0:0035 "
Links to see). SR Turn pageE
v Turns pages .

—a e during playback, if
Click a marker to __l:"l' 4 O Bettina's main request 2 segments
begin playing from kL O!Key point—-hére's where we can really - continue on the
that location \_ishine = next page

- L | Osg)ql our best area-Willard should be ™

sulted 3 C
. = Highlights the

The segment that's $ < © AMAZING opportunity!l B cu%rer%[ segment
currently playing T4 O These figures don't sound right. Check ' |& h g
has this icon = with Sales for their data on this N E in yellow, and/or

o ) - selects it

T y
WHAT ELSE?

For details on recording a voice memo, see “Record a Voice Memo” on page 94 and “Insert a Voice
Annotation” on page 96.

To make Return create a new outline entry, see “Customize Outline Editing and Links” on page 126.
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Tag Voice Memos with MP3 Keywords

Add custom tags to your voice memos that allow you to title and organize them in iTunes, or find
them via Spotlight (OS X version 10.4 or later). Before recording, enter keywords, or metadata,
in the Voice Memo panel.

1 Open the Voice Memo panel, either using the Voice Memo tool or Tools > Record
Voice Memo command, or from the Voice Memo section of the Create Hyperlink
panel (by clicking the Voice Memo Panel button).

2 In the Voice Memo panel, check the MP3 Metadata box, and enter additional

information about the recording in the tray that opens.

Voice Memo panel

Set the slider so the resulting recording will be in
the mp3 format (not too high or low)

Drag the slider so mp3 is showing, here

Check this option in the Voice Memo panel to
display metadata information below

Enter information that identifies the recording
when opened in iTunes, or can be used to locate

all subsequent recordings, until you change it

Accounts Motebook

the recording via a Spotlight search. It applies for

ient: | Aecorded in AguaMinds NoteTaker

WHAT ELSE?

For more information about NoteTaker and Spotlight, see “Search Notebooks from Spotlight” on page 84

Record podcasts with NoteTaker and tag them with metadata that will identify them when played from a
podcast player (such as iPodder or iTunes). See “NoteTaker and Podcasting” on page 157.

‘3:3)' Add you own genres to the Genres menu by adding them, one per line, to a plain text filed called
genres.txt, that's in the ~/Library/Application Support/Aquaminds/NoteTaker/ folder (in your home folder).
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Browsing & Searching the Web
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Hyperlink

Opens a panel for linking
to Web pages

O

Add Web Links to an Outline

Keep track of favorite Web links and include live, interactive Web content in your notebooks by
inserting Web links in outlines. You can then open Web pages directly from the outline,
displaying them either in your default Web browser (such as Safari), or in a Web browser within
the outline itself.

* To add a Web link, select an entry (or text or a picture in it) to be the link. Then choose
the Edit > Create Hyperlink command, and type the URL in the Create Hyperlink panel.

* To open the Web page in your default Web browser, double-click the link itself. To open
it in a browser within your outline, double-click the @ icon.

Select the link source, Competitor Web Sites

then open the panel . ey R .
e =) SRR
AN

Type the URL to link to | |9 Wilson's Widgets Home Ll

Create Hyperlink
Select a destination page, entry, or text selection, or enter a URL

om: Praject SandPiper, Resources, Competitor Web Sites, entry #1, "Wilson's
: Mo selection

To URL: hrtp { fwww.wilsonswidgets, com|
e.g., https/ faww. mysite. com

™ Bidirectional (" cancel ) ( Remove ) m

Linked text is underlined, and

the @ category icon appears \ \

@ B Wilson's Widgets Home
Typing a URL also creates a © Stock Price
Web link e W
O http:iiwww.godfreysgadgets.com

So does dragging a URL from a ‘ekﬂndfrev's Gadgets - Products
Web browser's address bar " §

— . 3
Or dragging an HTML | k‘_al urchaseReceipt.htm
file from the Finder
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8 a B PrajectTinamou a Double clicking the linked
T reere text opens the Web page
. . i fault Web
Competitor Web Site{hitniiwne wisonswidgst in your de
o] v wilsons widgets. com browser
OO0 = (3 Q@ &
Holding down the Option

key while mousing over a
link displays its source

Double-clicking the @
icon displays the Web
page in your outline.
Double-clicking the icon
again displays just the
link

Dragging a Web link to

the desktop (or Finder)
makes a .webloc file
_urre that you can double-click
kA (o e s e s to open the link in your
SrommenIoG default Web browser

WHAT ELSE?

For details on browsing the Web in NoteTaker, see “Browse the Web in a Notebook” on page 104.

To edit a Web link's URL, or to remove linking from text (so it's just regular text again), select the linked text
and use the Edit > Edit Hyperlink command.

Specify whether Web links are opened with a single- or double-click in NoteTaker's Entries Preferences. See
“Customize Outline Editing and Links” on page 126.

U Remember that even when you display a Web page within an outline, the actual content is stored
somewhere else and therefore subject to change. To store Web content permanently:

* Archive the entire page (see “Archive a Web Page” on page 109).

* Copy specific content to a separate outline entry using a clipping service (see “Clip Content from Other
Applications” on page 40).

* Drag a selection from NoteTaker's browser (see “Browse the Web in a Notebook” on page 104).
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Browse the Web in a Notebook

Browse the Web in your notebhook to build notebooks out of live, interactive Webh pages, and
easily copy notes directly from the Internet. Any outline entry can be a full-fledged Weh browser
where you can go to any URL, click links, watch movies, run interactive Java applets, display
RSS feeds, submit forms—just like in any other browser. Also, from within an outline you can
manage live Web content much like other notebook content. Drag pieces of Web pages to other
outline entries or notebooks. Make a PDF of any Web page. Email Web text using the Email Page
Text tool. Even include live, browsable Web pages in a NoteTaker slide show or Web notebook.

1 Choose Outline > New Web Entry to insert a new entry that has a Web link @ icon and
embedded Web browser. Then type the URL you want to visit in the browser’s address
field. You can also double-click an existing Web link’s @ icon to display the Web page
in an embedded browser.

2 Drag a text selection, picture, or link directly from the Web page to another outline
entry (in the same notebook or another one) to copy it to that entry.

Double-click aWeb link's icon to ProjectTinamou.ntx
show or hide a Web browser. Bﬁgsoeumes g
Web Sites

¢ = LR e q o
Use standard controls to type a OO0 = C? Q =8 =1
URL, reload the current page, T Home
and view the previous or next —2”—|+5—1@' - ,
Web page @ o, El €3 http:/ feww.wilsanswi 5.

Click Web page links just like in
any other Web browser m Flock

Symbol: WWIG LLI

Click a traditional orange XML:
button (or other link to an RSS
site) to display RSS feeds from
your favorite blog or news site

Click this icon or drag it to the
desktop to save the current Web
page as a PDF file

=
Analysis: |
Hide or show these controls After posting strong guarterly results and A
Jalwl

Drag this control up or down
to resize the Web view
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= 8 6 B ProjectTinamouw.
= Resources
Web Sites

EEE I

= @ © wiison's Widgets Home
@ o

s

_ -Comﬁany P.FB . B http:/ fwww.wilsonswidget
Financial Ou El El Taking Notes
Symbol: WWIG from the Web:
= Drag a picture

from any Web
page, directly to
another outline
entry or notebook

Drag from the
Analysis: edge of a text

After posting strong quarterly results al selection to copy
kproving the manufacturing process ——— the text

popular widgets. Wilson's Widgets (WW

received its third rating increase for the

year.

Analyst Report Analyst Report Drag a link to copy
hittp-/ e nrh'WI'c'E!h‘ﬂ |ts URL

WHAT ELSE?

© To browse the Web in an outline as described here, Safari 1.0 or higher must be installed on your
computer (although Safari itself doesn’'t have to be running).

To change between displaying a Web page’s contents in your notebook or just the link, double-click the @ icon
or choose View > Web Page Contents.

Block popup windows as you browse with the View > Block Pop-Up Windows command.

The PDF button in NoteTaker browser controls works just like the PDF tool in a notebook’s toolbar. See “Save
a PDF File” on page 118.

For information on creating a slide show or Web notebook, see “Give a Slide Show Presentation” on page 114
and “Publish a Web Notebook On the Internet” on page 116.

‘3:31' Power Tips:

* Email text from a live Web page! First make sure the outline entry displaying the page is selected. Then
select the text on the Web page, and click the Email Page Text tool (or choose File > Email > Page Text).

* Command-double-click an Web entry’s @ category icon (or use the Vlew > Floating command) to display
the Web page in a separate, floating window (rather than in your outline). When you close the floating
window, the Web page reappears in your outline.
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Search the Web from a Notebook

Use the Web search Field in a notebook’s toolbar to search the Web using any of your favorite
search engines—Google, Yahoo, Dictionary, and many more. Browse results in NoteTaker
itself—either within your outline, where you can save the search to run again later, or in a
separate NoteTaker window.

1 Make the Web Search Field appear in the notebook’s toolbar using NoteTaker’s
Toolbar preferences.

2 Select a search site from the field’s menu, type the word or phrase you’re looking for,

and press Return.

lype here to search the currently Appendices
selected search site Hesearch Sources

I 2wy T : ‘
Click here to choose another LI Leonardo Davi &) (= = & QE
search site I | Search 5ites f

8 .
. | @ O nip »f.._goage P—
Double-click the @ icon to collaps @ [0] B Dogpile Yle.com/search’g=Leona
results or show them again 1= Dictionary |
' Thesaurus | Advanced Search |
| @i PBritannica i Leonardo Da Vinci
{ Y Yahoo :
i Vivisimo :
Results appear in a NoteTaker leevas 0 . R1 1
Web browser—either within an | I = el B
outline entry or in a separate L! No Recent Searches
NoteTaker window (depending i Lt
on a setting in Preferences) | Leonardo daVinci - Scientist - Inventor - Artist. =
| Museum of Science. o]
| www.mos.org/leonardo/ - 8k - Cached - Similar Int
| pages
Browse to any result, all within Leonardo Home Page E
NoteTaker : Leonardo da Vinci can inspire your class! o,
WHAT ELSE?

To display results within your outline vs. in a separate window, see “Build Your Own Toolbar” on page 132.
To customize which sites appear in the Web Search Field's menu, see “Add Web Search Sites” on page 107.
For tips on browsing the Web in NoteTaker, see “Browse the Web in a Notebook” on page 104.

Perform other powerful searches using commands in the Scripts > Web Research Agents menu (choose Help
in the same menu for details). Or use NoteTaker Dashboard Widgets (OS X version10.4 or later). See
“NoteTaker Dashboard Widgets” on page 158.

‘U Set up your toolbar to perform Web searches and email results, in three easy steps: 1) Click the New
Page tool to create a new page. 2) Use the Web Search field to perform a search and display results on the
new page. 3) Email the results using the Email Page Folio tool.
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Add Web Search Sites

The Web Search Field in a notebook’s toolbar comes set up with several popular Internet search
sites, including Google, Yahoo, and more. But you can add your own search sites as well.

1 In any Web browser, go to the search site you want to add and conduct a search. Note
the resulting URL, which probably includes a long string of cryptic characters and
culminates in your search term. Keep that browser window around.

2 In NoteTaker’s Toolbar Preferences, click the + to add a search site. Enter a Title to
appear in the Web Search field. Then enter the URL Prefix by copying the URL from
the browser window, only leave out your search word (often preceded by an “=”, as
in ...term=searchword.).

3 Choose your site in any notebook’s Web search Field, and perform a search.

Entrez cross-database search /_ geRel‘-r Caf?l?grr)‘gr%?:]g!nagt ?he

; - 7 . . S
= hutp: { fwww.nebi.nlm.nih.gov/gquery/gquery.fcgiterm=amino [h) National Library of Medicine’s
Entrez search site

Click here in Toolbar
Preferences to add a new
search site

Double-click here to enter
the title for the site that you
want to appear in the Web

_ Bearchl Box Menu

Search Field
Title URL Prefix Suffix
Wivisimo  http:/ fvivisimo.com/search?query= r Double-click here and co
EEVES http: / fweb.ask.com fweb?q= W the URL It f Py
nchi.nlm.nih.gov/gquery/gquery.fcgi?terms= Fy € resurtng trom your
* search, up to but not
[Defaultiy including, the search word,
Results in: () Same Entry ) New Entry () Separate window \ as the URL Prefix
¥ If the search URL also

includes text after your

Toolbar preferences search word, double-click
here to copy it as the Suffix

WHAT ELSE?

When you conduct a search at some search sites, a URL suffix might also appear (identifying a language, for
example), which you should copy into the Suffix field in Toolbar preferences. The URL suffix is everything that
appears after your search word. For example, if the resulting URL for a search on the term “amino” is
http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?term=amino&search=Search&db=pmc, the URL
Prefix is http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?term=, and the URL Suffix is
&search=Search&db=pmc.
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Organize Web Bookmarks in the Drawer

You can browse favorite Web sites from your notebook more conveniently than using
Bookmarks or Favorites in a standard Web browser. Just place each Web link on its own page,
organizing the pages in sections, if you like. Then page through daily sites by flipping through
the sections, or open sites from the notebook’s Drawer.

1 Select the “Remember open web pages” option in NoteTaker’s Entries preferences.

2 Organize bookmarks in the Drawer by putting each link on its own notebook page,
grouping pages in sections. Double-click the link’s @ icon (or choose View > Web
Page Contents) to open each Web page within the outline, and leave them that way.

! e e e Home Projects.ntx 12 N
Coffee Break Sites . 9
Adams Blog

l—"—lﬁ' Google & _‘!}/ @ - Q »

Add each Web link
to its own page

e L]

[ Adams Blog

I Coffee Break Sites —
DOUbIe-Clle the I Contents ! a > EI B http:/ fwww.appmagic.com/ % .

@ icon to display Al )
the Web page in
the outline, so
when you go to
this notebook

v [ Coffee Break Site ™ Adams B]Og

Mundi iber-homum domus

[ My Stocks

page later, Web 1 CNN February 24, 2004
i e Sit
contentis already v ﬁ:ff:;-mf MY NEW WISHLIST

showing

[1 Appmagic &

There's a book called
[ Pemberton De v

"Being Colloquial in
Esperanto”. [ want it so
bad. How could you not?

sajig Auedwoy

Libraries

Posted by adam at 11:27
PM | Comments (0)

Browse Web links
and open them
from the Drawer

WHAT ELSE?

For details on adding Web links, see “Add Web Links to an Outline” on page 102.
For tips on browsing the Web in NoteTaker, see “Browse the Web in a Notebook” on page 104.
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Archive a Web Page

Archive a fully-intact copy of any Web page while browsing the Web in NoteTaker. This
preserves the page’s content exactly as it is now, even if the original page changes later. The
archive includes current text, pictures, links to other pages, colors and font styles, and other
linked components. Save it in a notebook, your desktop, the Dock, or the Finder. (Requires OS
X version 10.4 or later.)

* To archive the current Web page to another page in your notebook, Option-drag the
Web Archive icon in NoteTaker’s browser controls, to a page in the Drawer’s Contents
view.

* To save the Web archive to your desktop, the Dock, or another notehook window, drag
the Web Archive icon directly to any of these locations.

* To save a Web archive in the Finder, click the Web Archive icon, and in the Save panel
that opens, choose a location in the Finder, and type a name for the archive.

History [#]

[l Research Sources & [ (@ Google 100% %) Q 5 Web Archive icon
[ Archives 4
[ Research Sources 1 @O ] [o] @nmoim Bje}— - Click the icon to
. | open a panel for
Contents El archiving the
> Ecmldhood | 6 current Web page
v [ Early Years - - . in the Finder
- D NewPage || o-S1stine Chapel Ce
b @ In Florence | A April 1508, Michelangelo was summ
v [y Appendices o he was still not able to start gn the papa’
[ Research Sourt= job for him: painting twelve figures of af
[ Archi T ceiling of the Sistine Chapel. Buonarroti
[ Footnotes | as a sculptor, would now havetoperfect. . Drag the icon to
» [ Annotations - | pope had been advised to jnake this mov the desktop or
= — waorking at his court, whe did not take k Dock
Libraries [+ "And this thing they didjvith malice, to
» Wl Erin (2) i | sculpture; and since they were sure tha
it i | undertaking, would twn the pope agail
much less creditable work than Eaphae
Option-drag the iconto a -3
page in the Drawer’s &) Double-click the

Contents view) open it

Michelangelo
Buonarro...ebarchive

WHAT ELSE?

) The Web archive icon is available only if you're using OS X version 10.4 or later.

As in other browsers, you can also Control-click certain items in your notebook’s browser to save a copy of
them, such as pictures.
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Enter Your Own HTML

You can enter HTML and other Web code directly in an outline entry, then publish the result in
a Web Notebook™. Make text wrap around an image, paste in an HTML table from Excel, or add
special code needed to embed a custom Java applet or Flash file. When you create the Web
Notebook, your HTML is rendered as a fully functional Web page, in any Web browser.

1 Create a Web outline entry (choose Outline > New Web Entry, or apply the Web page
category to an existing entry).

1 Inthe Web entry, enter your HTML code. Include proper <HTML>, <HEAD>, and
<BODY> tags, as well as your content.

2 Double-click the Web entry’s @ icon to preview the HTML in the outline entry’s Web
browser.

3 Publish the notebook as a Web notebook, and upload it to the appropriate Web server,
to see your functional HTML.

Create a Web entry, or apply the—jl: @ [Q[<HTML= la
Web Page category to an T" | <HEAD=></HEAD> E
existing outline entry q: | <BODY= B
= | =p=<img src="/Users/Erin/College/Arn =
T= 1 Historyfimages/david.|pg" %
) ) i / | align="left"=Michaelangelo&rsquo;s ]
Entering proper <HTML> tags in ——mo— =% | premier work of the early1500&rsquo’s =1
an outline entry also creates a $ was without a doubt the eye-popping !
Web entry . - David</p= I
$ | </BODY=> E."
> |<HTML> 2
Choose View > Category Icons = @ [0 = la
y el [ =]
;[goiee the entry's Web page - W Michaelangelo’s 3
I i || premier work of B
. . . - | | the early1500° 3
Double-click the @ icon to preview ; wis wit}l;out a s s
your page in NoteTaker's browser 1 =
[ popping David 5
- e g]

WHAT ELSE?

For details on creating a Web notebook, see “Publish a Web Notebook On the Internet” on page 116 or
“Publish a Web Notebook Locally” on page 117.

To apply categories to an entry, see “Categorize Entries for Quick Retrieval” on page 66.
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Page Folio

Creates a new folio file
from the current page or
section

F

Excerpt a Folio

To excerpt a page or section from a notebook to share or distribute among others—such as a
schedule to share with coworkers, or recipes to send to a friend—use the Page Folio tool. This
creates a separate folio file that opens in a new notebook window. It won’t have backgrounds or
formatting from the original notebook—just the default appearance of a new notebook.

1 Open the page or section you want to excerpt as a folio.

2 Either drag the Page Folio tool to the desktop or Dock, or click the tool and save the
folio in the Finder.

Dragging the Page Folio
tool to the desktop creates
a standalone notebook
folio consisting of the
current page (or section, if
you're on a section listing)

m__cg_tgﬂm

& Blueberry muffins ..

¢ Grandma Zenn's spice cake ..
& Fluffy white cake .. -
> Cinnamon rolls and dutch cake ...
& Aunt Glad's texas sheet cake..........
© Bess Corey's feather cupcakes .......
© Boston cream pie .......cocomimeiniininen
© Custard cream filling .....c.cc.ccevceneee. 10

© Apply pandowdy ......occocicciciiniinin 11

Double-clicking the folio
opens its contents in a new
notebook window

L1 =T = T TR R o R - - §

g ssa.ppy[oq o

Anotebook foliohas an T ur o0 G
.ntf extension

WHAT ELSE?

To email a folio, use one of NoteTaker's Email tools—see the next topic for details.

To share notebook pages with people who don’t have NoteTaker, save them as a PDF. See “Save a PDF File”
on page 118.

You can also use the Page Folio tool to assemble a new notebook from pieces of other notebooks. See “Insert
Pages from Other Notebooks” on page 36.

‘3:}' See who created an excerpted folio by displaying the Creator attribute. See “Show Outline Attributes” on
page 26.
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Email an Outline, Folio, or Notebook

NoteTaker has commands for conveniently emailing notebook content, and ensuring that all
linked pictures and documents get emailed, too. Email a notebook, section, or page as a separate
file attachment, or insert text directly from an outline into the message body.

* To attach a notebook, open the notebook and choose File > Email > Notebook.

* To attach a section or page as a separate notebook folio, go to the section or page. Then Email Folio

choose File > Email > Page Folio, or click the Email Page Folio tool in your toolbar. Attaches the current
page or section to a new
Mail Compose window

* Toinsert text directly from an outline, open the page containing the outline. If you don’t
want to email the whole page, select specific text or outline entries. Then choose File > L'“"j =

Email > Page Text, or click the Email Page Text tool in the toolbar. =l

Emailing a notebook or page
folio opens a new Mail Compose
Cc: | group@wilspfiswidgets.com window and attaches a

Subject: Sr:hedy( NoteTaker folio file

= An .ntz extension marks a
.,] / compressed notebook folio
Project SandPiper.ntz {312 KB

<adam@wilsonswidgets.com>

Type any additional message

HESgT text, address the message, and
Flease review the attached schedule for Monday's rn-EEtirlg.i send it
@ O &  Schedule for Monday's meeting =]
" To: gandolffgadgets.com
Cc: Emailing page textinserts
. - selected text, or the entire
Subject: Schedule for Monday's meeting page if nothing is
selected, in the message
L. March 1 body

A. Write Requirements Document

A
A. Line up booth for trade show mail lext

Any numbermg format Inserts the current page’s

1. Tradeshow contacts i
2 Vra L= f:: nt you've applied gets outline or selection in a
// 2.Venue information inserted. too new Mail Compose
B. Complete customer survey ! window
=1

WHAT ELSE?

0 Don't email a notebook by dragging it into a mail Compose window, or linked pictures and documents will
be lost. Instead, use the File > Email > Notebook command. The Notebook (and Page Folio) commands
automatically copy linked documents or pictures into the notebook or folio getting mailed, so they can be
viewed by recipients. The Notebook command also compresses the notebook that gets mailed, tarring and
zipping it, which often reduces its size.

To email notebook pages to people who don't have NoteTaker, save your notebook as a PDF. See “Save a
PDF File” on page 118.

“3:3' Display a live Web page in your outline, then use these tools to email text from the page, or to email a
folio or notebook containing the page. See “Browse the Web in a Notebook” on page 104.
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Opens a panel for
designing and running a
slide show

—

Give a Slide Show Presentation

You can turn a NoteTaker outline into a full-screen slide show presentation just by making a few
settings in a panel. Most on-screen presentations are based on a text outline, so NoteTaker is
perfect for the task. Display a slide for each page in the notebook, or for each top-level outline
entry on a page or within a selection.

1 Build the outline in your notehook, designing the text, background, and page style.
Don’t worry about text size or position yet.

2 Click the Slide Show tool in the toolbar, or choose Tools > Slide Show > Settings. In
the panel that opens, choose options to set the scope of the slide show, show or hide
various notebook elements, position text, advance slides manually or at a time
interval, and even play sounds. For now, check the Show Slide Control Bar option, too
(even if you don’t want the control panel to show in the final presentation).

The Slide Show panel has 800 Slide Show Settings
several easy settings for _ Display Alignment
controll_léng tr?e appearance of # Backgrounds | Borders ] Center Vertically
your siide show ( [ Categories [ Controls [_| Center Horizontally
) 1 Title Area
Check here to include any
background color or image — Slide Advance —
) Manual .'3_
e‘rlmed Si{;ﬁl III||||III"IIIIIIIIIIQl.‘iIEIkllyr
5
Position content 7
_ Effects
Transition By: () Switching () Flipping ® Fading
[ 1 LI 1 1 LI} 1 LI 1 1 V 1 1 1 1
Slowly 6 frames Quickly
1 Play Sound: [
Select exactly what notebook
content to include - Scope
) Entire Notebook (One slide per page)
Check this option if you’re g Current Page _ (One sI!de per top level entrv].
running the show manua"y or _J Current Selection (One slide per top level selection)

to design slides while looking

at them W Show Slide Control Bar Start Slide Show

3 Click Start Slide Show in the panel. To enlarge text, click the up arrow in the control
bar. To try different settings, click the S button in the control bar, which opens the
Settings panel. To stop the show and tweak any other part of the original design,
double-click anywhere, or click X in the control bar. When everything looks good,
you can close the control bar for the final presentation.
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115

860 Slide Show Settings

Campus and Facilities

_ Display Alignment
A r |,e C ™ Backgrounds | Borders ] Center Vertically
% chl 'ure ] Categories [ Controls ] Center Horizontally

| Title Area

Occupancy and lCc:paci Click arrows to scale text

_Slide Advance
O Manual
® Timed

_ Effects
Transition By: () Switthing | Flipping @ Fading

Slowly 5 Quickly

Opens the Settings panel

Slowly € frames Quickly

‘8 @@@@@ @@ ®| ! Play Sound:

O Entire Notebook (Qhe slid§ per page)
e Current Page (Qne slidg per top level entry)
O Current Selection (e slidg per top level selection)

Stop Slide Show ‘

Make settings while
viewing slides

Double-click in the slide to
stop the show, or click X in
the control bar

E Show Slide Control Bar

Closes the control bar

WHAT ELSE?

Include live, browsable Web pages, Flash animations or controls, and even Java applets in your slide show.
Just display or add this content to your outline, and include the outline page in your slide show. For details,
see:

*  “Browse the Web in a Notebook” on page 104

* ‘“Insert Flash Animations and Controls” on page 48

* “Add Java Applet Plug-ins” on page 49

You can also start a slide show using commands in the Tools > Slide Show menu.

To design your notebook before turning it into a slide show, see “Designing Your Notebook” on page 57.

‘3:3)' To display the control bar during an automated slide show so you can pause the show, press Command-
0 (this chooses the Tools > Slide Show > Slide Show Control Bar command).
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Publish a Web Notebook On the Internet

Turn your notebook into to a fully operational Web site that looks and behaves just like a
NoteTaker notebook. The site can include the notebook cover, colors, images, QuickTime and
sound files, links to other sites, and even embedded Web pages, Flash animations, or Java
applets. If you have a .MAC account or other Web hosting service, publish your NoteTaker Web
Notebook™ on the Internet. It all takes less than five minutes!

1 Open the notebook you want to convert and choose File > Web Notebook > Create. In
the panel that opens, name and save your site. Save it either as a Web-ready .ntweb
file package (if you're using a .MAC account), or a folder containing plain text files
(optional, if you’re using another Web host).

2 Ifyou’re using a .MAC account, drag the .ntweb file package to the Sites folder on
your iDisk or any folder in Sites. The URL to your site will then be:

http:// YourHomePage.mac.con/ YourUserName/ WebnotebookName.
If you’re using another Web host, upload the file package or folder of plain text files

to the appropriate folder on your host’s server. The URL to your site will be the path
to that folder.

Use the same name as the

Create Web Notebook

original notebook file (so ' \\
you can easily update the N — ,
Web Notebook later) Save as: .Costa_RlcaTrlp |

Where: | /@ helen I-%-i B
Makes_the notebook cover — — () Plain Folder ¥ File Package (.ntweb)
your site’s home page \g Ring Binding [ Revision Date

Cover Page ¥ | NoteTaker Badge

EShcw all image U}Ka?inline images
Places a “Powered by
f E._h“_.g

NoteTaker” logo on the (_cancel )
cover/home page

WHAT ELSE?

To preview a Web Notebook before uploading, double-click the .ntweb file in the Finder. Or if you saved the
site in a plain folder, double-click the Index.html file in the folder.

To edit a Web Notebook, open the original notebook in NoteTaker, make your changes, and choose either
Update, or Update Current Page from the File > Web Notebook menu—see “File Menu” on page 142 for
details. Note that if you save as Plain Folder, the resulting HTML files aren’t standard HTML you can edit—
use one of the Update commands, instead.

To display images external to the original notebook that reside on the Web, add a text link to each image in
the source notebook. Then check the “Show all image URLs as inline images” option when creating the Web
Notebook, and the images will display instead of the links.

Tailor layouts or other aspects of the published site by adding your own HTML to the notebook, before
publishing it on the Web. See “Enter Your Own HTML" on page 110.
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Publish a Web Notebook Locally

It’s also easy to publish your site on a personal Web server to share on your home LAN or small
office network. It just takes a moment, as all required personal Web sharing software (Apache
server) is already installed on your OS X system.

1 Open the notebook you want to convert and choose File > Web Notebook > Create. In
the panel that opens, name and save your site as a .ntweb Web-ready file package.

2 Open Apple’s System Preferences, select Sharing preferences (under Internet &
Network) and make sure Personal Web Sharing is selected so it's On. At the bottom
of this same panel, note and write down your machine's Network IP address. For
machines on a home or small network, this number is typically in the range of
10.0.1.X or some form of this subnet range.

3 Open your Web browser and enter the following address in its URL field.
hitp://localhost/~username/NoteTaker/

where usernameis the Short Name format listed in your Apple Accounts preferences.
Type the address exactly, including the ~ in front of the username, and all /
characters.

4 Ifyou entered the correct address above, you should see an index of your NoteTaker
Web sites. All NoteTaker sites created on your local machine are listed in this
directory unless you move or delete them. Locate the site you just created and
double-click it to open it in your browser.

5 To have other people on your local network access the site, give them this URL to add
to their favorites:

http://yourlPaddress/~ username/NoteTaker/ YourSiteName.ntweb/

where yourlPaddressis the IP address you noted in step 2.

WHAT ELSE?

For more information about setting up a personal Web sites, see “Hosting a Web site on your computer” in
the Finder’s online help.
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PDF File

Saves the current page
as a PDF file

53
5

Save a PDF File

Share notebooks with people who don’t have NoteTaker or even a Macintosh computer by
saving one or more pages as a PDF file. Anyone on any kind of computer who has a standard
PDF reader (such as Preview or Acrobat Reader) can open your PDF and page through notebook
content just like any other document.

* To save just the current page as a PDF file and have it look just like it does in the
notebook, click the PDF tool in the toolbar. In the panel that opens, save the PDF in the
Finder. Or just drag the PDF File tool to the desktop or Finder.

* To save a range of pages or the entire notebook as a PDF, or to have more control over
exactly which entries and notebook page elements are included, use the PDF button on
the Print panel.

Clicking the PDF File tool
opens a panel for saving
the current page as a
PDF file

PlotPlan

135 Escondido Place N
Building Codes

RS EER

1 Outdoor Deck
1.1 Deck railing
1.1.1 Required where distance to ground

Or just drag the tool to
the desktop, Dock, or
Finder

>3ft
Colors, images, page 1.1.2 Gaps not to exceed 4 inches
styles, and other {impartant!)
formatting will appear in 1.2 Hot tub

the PDF just as on the

- 2 “"“gave 'hdge Hs POR
original page —

Save as: Building Codes

= &
Where: ' [ Notebooks .] @

I{Cancel) { Save )

WHAT ELSE?

Make settings in the Print panel just as when printing (see “Print Notebook Pages” on page 119).

Place the PDF File tool in your toolbar using NoteTaker's Toolbar preferences. See“Build Your Own Toolbar
on page 132.

You can also save a Web page as a PDF file. See “Browse the Web in a Notebook” on page 104.

”
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Print Notebook Pages

NoteTaker has several options for printing notebook pages exactly as you want. You can make
pages look just like your notebook, print only text on a blank page, or do something in between.
You can select whether to print all entries, only visible ones, or those that are selected or
highlighted. Use the Page Setup and Print panels as with any other OS X application to choose
page orientation and size, the number of copies, a page range, and so on. Then in each panel,
check out the NoteTaker-specific settings.

* To set the margins for your printed page, choose File > Page Setup, and display the
NoteTaker settings in the Page Setup panel.

* To set what page elements and scope of entries to print, choose File > Print or click the
Print tool in the toolbar. Then display the NoteTaker settings in the Print panel.

Opens a panel for
printing a notebook.

Page Setup ﬁ

P Display NoteTaker settings
Settings: | NoteTaker” =¥ in the Page Setup panel to
: - set page margins of your
Margins printed pages
’7Top: 0.75 Bottom: 0.75 Left: 0.75  Right: 0.75
Display NoteTaker settings
o . in the Print panel to
@ (Cancel ) 0K choose which outline
entries and page elements
to print, and whether to
'/ print the notebook cover
" NoteTaker I-H—

) Entries ) J{)ptions ) ) ) )
@ Al O visible ™ Backgrounds ¥ Borders Prints all entries, even if
O'selected O Highlighted ™ Page Numbers ™ Controls they're currently collapsed

O Cover (and therefore hidden) on

the notebook page

WHAT ELSE?

If you're printing the entire notebook and want to see exactly what will print, first choose Expand Notebook

or Expand Page from the Outline menu to see all your outline entries. Opens Print panel with

To see exactly what the page will look like before printing, click Preview in the Print panel. ;Saggz-esemp”mmem
‘i::r’ If you're printing just one page, such as your To Do list or a summary page of highlighted entries, use the it
File > Print Page command (or the Print Current Page tool). NoteTaker opens the Print panel with the scope -

already set to the current page.
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Password Protect a Notebook

If you share your computer or are on a network where others can access your notebooks,
password-protect notebooks you don’t want people to see. To open a protected notebook, you’ll
have to type the password.

@ Don’t forget your password—you can’t open a protected notebook without it. To make sure
you remember it, type a hint that you’ll be sure to know, but no one else.

* To create a password for a notehook, open the notehook, choose File > Password, type
(and re-type) a new password, make other optional settings, and click Set.

* To change a password or settings, choose File > Password, type the current password in
the “Old password” field (so NoteTaker knows it’s really you). Then type (and re-type)
a new password, or change other settings.

* Toremove a password, choose File > Password, type the current password, then delete
all text from the “New password” and “Re-type new password” fields.

Type here only if the "\ Set Password

notebook already has a

password. Leave blank Please enter a'new password for notebook
y Diary

Old password: :

to add a password for
the first time

Type anew _pas_sword New password: ssssssnsnns
twice, entering it exactly é
the same each time. Re-type new password: |sessssseess
Note that uppercase

“GarageAttic” is different

“ 1~ l
than “garageattic Require password when uncovering the notebook
(
[ Cancel ) m

Check this option,

Password hint {optional): childhood fort Iocatlan|

cover the notebook Choose a passward that is easy to remember. You will not| be able to access
when unattended your notebook without it. Passwords are case sensitive. The password
’ v -
) prevents someone else from opening your notebook in NofeTaker, It does not
and passerbys cant encrypt or guarantee in any way the security of your data.

uncover the
notebook without
the password

The hint appears when anyone tries
to access the notebook with the
wrong password

WHAT ELSE?

To cover or uncover a notebook, use the Window > Cover command or the Cover tool.

I Password protection only prevents people from opening a notebook in NoteTaker. It doesn’t encrypt data
or prevent people from viewing the notebook’s file package contents in the Finder, then accessing text from
page files or copying attachments. Protection also applies only to the original notebook you protect, or to
copies of that notebook, such as backup copies NoteTaker makes automatically or that you make using the
Save To or Save As command. It doesn't apply to a Web Notebook or folio you create from the notebook.
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Chapter Eleven - Personal Preferences

Set File Management Preferences

Use the General Preferences to tell NoteTaker exactly what to open when you start it from the
Finder or the Dock, and how to perform general housekeeping tasks, like automatically saving
changes to notebooks while you’re working in them, saving backup copies of notebooks, and
compacting their indexes to keep notebook files from getting too big.

Uncheck so enn MoteTaker Preferences

NoteTaker
doesn't open a m Window| Entries | Format | Keys | Drawer |T{mlbar
new notebook Launch

each time you E Show splash screen E Include AppleScript menu AUtomatlca”y

start it —# Create new notebook | Reapen previcusly open notebooks C%mpa(:t |rt1)de>|((es
Natify me of updates when notebooks

are closed or

Backup S saved...
Make sure you —/ ™ Autosave every () 5 ) 15 30 minutes
always have '_| Prompt for filename in Autosave if needed
the latest ™ Retain backup files
version of E Backup to: stersferin.l'DacunwteTaker
NoteTaker Clipping Services ———— Setit to Always

and compaction
always occurs on
close or save

| Show destination notebook
Prefix: () None )

) App & URL
E Timestam,

Compact Index

() Manually alt}n Close {}/Dn Save |' — . The closer it's set
Type af neV;/l # Show progress panel Always Rarely —— to Rarely, the
name for all your T Coents Page bigger a notebook
notebooks e must get before
Contents page Title: Contents it's compacted

WHAT ELSE?

For details about the Backup settings, see “Save and Back Up (Archive) Notebook Files” on page 15.

To compact indexes yourself and not have it happen automatically, select Manually under the Compact Index
settings, and compact a notebook’s index with the Tools > Compact Index command. Also use this command
if for any reason the Index should become damaged.
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Customize Clipping Services

If you use clipping services to clip text from other applications into your notebooks, use
NoteTaker’s General Preferences to specify how to identify each clipping’s source. You can also
have the destination notebook open and come to the front when you clip to it.

Automatically een NoteTaker Preferences
opens a Window | Entries | Format | Keys | Drawer | Toolbar
notebook
page whenyou Clipping Services ——— Check Annotate
cliptoit — | Show destination notebook when clipping Annotate | to have a tra,y
Prefix: () None () Source App () Sodirce URL open for typing
@ App& URL () URLelse App  (Sfifari, NoteTaker, your own clipping
™ Timestamp ¥, or Gennil¥eb) annotation
Choose a Prefix 0O Clip to notebook...
option... - ; [
This Quarter = —[1Michelangelo Report
_— iy
to set what  Clippings >/,
information 5 L o
appears before ( afr
clippings you
insert from now (_Cancel /)  Open )
on Z
Pping Annotation: The date/time a
Use this in the Florence chapter clipping is made
appears if you
/_ check the
B Timestamp box
3= B Use Whis in the Florence chapter
Clipped from Safari (http://
www. famousquotes, org/michelangelo/:) Tuesday,
September 27, 2005 3:28:16 FM:
David
Gigantic marble, started in 1501 and
completed in 1504 !
WHAT ELSE?

To find out more about clipping services, see “Clip Content from Other Applications” on page 40.
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Customize Look and Feel

Prefer chrome over aqua? Want to reorient the tabs or get rid of them altogether? Maybe you like
conventional window borders without ring bindings, more subtle page turning animation,
smaller title bar buttons, or different looking controls. Check out Window preferences.

Try new Window settings ﬁ ) ) NoteTaker Preferances

o -
to see what they look like! \Q&neral Entries | Farmat | Keys | Drawer |Too|bar

N Appearance
Window Style:  (*) Chrome () Aqua

Drawer Style®: o

Window Border*: (*) Normal () Borderless

Tab Orientation applies
only to new notebooks

Chrome ; Agua

_Other S_ettings kick in \ Window Buttons: () Normal  (*) Small
immediately or when you Page Binding: O rings  (*) None
next open any notebook Tab Orientation™*: (* Bottom () Right | Hidden
Control lcons: '? ® @ 0 @
— s _—

) Width*: 300 /-leight*: 300 “New windows anly
Click to check out new **New natebooks anly
looks for outline controls e e s

@ Fip O Fade ) switch (%)
R R
Keep NoteTaker menus _ Other
around when viewing {_| Show menu in Full Screen
notebooks in full-screen Double-click page title area: (*) Full Screen Mode () Minimize
mode 0 Untitled 4

lllIIMiﬁiW

No page binding rings / Secnon

Chrome window style

Small window buttons

Custom control look

Bottom tab orientation \

N

Normal window border wlﬂew Section | %

WHAT ELSE?

To set tab orientation just for a single notebook, use commands in the Format > Tabs menu.

‘U Display a window in full-screen mode by double-clicking in the page-title area or choosing Window > Full
Screen. Or, set “Double-click page title area” to Minimize so double-clicking in the title area minimizes the
window, and Option-double-click to toggle the window in and out of full-screen mode
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Choose Default Fonts

You can choose default fonts that apply to all notebooks, using NoteTaker’s Format preferences.
Set the font of text in outline entries, covers, the page-title area, on the Contents, in section
listings, and even on tabs.

* To open font preferences, choose Preferences from the NoteTaker menu, and click the

Format tab.

Choose Global to have subsequent o0
font settings apply to all notebooks

NofeTaker Preferences

|General |Window | Entrjes I-Furrnat | Keys | Drawer |TO0Ibar ‘

Select what you want to format

globally, and click Change Font to
Default Fonts

set its font
g Cowver " Global |_3.]
Title ” "
Cover Applies to cover titles whose O subtitle Helvetica-Oblique 16.0
font you haven't specified for a single O Tab
notebook Q MNumbering
\/ Entry (New entries only)

Title Applies to text in page-title
areas, and section names on the
Contents

Subtitle Applies to page names on
the Contents and in section listings

Tab Applies to notebook tabs

Numbering Sets the font of any
Entry Numbering format you apply

Entry Applies to new outline entries
on regular outline pages, but not to
existing entries

WHAT ELSE?

To make these same font settings just for a single notebook, or to set the font of specific text in an outline,
see “Format Text in an Entire Notebook” on page 59 and “Format Text in Outline Entries” on page 58.
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Customize Outline Editing and Links

Perhaps you wish that pressing Return always started a new outline entry, that you could type
your own names for document links, or open them with a single- rather than double-click.
There are a lot of useful settings like these in the Entries preferences.

Unchecking displays neweﬁ 8nn NoteTaker Preferences

outline entries in single-in
mode

In either multi- or single-line
mode, pressing Return:

While editing an outline entry,
pressing Tab always:

Uncheck to type URLs without

making them Web links

Applies to text, document,

E_Qneral Window EHE Format| Keys |Drawer |Toolbar
\\Editing

Make all new entries multi-line
| Hide selection rectangle while editing
Return Key in Multi-line Mode: () Adds line %) Adds entry

Single—Limil-dy‘a Adds line ? Adds entry
Adds a new line in the entry Adds a new entry

(Command-Return adds an entry) (Shift-Return adds a line)

Indents Goes to a tab stop, whether
the entry... or not the ruler is showing

Tab key: ) Indents the entry () Inserts a tab
Always insert a tab when the ruler is visible

...unless this option is checked, in which case
it goes to a tab stop when the ruler is showing

\yyperlinks

‘ E Automatic URL recognition

and text URL links

| Open links with: () 1-Click (*) 2-click (_) Option-Click

/@ Default Web Brﬂwser/‘?/ NoteTaker

Applies to text URL links

WHAT ELSE?

For the whole scoop on typing outline entries, adding links, and browsing Web URLs, see:
e “Add Outline Entries to a Page” on page 23

*  “View One-Line Summaries” on page 25

® “Create Hyperlinks to Other Pages” on page 32

*  “Browse the Web in a Notebook” on page 104
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Customize Outline Display

Tailor aspects of how URLs, documents, and images are displayed in outline entries, and
whether Web entries display open Web pages or just the Web link, when you open a notebook.
Use the Display settings in NoteTaker’s Entries preferences.

eeon NoteTaker Preferences

General | Window Format | Keys | Drawer |TO0Ibar|

Some Web pages have titles
NoteTaker can insert for URLs
you drag from a Web browser

Uncheck to display PDFs as
icons instead of full-size
images

V! Display page title if possible for dragged-in URLs
E/w,(ﬁplay file name of inserted documents
V! Display single-page PDF file contents

¥ Remember open web pages Leaves Web browsers open

Image thumbnail size: -—b 32x32 in Web outline entries, after

you close and reopen
notebooks

Applies to pictures in single-
line mode entries, which are
reduced to this size until you
switch the entry to multi-line
mode

WHAT ELSE?

For details on adding pictures and displaying Web browsers in outline entries, see:
* “Add Pictures and PDF Images” on page 46
*  “Browse the Web in a Notebook” on page 104
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Design Default Page Styles

Got a favorite page style or background image? Maybe you like wider line spacing or more space
between outline entries. Make settings like these for all your notebooks using NoteTaker’s
Format preferences.

These settings apply to pages ~
in all notebooks, except pages 806c¢C NoteTaker Preferences
that you add an image or color | General | Window | Entries m Keys | Drawer | Toolbar |

to directly, or that you format
using the Format menu:

Set a default background color

for all pages Default Page Stk Default Cover Style

) . ) Image: | lor: | Image: | Color: | N
Or drag in a picture file AT Reiet | Reser
(replaces background color Image Styl oImage ¥ Image Style: " Cover )

with picture) /age Style: | Plain : Title Pos: High ¥

. Line Spacing: = j—— 3 | Title Color: EI
Positions or removes any ——— / ntry Spacing:(——— 1
default background picture / @00 Untitled

fault Section Page Style

Contents
Title Background: )|
Increase line spacing in all Reset -
outline entries LI for Google )|

S New Section

Increase the space

between outline entries /
Choose a background color for

the page-title area on all section

and Contents pages

WHAT ELSE?

To make these settings just for an individual page or notebook, see “Designing Your Notebook” on page 57.

To revert to the background color NoteTaker originally chose for the default page style or section page style,
click Reset underneath the appropriate color box.

To remove a default background image, choose No Image from the Page Style list.
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Design Default Cover Styles

Redesign your notebooks’ default cover using NoteTaker’s Format preferences.

8e6o

MNoteTaker Preferences

| General |Window | Entries w Keys | Drawer |TO0Ibar |

Default Page Style

Default Cover Style /

—
Image: Color:

Resat

Image Style: Mo Image  »
Page Style: | Plain =

-

Line Spacing: .-O—- 3

Entry Spacing:{ y——— 1

Default Section Page Style

Title Background: [ ]

Reset

WHAT ELSE?

Image: Ei( Color: Iil

Resat

Image Style: Cowver
Title Pos: High -

Title Color:

These settings apply to covers
in all notebooks except any you
add an image or color to
directly, or that you format
using the Format menu

Set a default background color
(remove the background
picture for the color to apply)

Or drag in a picture file
(replaces background color
with picture)

Positions or removes any
default cover image

Positions or hides cover text
titles

Set the default title color

To make these settings just for an individual page or notebook, see “Designing Your Notebook” on page 57.
To revert to the default background color NoteTaker originally chose for the cover, click Reset underneath the

appropriate color box.

To remove a default background image so the background color applies, choose No Image from the Image
Style list. To instead revert to NoteTaker’s default cover image, choose Default from the Image Style list.

Using NoteTaker, version 1.9



Chapter Eleven - Personal Preferences

Set Up Your Drawer

If you don’t typically use a particular view in the Drawer, or if you prefer more width for
expanding Contents, customize how the Drawer appears in your notebooks using NoteTaker’s
Drawer preferences.

860 NoteTaker Preferences

Uncheck any view you don't want to General |Wlnduw | Entries | Format | Keys W
see (applies only the first time you
open the Drawer in a notebook)

\_ Configuration

N
i} History M:ve
-
Change their order M Libraries /nﬁn

See longer names in the Drawer by M Show Icons
not showing icons, or making the \ | Open drawer in new notebooks

Drawer wider )
Default content width: 170

Preferred side: (@ Left )'2' Right*
Open the Drawer to the right side of

notebook windows (onIy if you “Tabs must be hidden or on bottem
reorient or hide notebook tabs)

WHAT ELSE?

To reorient or hide tabs so you can open the Drawer to the right, use Window Preferences.

For details on showing, hiding, and resizing views in an individual notebook, see “Navigate Contents & History
from the Drawer” on page 28.

Using NoteTaker, version 1.9



Chapter Eleven - Personal Preferences

Tailor Your To Do Lists

Use Preferences to visually cross out completed tasks in all your notebooks’ To Do sections, to
tidy up notebooks hy automatically deleting old To Do pages, and to choose whether to sort tasks
on new To Do pages by priority.

© If you turn on the option to automatically delete old To Do pages, any notebook you
subsequently open will have its old To Do pages deleted permanently, according to the criteria
you specify. They can’t be retrieved. Before turning on this option, you might want to make
backup copies of any To Do lists you want to archive.

een MoteTaker Preferences
I General |Wind-::|-w | Entries m Keys | Drawer |TO0Ihar | Check this option in
Format Preferences...
Default Section Page Style To péntries
Title Background: = E’Strike—uut checked items
[Reset | Date/Time stamp And completed To Do
() Long O Short ¥ Time tasks in all your
notebooks’ To Do
To Do ™ sections are crossed
Tuesday, June 17, 2003 out, as well as checked

off (OS X 10.3 only)

O © Shop for Helen's birthday

# O CallAdan's schooladvisor

¥ O Make Gosta Rica plane reservations
O O Fix broken step on the deck

® O Bum Nigel's CD

O O Schedule house painter

FT=x

AR

E1500) [SIUAIU0D

-

Check this option in
Entries Preferences...

And type a number of
days to permanently
NogreTaker Preferences delete all To Do pages
that are any older.

Be careful: This

General | Window Format | Keys | Drawer |T-::|-n|har|

/ applies automatically
To Do / to any notebook you
S}At new To Do pages by priority / subsequently open or
Automatically delete To Do pages 30 or more days old create, and it can't be
: undone!
WHAT ELSE?

For details on To Do lists, see “Keep a To Do List” on page 86 and “Organize To Do Tasks” on page 88.

‘1_;’ You can also cross out To Do tasks by applying the Text Strikethrough style in the Font panel (OS X version
10.3 or later).

Using NoteTaker, version 1.9



Chapter Eleven - Personal Preferences

Build Your Own Toolbar

Choose from as many as 25 tools to place in your notebooks’ toolbar and arrange them in any

Opens the NoteTaker order you want, adjusting the spacing between them, say, to fit more icons in view, as well as

Preferences panel the size of pop-up menus. There’s even a tool for Preferences itself, so you can easily change
ﬂ your personal settings for different projects. Do all this using NoteTaker’s Toolbar preferences.

Drag to change spacing 8o

. MNoteTaker Preferences
between icons on the toolbar

General |Wlndaw| Entries | Format | Ns | Drawer w
N\

Check a tool to include it on———— ' - ST
the toolbar N Tool size -
1 Colors _ me lcon Spacing

. W i - Up Show toolbar in

Reorders the selected tool in Show Frevious Page 4 new notebooks

the toolbar ¥ Show MNext Page - |~}

T Web Search Field 140/ Down

™ word Count "

] Motebook Drawer - r

Double-click here to type a new
width for tools that are pop-up _ Search Box Menu
menus (also includes the Zoom

and Templates tools) Title URL Prefix Suffix
P Coogle http:{ /www.google.com/search?g= w

Dogpile http:/ /www.dogpile.com/info.dogpl/search/
Dictionary http://dictionary.reference.com/search?g= 12

Add or remove search sites Thesaurus http://thesaurus.reference.com/search?q= -

available from the Web Search rr—y

Field menu Results |r|/O Same Entry %) New Entry () Separate window

Select where to show results of /

searches using the Web Search—————

Field
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A Designer’s toolbar has tools for
applying fonts and colors, designing
covers and slide shows, outputting PDF,
and emailing folios

OO0 Cex ™ Aa 7 ) P B = (7, 6

A Writer or Student also has text and
email tools handy, plus tools for Page
Marks, highlighting & summarizing, and
opening the Tools panel for Categories
and Sorting

O00Q & faa =l &>

A Project Manager has her templates
handy, plus a time stamp, voice memo,
Tools panel, and of course Page Mark
and email tools

[ ]! Templates = Q ER I;hJj == E ﬁ C‘"‘l

WHAT ELSE?

To find out more about each tool, see “Toolbar Icons and Menus” on page 152.

For details on using the Search Box Menu settings to add a search site to your notebooks’ Web Search Field,
see “Add Web Search Sites” on page 107.
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Define Keyboard Shortcuts

Now more NoteTaker commands than ever have shortcuts for choosing the command by typing.
If you use a particular command frequently that either doesn’t have a keyboard shortcut, or has
one that’s hard to type, give it the shortcut you want using NoteTaker’s Keys Preferences.

1 Inthe Keys preferences, find the command whose keyboard shortcut you want to
change, double-click in the Key Equivalent column, and enter the new sequence —
just exactly the way you want to type it when you choose the command.

2 Restart NoteTaker to put the new shortcut into effect.

Pressing this key combination (here,

| Highlight & Summarize... %M

Control-Option-G) chooses the
command

Double-click a shortcut to change it

Type a space to remove the shortcut, or
type a new command sequence to change
it. If a sequence is in use, NoteTaker asks

N
MNext Highlighted ARG
Previous Highlighted ~%D

Summarize Highlighted
Unhighlight All O8BU

NoteTaker Preferences

General |_Wlndow | Entries | Format m Drawer |Too|har

Double-click a Key Eguivalent, then type a new key combination.
Type a space to clear an existing key equivalent, or ESC to abort.
—

if you want to use it here, instead

Add shortcuts for NoteTaker services that
appear in other applications. Use only the
Command and/or Shift keys, and don’'t

choose a combination already used by

Menu Item | Key Equivalent
¥ Highlight & Summari a

Highlight & Summari2e... 3 M

Next Highlighted ARG

Previous Highlighted ~HD

Unhighlight All U U
¥ NoteTaker Services

other applications

Create Clipping Service for "C :
Remove Search Service for "D v

[ Set All To Defau It) l: Default )

Reverts all NoteTaker commands to their
original Key shortcuts

[Reverts orily the selected command to'its
original shortcut

WHAT ELSE?

t use Control or
ssignments, and take

Key assignments to MoteTaker Services should
Option or conflict with other applications” ke
effect immediately.

MoteTaker must be restarted for other nges to take effect.

"v’ For help interpreting keyboard shortcuts (if you're not familiar with the symbol shown in the menu):
® Look up an individual NoteTaker command in “Menus and Commands” on page 142.
* Find out which keys each symbol represents by looking up “keyboard shortcuts” in the Finder’s Help.
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Chapter Twelve - Special Keys & Hidden Shortcuts

Show/Hide the Toolbar

Click the top border of the toolbar, where it joins the page-title the David

area, to show or hide the toolbar (the cursor changes to a wrench). = =
Q@ =@

Double-Clicking Toggles

Double-click in the page-title area to display the notebook window in full-screen mode, or return it to its
previous size.

Or set NoteTaker's Window Preferences so double-clicking in the page-title area minimizes the window,
instead (see p. 124).

Option-double-click in the page-title area toggles the window in and out of full-screen mode, no matter
what your Preferences setting.

Double-click:
e At the left of an outline entry’s control to flag it with a check mark, or remove the mark | (& ).

* Web entry @ category icon to toggle between showing a Web page or Web link (see p. 104), or a Web
page and HTML (see p. 110).

* Flash &g category icon to show or collapse a Flash animation (see p. 48).
e Java <= category icon to show or collapse a Java applet (see p. 49).

¢ MultiHine icon =] (or column where the icon would appear) to switch an entry between multi- and single-
line mode (see p. 25).

Press Esc to toggle all selected outline entries between single- and multiline mode, whether or not the multi-
line column is showing.

Command-double-click an entry’s Java =& or Web entry @ icon to open the entry in a separate
floating window.

Option-Dragging Attaches Documents

A plus sign when you Option-drag a document l
means it's being attached to your notebook, &} mﬂP| = map ipg
rather than linked i&ﬁ =

Option-drag documents from the Finder to attach them to your notebook, so they are part of the
notebook, not just linked to it. That way, all attachments stay with the notebook if you email it, back it up to
a remote location, or transfer it to a different server. (The notebook file itself, however, will be bigger.)

Option-drag text files, spreadsheets, pictures, Flash animations, PDF documents, and any other document
types to your notebook.

‘b’ Tips:

e Transfer or remotely back-up a notebook with linked documents and pictures (rather than attached ones)
using the File > Save To command (see p. 17).

* Option-drag several picture files from the Finder to a section listing, to display each picture on its own new
page, attaching them to the document.
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Option-Dragging Copies Selections

A plus sign when you Option-drag means the
selection is being copied, not moved

E."J {United flight# 2435
-depans SF: Fam

Option-drag selected outline entries:
¢ Within the same page, to copy them.
* To another notebook window, to copy them to a page in that notebook.

* Over notebook tabs and page links to spring them open and copy the selection to another page in the
same notebook (see p. 34).

® Qver any page in the Drawer’s Contents or Libraries view, to copy the entries to that page.

Use any method above to also Option-drag:

¢ Text selection or picture from a Web page displayed in a Web outline entry—drag text from the edge of
the selection (see p. 104).

*  Web archive icon |£#| from a Web outline entry, to archive the current Web page (see p. 109).

Option-drag an outline entry's control to the Desktop to make a text clipping of text in the entry (and in
any of its subentries).

Control-Clicking Opens Contextual Menus

Control-clicking some items opens a mashed potatoes
convenient pop-up menu, with commands for Notes £ 1B [ Prove ioan d M
acting on that item Inventory

NoteTaker b- —

Other | =
Control-Click Opens a Menu with Commands for
Notebook tab Navigating to pages in that section

Restoring the default tab color

PDF document icon Resizing the icon
Picture Resizing the picture

To the left of an outline entry’s control ( & ) Assigning or removing a category
or in the Category column, if it's showing

In the Libraries View Adding and removing libraries

Selection in another application Choosing a NoteTaker search or clipping service
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Option-Pointing Shows X-Ray Info Box™

Hold down the Option key while pointing B L [
or hovering over various items in a e lgf
notebook, to display more information, & © Tradeshow contacts =
in a NoteTaker X-Ray Info Box™
Option-Point at Shows Option-Shift-Point Shows
Hyperlink icon ¢y Source of the link
Text hyperlink Source of the link
URL hyperlink The link's URL
Picture, or document icon Location of picture or document file, in
the Finder
Any entry in the Drawer Location of notebook, section, or
page, in the Finder
Page in Libraries View Location of page, in the Finder First outline entry on the
page
Text annotation link First few lines of the annotation Entire annotation
Index link First few lines of the link's destination Entire content of destination
entry entry
Voice annotation icon Plays the voice annotation

Special Keys Help with Outline Editing

Command-Return within an entry (while you're editing it) starts a new entry.
(Return can also add a new entry while editing, depending on your Entries Preferences.)

Shift-Return within an entry (while you're editing it) adds a new line in the entry.
(Return can also add a new entry while editing, depending on your Entries Preferences.)

Control-Return on an entry adds an outline entry below the current entry, and indents it. This works whether
you're editing the entry or have just selected its control.

Command-Enter on an entry inserts a new entry above it, whether or not you're currently editing the entry.
Shift-Return on a selected entry (while you're not editing it) also inserts a new entry above it.
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Command Key Imports & Helps Navigate

An Mg cursor when you Command-drag a page
or document means you're importing its contents
into your notebook, rather than inserting a page

mark or document link

Command-drag to import:

* A page or section from the Drawer
* Atext document from the Finder

© 7 Back on EGrth.ilf oocveivsresisssssssssansansens

S R T T E—

3 My Response.rtf
NI Y por

Command-click a notebook tab to jump to the first page in that tab’s section.

Fine Tune the Tab Key

How the Tab key works on the currently selected outline entry can depend on whether you're editing the entry
(you clicked inside it), whether the ruler is showing, and your Entries Preference settings. You have three

choices:

Tab Key Action in Current
Outline Entry

Tab Key Settings in NoteTaker’s Entries Preferences

Inserts a tab if you're editing the
entry (you clicked inside it).
Otherwise, indents the entry

Tab key: _ Indents the entry ®) Inserts a tab
[ | Always insert a tab when the ruler is visible

Inserts a tab only if you're editing
the entry and the ruler is showing.
Otherwise, indents the entry

Tab key: ) Indents the entry _ Inserts a tab
W Always insert a tab when the ruler is visible

Always indents the entry; never
inserts a tab

Tab key: ™ Indents the entry ) Inserts a tah
[ Always insert a tab when the ruler is visible
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Menus and Commands

NoteTaker Menu

About NoteTaker Opens a panel that shows
product version number, copyright notice, license
and contact information.

Preferences Opens the Preferences panel for
setting all kinds of options that control the look, feel,
and operation of just about everything in your
notebooks. See “Personal Preferences” on page
121. (Ctrl-Option-Cmd-P)

Licensing Opens NoteTaker's License Manager
panel.

Services Lists the currently “loaded” set of OS X
application services, which are dynamically loaded
and updated by individual OS X applications.

Hide NoteTaker Hides all open NoteTaker
windows. (Cmd-H)

Hide Others Hides all open windows on your
desktop except those belonging to NoteTaker.
(Option-Cmd-H)

Show All Restores and displays any hidden
windows, including those belonging to NoteTaker.

Quit NoteTaker Quits the NoteTaker application
and, if necessary, asks if you want to save any
outstanding changes to your notebooks. (Cmd-Q)

File Menu

New Opens a new, untitled notebook file. (Cmd-N)

New As Opens a new notebook file and then
immediately opens the Save panel so you can name
the new notebook right away. (Shift-Cmd-N)

New From Opens a menu with commands for
creating a new, untitled notebook file from the
contents of the current notebook, as follows:

¢ Selected Entries Creates a notebook that
contains just the current selection (such as an
outline entry and its subentries.)

® Current Page Creates a notebook consisting of
the current page.

* Current Section Creates a notebook consisting
of the current section.

Using NoteTaker, version 1.9

Open Opens a panel for browsing and opening
existing NoteTaker notebooks, as well as RTF files,
and if you're running OS X version 10.3, Microsoft
Word (.doc) files (Word 6 or higher). Opening an RTF
or Word document creates a new notebook,
importing text, formatting, and text design from the
original document, but not pictures or attachments.
(Cmd-0)

Open Library Opens a panel where you can open
all of the notebooks in a library at once. Select a
library in the panel to open all its notebooks, or
select a single notebook to open just it. You can
even select a page within a notebook to open the
notebook to that page. Libraries are available in this
panel after you add them to your notebooks’
Libraries view using the Tools > Notebook Drawer >
Add Libraries command. (Shift-Cmd-0)

Open Recent Opens a menu listing shortcuts for
opening your most recently used notebooks.

Close Closes the current notebook (the topmost
one), asking, if necessary, whether you want to save
any outstanding changes. (Cmd-W)

Close All Closes all open notebooks, asking
whether you want to save outstanding changes.
(Shift-Cmd-W)

Save Saves any outstanding changes in the current
notebook. For a new, untitled notebook, this
command opens a panel asking you to name the
notebook. NoteTaker automatically adds the
extension .ntx, which identifies notebook files.
(Cmd-S)

Save As Opens a panel for saving a copy of the
current notebook using a new file name. The current
notebook is put away without saving any
outstanding changes. (Shift:Cmd-S)

Save To Opens a panel for saving a copy of the
current notebook under a new name, and putting the
new copy away. The original notebook remains
open. Use this command to back up a notebook to
a remote location (see “Remotely Archive or
Transfer Notebooks” on page 17).

You can specify whether the new notebook is:
Read-Only - It can only be viewed, not edited.

Compressed- NoteTaker saves the copy not as a file
package, but as a regular file, tarring and zipping it,
which often makes it smaller than the original
notebook. The resulting file has a .ntz extension and
is good for sending in email.
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Self-Contained - All linked attachments and pictures
become copied attachments, and therefore reside
within the notebook file. This is handy for saving a

backup copy of a notebook somewhere other than
in the current file system.

Save All Saves any outstanding changes in all open
notebooks, even hidden ones.

Revert Undoes any unsaved changes in the current
notebook, reverting it to the state it was in when it
was last saved.

Import Opens a panel for importing text from other
applications, and inserting it in the current outline,
as described in “Import Text from Other
Applications” on page 37. You can import the
following file formats:

Plain text: (.txt)

Rich Text Format (.rtf)

Microsoft Word (.doe)—OS X version 10.3, only
vCards—Apple’s address book format (.vcf)
HTML: (.html)

OPML: (.opml)

XML files: (.xml)

OPML: (.opml)

Tab-delimited: (.tab)

Comma-delimited: (.csv)

You can also import another notebook to merge it

with the current notebook, inserting it at the end of
the notebook (if you're on the Contents page), or as
new sections before the current section (if you're on
any other page). To import only a page or section,

Command-drag it from the Drawer.

For details about importing address book content,

see “Import Your Apple Address Book” on page 89.

Export Opens a panel for exporting the current
page in any of several common file formats, allowing
notebook data to be easily opened and used in other
applications. Export supports the following file
formats:

Plain text: (.txt)

Rich Text Format (.rtf)

Tab-delimited: (.tab)

Comma-delimited: (.csv)

Mail Merge

vCards—Apple’s address book format (.vef
OPML: (.xml)

Doc (MS Word) (.doc)—OS X version 10.3, only)
RTFD (Rich Text plus attachments): (.rtf)

When exporting using the Doc (MS Word) format,
you can optionally select the “MS Word outline tags
option in the Export Entries panel to view the
exported text as an outline, in Word's outline view.

Export NTML Displays commands for exporting
the current notebook, section, page, or selection as
Note-Taking Markup Language (NTML)— a non-
proprietary XML-based file format that allows
NoteTaker data to be ported to and programmed in
a variety of XML formats, including Apple’s Keynote
presentation format (APML). See also “Export Note-
Taking Markup Language” on page 161.

Web Notebook Opens the following commands for
creating and updating Web notebooks (for details,
see “Publish a Web Notebook On the Internet” on
page 116 and “Publish a Web Notebook Locally” on
page 117):

* Create Automatically builds fully operational
Web pages from the current notebook.

¢ Update Updates an existing Web notebook with
any changes that have been made to the
notebook the Web notebook was created from.
To update a Web notebook, open the source
notebook, make your changes, and choose this
command.

* Update Current Page Updates an existing Web
notebook with any changes that have been made
to an individual page or section in the notebook
the Web notebook was created from. To update
just a page of a Web notebook, open the source
notebook, go to the page you want to update
and make your changes, then choose this
command. To update an entire section, go to the
section listing and choose this command.

Email Displays commands for emailing the current
notebook, section, or page as a file attachment, or
inserting text from an outline directly in an email
message. Using these commands to email a
notebook or page folio automatically copies any
linked documents and pictures into the file
attachment you mail, so recipients who aren’t on
your local network can still see them. Using the
Notebook command to email a notebook also
compresses the notebook, tarring and zipping it,
which often makes it smaller than the original
notebook. Also see “Email an Outline, Folio, or
Notebook” on page 113.

Password Opens a panel for password protecting a
notebook. See “Password Protect a Notebook” on
page 120.

Page Setup Opens a standard Page Setup panel
for setting basic print and page formatting options.
(Shift-Cmd-P)

Print Opens a Print panel for selecting a printer and
range of pages to print, setting NoteTaker-specific
options, viewing a preview of the printed page, or
saving the notebook as a PDF file. See “Print
Notebook Pages” on page 119 and “Save a PDF
File” on page 118. (Cmd-P)
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Print Page Opens the Print panel already set to
print only the current page. (Ctr-Cmd-P)

Edit Menu

Undo Restores the current selection to its state
prior to the last typing, drag, cut, copy, paste, or
delete operation. Undo undoes only the last
operation. (Cmd-Z)

Redo Redoes the last Undo, if one has been
performed. (Shift-Cmd-Z)

Cut Removes the current selection and places it on
the Clipboard, leaving it there until you next choose
Cut, Copy, or Undo. (Cmd-X)

Copy Places a copy of the current selection on the
Clipboard, leaving it there until you next choose Cut,
Copy, or Undo. (Cmd-C)

Copy With Numbering Copies selected outline
entries, including any numbering format applied with
the Format > Entry Numbering menu, to the
Clipboard. When you paste the selection as plain
text or Rich Text (RTF) in another application like Text
Edit, the numbering format is pasted, too.

Paste Inserts the contents of the clipboard at the
insertion point in an outline entry, or after the
currently selected entry, page, or section. (Cmd-V)

Paste As Displays the following commands for
having specific control over how content gets
pasted from other applications:

* Rich Text Retains text formatting such as font
family, bold, and italic.

* Plain Text Removes any formatting, such as
font family, bold, or italic.

* Image Inserts what you're pasting as an image,
so it looks exactly like the original. This is handy
for inserting content from a spreadsheet such as
Excel.

* Qutline Pastes each paragraph of text on the
Clipboard into its own outline entry, indenting any
tabbed paragraphs so they appear as outline
subentries. (Shift-Cmd-V)

* HTML Inserts clipboard contents as HTML, if
these contents were copied from an application
that provides HTML on the clipboard. (MS Word
and Excel both provide HTML on the clipboard.)
For example, copying a range or table in an
Excel spreadsheet, then pasting it in your
notebook using the Paste As HTML command,
creates a Web entry that can alternately display
the raw HTML, or the formatted table (just
double-click the Web entry’s category icon.)
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Delete Deletes the current selection without placing
it on the Clipboard. If there’s no selection on the
current page, it deletes the page (or section, if
you're on a section listing).

Flag Entry Adds (or removes) a check mark to the
left of the current entry’s control. Also see “Prioritize
and Flag Entries” on page 74 and “Keep a To Do
List” on page 86. (Ctrl-Cmd-F)

Highlight Entry Highlights the selected entry with a
yellow marker, or removes highlighting. See
“Highlight and Summarize Outline Entries” on page
76. (Cmd-K)

Create/Edit Hyperlink Opens a panel for creating:

* Alink from selected text or an outline entry, to
anywhere else in any notebook (see “Create
Hyperlinks to Other Pages” on page 32)

® Alink to a Web URL (see “Add Web Links to an
Outline” on page 102)

* A pop-up text annotation and end note (see “Add
Text Annotations (Footnotes) & Endnotes” on
page 42)

* A voice annotation (see “Insert a Voice
Annotation” on page 96)

* Alink to an AppleScript command (see
“Automate Workflow with AppleScript” on page
52)

If you select an existing link, the command changes
to Edit Hyperlink and lets you edit or remove the link.
(Cmd-L)

Prioritize Entry Displays commands for assigning
a Low, Medium or High priority to the currently
selected entry(s), or for removing any existing
priority. See “Prioritize and Flag Entries” on page 74
and “Keep a To Do List” on page 86.

Select Displays the following commands for
selecting specific parts of the outline on the current
outline page:

* Select Parent Selects the parent of the
selected outline entry, if it has one on the current
page. (Cmd-<)

¢ Select Children Selects the children of the
selected outline entry, if it has any. (Cmd->)

¢ Select Peers Selects all entries on the page
that are at the same level of the outline as the
current selection. (Cmd-Comma)

* Select Descendants Selects the children of the
selected outline entry, and any descendents of
those children. (Cmd-Period)

* Select Highlighted Selects all entries on the
current page that have been highlighted in yellow
using either the Highlight Command or the
Highlight & Summarize panel. (Cmd-/)
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* Select Indent Level Displays commands for
selecting all outline entries on the current page
that are indented at a particular level. For
example, choosing O selects all entries at the
top-level, choosing 1 selects all entries indented
one level down, and so on.

* Select All Selects all entries at all levels of the
outline on the current page. Within an entry, this
command selects all text and content for that
entry only. (Cmd-A)

Find Displays the following commands for
searching for text within the current notebook or
library of notebooks. See also “Highlight and
Summarize Outline Entries” on page 76:

* Find Panel Opens the Find panel for specifying
text you want to find, and where you want to look
for it. (Cmd-F)

* Find Next Finds the next occurrence of your
search text. This command does the same thing
as the Next button in the Find panel, but you can
use the command even if the Find panel isn't
open. (Cmd-G)

* Find Previous Finds the previous occurrence of
your search text. This command does the same
thing as the Previous button in the Find panel, but
you can use the command even if the Find panel
isn't open. (Cmd-D)

* Enter Selection Copies selected text from your
notebook into the Find field of the Find panel,
whether it's open or not. You can then choose
Find Next or Find Previous to search for the text.
(Cmd-E)

Spelling Displays the following commands for
checking spelling in the notebook.

¢ Spelling Opens NoteTaker's Spelling panel for
finding and correcting spelling errors and typos.
You can check spelling throughout the entire
notebook, or only within the current section or
page—choose a scope at the bottom of the
panel. (Cmd-:)

* Checking Spelling Checks spelling of selected
text, or text in selected entries, and underlines
spelling mistakes or words that aren't in the
spellchecker’s dictionary, with a dotted red line.
(Cmd-)

® Check Spelling As You Type Turns realtime
spell checking on or off. When it's on, NoteTaker
underlines spelling mistakes or words that aren’t
in its dictionary with a dotted red line.

Time Stamp Inserts the current date and optionally
the time, either as a new entry after the currently
selected entry, or within an entry at the insertion
point. You can use the Date/Time stamp settings in
NoteTaker's Format preferences to choose whether
this command inserts the date in a short format
(e.g., 3/18/04) or a long format (e.g., Thursday,
March 18, 2004), and whether it also inserts the
time. Use Toolbar preferences to place the Time
Stamp tool on your toolbar. Use Apple’s International
Preferences (in System Preferences) to set the
exact format of long and short date and time
formats.

(Ctr-Cmd-T)

Reset Applet Resets the selected Java plug-in to its
initial state. See “Add Java Applet Plug-Ins” on page
49,

Special Characters Opens the standard panel for
inserting special characters at the insertion point,
such as mathematical characters, special symbols,
icons, and more. (Option-Cmd-T)

Outline Menu

New Entry Inserts a new entry after the currently
selected entry. (Cmd-Return)

New Entry Above Inserts a new outline entry
directly above the current entry. If there’s an
insertion point, this command breaks the current
entry in two. Use this command to quickly insert a
new outline entry at the top of an existing outline.
(Cmd-Enter)

New Page Inserts a new page after the current one.
(Option-Cmd-Return)

New Section Inserts a new section after the current
one. (Ctrl-Cmd-Return)

New Web Entry Inserts a new entry after the
currently selected entry that has a @ Web link icon
and contains an empty Web browser. To begin
browsing the Internet within your outline, type a URL
in the browser’s address field and press Return. You
can browse to any URL after that, but the first one
you type becomes associated with that entry’s Web
link. For details, see “Browse the Web in a
Notebook” on page 104.

New Plug-In Entry Opens a menu of Java applets
that are inserted in a new entry, after the currently
selected entry. See “Add Java Applet Plug-Ins” on
page 49.
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Special Sections Displays the following
commands for showing a notebook’s index or
creating a To Do list:

* Show Index Section Shows or hides the
current notebook’s index. See “Index Your
Notebook” on page 82.

* Add To Do Section Adds a To Do section to the
current notebook. See “Keep a To Do List” on
page 86.

Expand Entry Expands the first level of outline
entries below the selected entry. (Cmd-=)

Collapse Entry Collapses the first level of entries
below the selected entry. (Cmd-Hyphen)

Expand Outline Expands all levels of entries
below the selected entry. (Option-Cmd-=)

Expand Page Expands all collapsed outlines on the
current page. (Cmd-+)

Collapse Page Collapses all expanded outlines on
the current page. (Cmd-_)

Expand Notebook Expands all sections and
outlines in the entire notebook. (Option-Cmd-+)

Collapse Notebook Collapses all sections and
pages in the notebook. (Option-Cmd-_)

Indent Indents the selected entry so it becomes
subordinate to the entry above it, if there is one.
(Tab)

Unindent Unindents the selected entry, if it's
currently indented, promoting it up a level in the
outline. (Shift-Tab)

Move Entry Up Moves the currently selected entry,
page, or section up within the current view.
(Option-Up Arrow)

Move Entry Down Moves the currently selected
entry, page, or section down within the current view.
(Option-Down Arrow)

Focus Focuses the view exclusively on the selected
entry and its subentries, while hiding all other entries
on the current page. Choose Focus again to return
all entries to view. (Option-Cmd-F)

Go Menu

First Entry Selects the first entry on the current
page. (Ctrl-Option-Up Arrow)

Previous Entry Selects the previous visible entry
on the current page. (Ctrl-Up Arrow)

Next Entry Selects the next visible entry on the
current page. (Ctrl-Down Arrow)
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Last Entry Selects the last visible entry on the
current page. (Ctrl-Option-Down Arrow)

Parent Entry Selects the parent of the current
entry. (Cmd-Shift-<)

Next Sibling Entry Selects the sibling entry
following the current entry, or if there isn't another
sibling under that parent, goes back to the parent’s
first sibling. (Option-Cmd-Shift->)

Previous Sibling Entry Selects the sibling entry
before the current entry, or if there isn’t a previous
sibling under that parent, selects the parent’s last
sibling. (Option-Cmd-Shift-<)

First Page of Section Opens the first page of the
section you're in. (Ctrl-Option-Left Arrow)

Previous Page Opens the previous page in the
current notebook. (Ctrl-Left Arrow)

Next Page Opens the next page in the current
notebook. (Ctrl-Right Arrow)

Last Page of Section Opens the last page of the
section you're in. (Ctrl-Option-Right Arrow)

First Section Opens the section listing of the first
section in the notebook.
(Ctrl-Option-Cmd-Left Arrow)

Current Section Opens the section listing of the
section you're in. (Ctrl-Cmd-Left Arrow)

Previous Section Opens the previous section’s
listing. (Option-Cmd-Left Arrow)

Next Section Opens the next section’s listing.
(Option-Cmd-Right Arrow)

Last Section Opens the last section’s listing.
(Ctrl-Option-Cmd-Right Arrow)

Contents Page Opens the Contents of the current
notebook. (Ctrl-Home)

Index Section Opens the current notebook’s Index,
(if the Index is showing. (Ctrl-End)

Today Opens today's page in the current
notebook’s To Do section, if there is one. (Cmd-.)

Back Opens the last page in your History. (Cmd-])

Forward Opens the next page in your History, if
you've already backtracked into History. (Cmd-])

Last Viewed Page Opens the last page you were
viewing, regardless of whether you're navigating
within your History. (Cmd-')

Scroll To Selection Scrolls your view to the current
selection. (Cmd-J)
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View Menu

Numbers Shows or hides line numbering on the
current page. (Option-Cmd-N)

Categories Shows or hides category labels on the
current page. (Option-Cmd-L)

Dates Shows or hides the date each entry on the
current page was created. (Option-Cmd-A)

Change Dates Shows or hides the date each entry
on the current page was last changed.
(Option-Shift-Cmd-A)

Priorities Shows or hides any priorities assigned to
entries on the current page. Also see “Prioritize and
Flag Entries” on page 74, and “Keep a To Do List”
on page 86. (Option-Cmd-P)

Multi-Line Entries Shows or hides the multi-line
column, which marks all entries that are currently in
multiline mode with an icon. Clicking in the column
next to an entry that actually has multiple lines
toggles the entry between multi- and single-line
mode. Otherwise, double-clicking in this column
toggles the mode. Also see “Add Outline Entries to
a Page” on page 23, and “Show Outline Attributes”
on page 26. (Option-Cmd-M)

Creator Shows or hides the login names of people
who created individual outline entries, pages, and

sections. See “Show Outline Attributes” on page 26.

Changed By Shows or hides the login names of
people who last changed individual outline entries,
pages, and sections. See “Show Outline Attributes”
on page 26.

Category Icons Shows or hides category icons for
NoteTaker categories. (Option-Cmd-)

Controls Shows or hides entry controls on the
current page. (Option-Cmd-0)

Page Breaks Shows or hides any page breaks on
the current page that were applied with the Format
> Page Breaks command. Page breaks apply when
you print or save a PDF file from the Print panel.

Toolbar Shows or hides the toolbar in the current
notebook. You can also do this by clicking the
bottom border of the page-title area—just above the
toolbar, if it's showing (the cursor changes to a
wrench). (Shift-Cmd-B)

Ruler Shows or hides the ruler in the current
notebook. (Cmd-R)

Page Tab Adds or removes a notebook tab for the
current page or section listing. To go to a section
listing whose tab you removed (so you can add it
back), use acommand in the Go menu, such as Flrst
Section, Current Section, and so on.

Web Page Contents Toggles the display of any
Web link in the currently selected entry between
displaying actual web page content, or just the link.
Double-clicking the @ category icon (if it's visible)
does the same thing. (Ctrl-Cmd-W)

Floating Displays the current Web entry or Java
applet in a separate floating NoteTaker window
(rather than in the outline). When you close the
floating window, the applet reappears in your
outline. You can also Command-double-click the
entry’s category icon to open a floating window. See
“Browse the Web in a Notebook” on page 104 and
“Add Java Applet Plug-Ins” on page 49.

Block Pop-Up Windows Prevents Web pop-up
windows from appearing when you're browsing the
Web within a NoteTaker outline. See “Browse the
Web in a Notebook” on page 104.

Zoom Displays commands for zooming the view of
the current notebook in or out, by choosing a scale
percentage ranging from 60% to 200%. This
command just affects the view, and has no effect on
pages you print or save as a PDF file from the Print
panel. There are several handy keyboard shortcuts:

* Smaller Option-Cmd-
e Larger Cmd]
* 100% Cmd\

Format Menu

Font Displays the following commands for setting
the font and size of text:

* Font Panel Opens the standard Font panel.
(Cmd-T)

* Bold Bolds text in the current selection.
(Cmd-B)

* [talic ltalicizes text in the current selection.
(Cmd-)

* Underline Underlines text in the current
selection. (Cmd-U)

* Larger, Smaller Increases (Option-Cmd-+) or
decreases (Option-Cmd-Minus) the size of text in
the current selection by one point.

* Heavier Sets a heavier face, if there is one, for
the font of the current selection.

* Lighter Sets a lighter face, if there is one, for
the font of the current selection.

* Superscript, Subscript, Unscript
Superscripts or subscripts, text in the current
selection, or removes scripting.
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* Copy Font Copies the font of the current text
selection so you can apply it to other text using
the Paste Font command. (Option-Cmd-C)

¢ Paste Font Applies the last font copied using
the Copy Font command, to the current text
selection. (Option-Cmd-V)

Text Displays the following commands for aligning
text and setting tabs and margins. Also see “Format
Text in Outline Entries” on page 58.

¢ Align Left, Center, Align Right, Align
Justified Aligns text in the current selection.

*  Writing Direction Causes text you type or
paste into outlines to be entered from right to
left, if you're working in a language that's written
from right to left, such as Hebrew. Available in
0S X 10.3 or higher.

® Show Ruler Shows or hides the ruler in the
current notebook. (Cmd-R)

* Copy Ruler Copies rulers settings of the current
text selection so you can apply them to other
text using the Paste Ruler command.
(Ctr-Cmd-C)

* Paste Ruler Applies the last ruler settings
copied using the Copy Ruler command, to the
current text selection. (Ctr-Cmd-V)

Colors Opens the Colors panel where you can
choose colors for page backgrounds, outline
entries, selected text, tabs, page-title areas, and a
color for highlighting text. See “Format Text in
Outline Entries” on page 58, “Design the Page” on
page 60, “Highlight Text with Colored Pens” on page
63, “Design the Cover” on page 64, and “Design
Default Page Styles” on page 128.

Favorite Styles Displays commands for applying
favorite text styles to selected text or outline entries
(Bold, ltalic, Outlined, and so on), or for reverting
text to the default style defined for the entry it's in
(Entry Default). This menu also appears in a
notebook’s ruler, where you can also create your
own styles (see Text Edit’s Help for details). Available
in OS X version 10.3 or later.

Remove All Highlighting Removes color
highlighting from selected text or text in selected
outline entries, that was applied by Command-
dragging (see “Highlight Text with Colored Pens” on
page 63).

Page Break Inserts a page break just before the
current outline entry. View page breaks as dotted
lines using the View > Page Breaks command. Page
breaks apply when you print, or save a PDF file, from
the Print panel.
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Multi-Line Toggles the current outline entry
between multi-line and single-ine mode. See “Add
Outline Entries to a Page” on page 23.
(Cmd-Esc)

Entry Numbering Displays commands for applying
an entry numbering format to the current page or
entire notebook. Also see “Design a Whole
Notebook” on page 62.

* Plain, Bullet, Harvard, Legal, Annotation
Applies one of these numbering formats (try
them out to see what they look like).

* Set All Pages Applies the current page’s
numbering format to all pages in the notebook.

Page Style Displays the following commands for
applying a different look to the current page’s
background. Also see “Design a Whole Notebook”
on page 62:

¢ Plain, Ruled, Legal, Graph, Lab Applies one of
these styles to the current page.

* Default Applies the default page style set in
NoteTaker's Format preferences to the current
page.

* Set All Pages Applies the current page’s style
to all pages in the notebook.

Tabs Displays commands for reorienting the tabs on
the current notebook, or hiding them altogether.
See “Design the Page” on page 60.

Background Image Displays the following
commands for applying, positioning, or removing a
background image from the current page or
notebook cover. See also “Design the Page” on
page 60, and “Design the Cover” on page 64.

* Center, Tile, Fit Width, Cover, Scale
Positions any background image on the page (try
these commands to see their effect)

¢ Default Applies the default page background
image defined in NoteTaker's Format
preferences to the current page. Or for a
notebook cover, it applies the default cover
image defined in Format preferences.

* None Removes any background image from the
current notebook page or cover.

* Set All Pages Applies the current page’s
background image to all pages in the notebook.

Background Color Displays the following
commands for applying a background color to the
current page or notebook cover. Background colors
only appear when there’s no background image.
Also see “Design the Page” on page 60, and “Design
the Cover” on page 64:
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* Remove from Entry Removes any background
color that was applied specifically to the
currently selected outline entry(s). See “Design
the Page” on page 60.

* Page Default Applies the default page
background color defined in NoteTaker's Format
preferences to the current page. Or for a
notebook cover, it applies the default cover color
defined in Format preferences.

* Set All Pages Applies the current page color to
all pages in the notebook.

Cover Title Displays the following commands for
positioning and designing the text title on the current
notebook cover. Also see “Design the Cover” on
page 64:

* Top, High, Mid-High, Center, Mid-Low, Low,
Bottom Positions the cover title on the current
notebook cover.

* Default Location Applies the default cover-title
position defined in NoteTaker's Format
preferences to the current notebook cover.

* None Hides the text title from the current
notebook’s cover.

Tools Menu

Categories Opens the Tools panel to the
Categories tab where you can create, change, and
delete category definitions, and apply them to
individual outline entries. See “Categorize Entries
for Quick Retrieval” on page 66, and “Create Your
Own Categories” on page 67. (Shift-Cmd-L)

Templates Opens the Tools panel to the Templates
tab where you can create, change, or delete
templates, and insert them in your notebook. See
“Using Categories & Templates” on page 65.
(Shift-Cmd-T)

Sort Opens the Tools panel to the Sort tab, where
you can sort outline entries alphabetically,
chronologically, by priority, or by category label.
Plus, you can alphabetize sections in the Contents,
or pages in a section listing. See “Sort and
Alphabetize” on page 75. (Shift-Cmd-R)

Date Opens the Tools panel to the Date tab where
you can change the date shown for when an entry,
page, or section was created or changed. Select
one or more entries on the current notebook page
whose date you want to change, open Date Tools,
and set a new date.

Spelling. Opens the standard Spelling panel for
finding and correcting spelling errors and typos. You
can check spelling throughout the entire notebook,
or only within the current section or page—choose
a scope at the bottom of the panel. For other handy
spell-checking commands, see the Spelling
command in the “Edit Menu” on page 144. (Cmd-:)

Word Count Opens a panel that tells you how many
outline entries, paragraphs, words, and characters
are in the current notebook, section, page, or
selection.

Notebook Drawer Displays the following
commands for using a notebook’s Drawer and
browsing libraries of notebooks. Also see “Navigate
Contents & History from the Drawer” on page 28
and “Browse Libraries of Notebooks” on page 30.

* Open Drawer Opens or closes the current
notebook’s Drawer. (Shift-Cmd-D)

* Add Libraries Opens a panel where you can
select a folder to display in the Libraries view of
the Drawer. Any NoteTaker files in the folder will
be available for browsing in the Drawer.

° Remove Library Removes the currently
selected library in the Libraries view of the
Drawer, from the Drawer.

Record Voice Memo Opens the NoteTaker Voice
Memo panel for recording voice memos and
inserting them in a notebook. See “Voice Memos” on
page 93. (Option-Cmd-R)

Scan Image Opens a panel for scanning an image
from any scanner supported by NoteTaker, directly
into a notebook. See “Scan Images Into a Notebook”
on page 54.

Insert Contact Opens a panel for inserting one or
more contacts from your Apple Address Book into
the current notebook. See “Import Your Apple
Address Book” on page 89.

Speak Selection Begins speaking the current
outline page, section listing, or Contents—or the
current selection, if anything is selected.
(Option- Cmd-S)

Slide Show Displays the following commands for
displaying notebook content in a full-screen slide
show. Also see “Give a Slide Show Presentation” on
page 114:

* Show Notebook Shows the current notebook
as a slide show, using appearance and slide-
advance options selected in the Slide Show
Settings panel. This command displays a slide
for each notebook page. (Cmd-7)

* Show Page Shows the current page as a slide
show, displaying a slide for each top-level entry.
(Cmd-8)
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* Show Selected Entries Shows the current
selection as a slide show, displaying a slide for
each top-level entry within the selection.
(Cmd-9)

* Settings Opens a panel for designing a slide
show. Any slide show you start subsequently—
either with other commands in this menu or from
the Slide Show Settings panel—will use these
settings.

¢ Slide Show Control Bar Hides or shows the
navigation bar during slide show presentations.
Note that you must use the keyboard shortcut to
choose this command, as NoteTaker menus
aren't visible during slide shows. (Cmd-0)

Highlight & Summarize Displays the following
commands for highlighting entries in yellow and
summarizing them on a separate page:

* Highlight & Summarize Opens the Highlight
and Summarize panel for highlighting entries and
generating summary reports. (Shift-Cmd-M)

* Next Highlighted Selects the next highlighted
entry in the notebook. (Ctr-Cmd-G)

* Previous Highlighted Selects the previously
highlighted entry in the current notebook.
(Ctrl-Cmd-D)

* Summarize Highlighted Copies all highlighted
entries in the current notebook and summarizes
them on a new page in the Summary section,
creating the section if it doesn't already exist.

* Unhighlight All Removes highlighting from all
highlighted entries in the current notebook.
(Shift-Cmd-U)

NoteTaker Services Displays the following
commands for creating and removing NoteTaker
services that can be accessed from other OS X
applications:

* Create Clipping Service for “Page/Section”
Adds a NoteTaker clipping service for the current
page (or section if you're on a section listing) to
the system-wide Services menu for all 0S X
applications that support Services. After you
choose this command, its name changes to
Remove Clipping Service..., and it removes the
service. See “Clip Content from Other
Applications” on page 40.

* Create Search Service for “Notebook”
Adds a NoteTaker search service for the current
notebook to the system-wide Services menu for
all OS X applications that support Services. After
you choose this command, its name changes to
Remove Search Service..., and it removes the
service. See “Search Notebooks from Other
Applications” on page 78.
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* Remove Service Opens a panel that lists all of
your NoteTaker services, and lets you remove a
service.

* Remove all Services Removes all clipping and
search services from the current notebook.

Renumber Annotation Links Renumbers all
annotation links in the current notebook that were
applied using the Insert Annotation Number option in
the Annotation section of the Create Hyperlink panel.
See “Add Text Annotations (Footnotes) & Endnotes”
on page 42.

Remove Orphaned Links Removes all reverse
links from outline entries in the current notebook’s
Annotations section whose source annotation link
has been deleted. The annotation text sticks around
in the Annotations section, but its link control is
converted to a regular control icon. See “Add Text
Annotations (Footnotes) & Endnotes” on page 42.

Compact Index Rebuilds the current notebook’s
Index. As your notebook becomes larger, you can
reduce its size by compacting its Index. Also do this
if for any reason the Index becomes damaged. By
default, NoteTaker compacts notebook indexes for
you, but if you turn auto-compacting off, use this
command periodically to make sure your notebooks
don't get too big. See “Set File Management
Preferences” on page 122.

Window Menu

Minimize Minimizes the current notebook window
so it appears as an icon on the Dock. Click the icon
to return the window to view. (Cmd-M)

Zoom Enlarges the current notebook window so its
page area fills the screen. Choosing Zoom again
returns the window to its previous size and location
on the desktop.

Full Screen Displays the current notebook window
in full-screen view, covering everything on the
desktop except the Dock and, unless you uncheck
the “Show menu in Full Screen” option in the Window
preferences, NoteTaker menus. Choosing Full
Screen again returns the window to its previous size
and location. Double-clicking anywhere in the
notebook’s title area also turns full-screen view on
and off. (Shift-Cmd-Z)

Cover Displays or hides the current notebook’s
front cover. See “Design the Cover” on page 64.
(Option-Cmd-K)

Cover All Displays or hides the front covers of all
open notebooks. (Ctrl-Cmd-K)

Tile Quickly organizes all open notebook windows in
a tile grid.
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Stack Quickly organizes all open notebook windows
in a left-to-right stack.

Bring All To Front Brings all open notebook
windows to the front of any other applications’
windows and panels.

Cycle Cycles through all open notebook windows.
(Cmd-F1)

Notebook Name Brings the notebook named in the
command to the front of other windows, restoring it
from the Dock, if necessary. This command appears
for each open NoteTaker file.

Help Menu

NoteTaker User’s Guide Opens the NoteTaker
User's Guide as a PDF document, which includes
bookmarks and clickable links for quickly navigating
to topics, if you open it in Acrobat Reader. (Cmd-?)

What's New Opens a notebook describing all the
new features and enhancements in this version of
NoteTaker.

Check for Updates and Downloads Points your
Web browser to the Aquaminds download page
(www.aguaminds.com/downloads.jsp).

Visit the AquaMinds Web Site Points your Web
browser to the Aquaminds home page
(www.aquaminds.com).

View Online Video Tutorials Goes to a Web site
where you can learn about using NoteTaker via
tutorial videos.

Send Feedback about NoteTaker Points your
Web browser to the Aquaminds feedback page
(www.aquaminds.com/feedback.jsp), where we
welcome any comments, suggestions, or bug
reports about using NoteTaker.

Register NoteTaker CD Purchase If you
purchased your copy of NoteTaker from a retail
store on a CD, use this command to register your
copy. By registering, you'll have access to our
automated license recovery tool should you ever
have to reinstall NoteTaker, and you can sign up for
the AquaMinds mailing list to be notified of new
updates and releases.
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Toolbar Icons and Menus

NoteTaker has the following icons that can be placed in your Notebooks’ toolbar for handy
access to tools you use frequently. You do this with the Toolbar preferences, as described in

“Build Your Own Toolbar” on page 132.

Colors Opens a panel where you can choose
colors for page backgrounds, outline entries,
selected text, tabs, page-title areas, and a color
for highlighting text. See “Format Text in Outline
Entries” on page 58, “Design the Page” on page
60, “Highlight Text with Colored Pens” on page 63,
“Design the Cover” on page 64, and “Design
Default Page Styles” on page 128.

Cover Shows or hides the notebook’s cover.

Create Hyperlink Opens a panel for creating:

* Alink from selected text or an outline entry, to
anywhere else in any notebook (see “Create
Hyperlinks to Other Pages” on page 32)

® Alink to a Web URL (see “Add Web Links to an
Outline” on page 102)

* A pop-up text annotation and end note (see
“Add Text Annotations (Footnotes) & Endnotes”
on page 42)

* Avoice annotation (see “Insert a Voice
Annotation” on page 96)

* Alink to an AppleScript command (see
“Automate Workflow with AppleScript” on page
52)

Email Page Folio Attaches the current page or
section to a new Mail Compose window. See
“Email an Outline, Folio, or Notebook” on page
113.

~ Email Page Text Inserts the current page’s

outline or selection within the outline in a new Mail
Compose window. See “Email an Outline, Folio, or
Notebook” on page 113.

Find Panel Opens a panel where you can search
for text within the current notebook, or within a
library of notebooks. See “Highlight and
Summarize Outline Entries” on page 76.

Fonts Opens the Fonts panel for setting the look
of text in your notebook. See “Format Text in
Outline Entries” on page 58, “Format Text in an
Entire Notebook” on page 59, and “Choose Default
Fonts” on page 125.

Using NoteTaker, version 1.9

Highlight & Summarize Opens a panel for
highlighting and summarizing entries based on text
they contain, any assigned category or priority, the
date they were created, whether they're flagged,
or all of these criteria. See “Highlight and
Summarize Outline Entries” on page 76.

Insert Contact Opens a panel for inserting one or
more contacts from your Apple Address Book into
the current notebook. See “Import Your Apple
Address Book” on page 89.

New Page Inserts a new page after the current
one.

Notebook Drawer Opens and closes the Drawer
for viewing and controlling the Contents, History,
and Libraries views.

See “Navigate Contents & History from the
Drawer” on page 28, and “Browse Libraries of
Notebooks” on page 30.

Page Folio Creates a separate notebook folio
from the current page or section. Also allows
assembling a new notebook from pieces of other
ones. See “Excerpt a Folio” on page 112 and

“Insert Pages from Other Notebooks” on page 36.

Page Mark Creates a shortcut to a page or
section that you can place on the desktop or Dock,
in the Finder, or in another notebook or application.
See “Create Desktop Shortcuts” on page 33.

PDF File Opens a panel for saving the current
page as a PDF file and placing it on the desktop or
Dock, or in the Finder. See “Save a PDF File” on
page 118.

Plug-Ins Opens a menu of Java applets that are
inserted in a new entry, after the currently selected
entry. See “Add Java Applet Plug-Ins” on page 49.

Preferences Opens NoteTaker's Preferences
panel where you can customize all kinds of aspects
of working with notebooks. See “Personal
Preferences” on page 121.
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Print Opens a panel for printing notebook content
or saving it as a PDF file. See “Print Notebook
Pages” on page 119 and “Save a PDF File” on page
118.

Print Current Page Opens the Print panel already
set to print only the current page.

Ruler Displays a ruler for formatting text in the
current outline entry. See “Format Text in Outline
Entries” on page 58.

Scan Document Opens a panel for scanning an
image or other document from any scanner

supported by NoteTaker, directly into a notebook.
See “Scan Images Into a Notebook” on page 54.

Scripts Opens a menu of AppleScripts that are
available for use with NoteTaker. See “Automate
Workflow with AppleScript” on page 52.

Show Next Page (shown here with the Show
Previous Page tool) Opens the next page in your
History, if you've already backtracked into History.
See “Navigate Contents & History from the
Drawer” on page 28.

| Show Previous Page (shown here with the Show

Next Page tool) Opens the last page you were on
(goes back one page, only).

Slide Show Opens a panel for designing and
presenting a slide show. See “Give a Slide Show
Presentation” on page 114.

Templates Allows inserting a template directly in
the current outline entry. See “Insert Templates in
Your Outline” on page 69.

Time Stamp Inserts the current date and
optionally the time, either as a new entry after the
currently selected entry, or within an entry at the
insertion point. You can use the Date/Time stamp
settings in NoteTaker's Format preferences to
choose whether this tool inserts the date in a short
format (e.g., 3/18/04) or a long format (e.g.,
Thursday, March 18, 2004), and whether it also
inserts the time. Use Apple’s International
Preferences (in System Preferences) to set the
exact format of long and short date and time
formats.

Tools Panel Opens a panel for working with
categories and templates, sorting content in your
notebook, and changing the date shown for when
an entry was created or last changed. See “Using
Categories & Templates” on page 65 and “Sort
and Alphabetize” on page 75.

Voice Memo Opens the NoteTaker Voice Memo
panel for recording voice memos and inserting
them in a notebook. See “Voice Memos” on page
93.

Web Search Field Allows searching any number
of popular search and reference sites on the
Internet, and displaying the results within
NoteTaker—in a live, interactive Web page. See
“Search the Web from a Notebook” on page 106.

Word Count Opens a panel that tells you how
many outline entries, paragraphs, words, and
characters are in the current notebook, section,
page, or selection.

Zoom Opens a menu that scales the view of the
current notebook window.
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Add New AppleScripts

You can add your own AppleScripts to NoteTaker’s Scripts menu, or download new scripts from
the Aquaminds Web site as they become available. Here's how to install scripts you either create
yourself or download.

1 Ifthey don’t already exist, add either or both of the following folders to the Finder:
~/Library/Scripts/NoteTaker (which is in your home folder) or
/Library/Scripts/NoteTaker (at the top level of your computer’s file system).

2 Go to www.aquaminds.com/scripts.jsp and download any demo scripts that aren’t
already in your Scripts menu. Place them in either of the folders you created above.
Placing them in your home folder’s Library folder makes them available only when
you are logged in, while placing them in the computer’s Library folder makes them
available no matter who is logged in. If you place scripts in subfolders, they’ll appear
in submenus.

3 Ifyour new scripts don’t appear in NoteTaker’s Scripts menu, go to NoteTaker’s
General preferences and uncheck the Include AppleScript menu option, then check
it again. This refreshes the menu with new scripts. You might also have to quit
NoteTaker and start it again to see new scripts.

New scripts aren’t read in until the first time you open them. Also, the first time a non-compiled
script is executed, it gets compiled. Note that it’s most efficient to save new scripts as “run only”
from the Script Editor.

For more information, see “Automate Workflow with AppleScript” on page 52, and go to
www.aquaminds.com/scripts.jsp.
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NoteTaker and Podcasting

Using NoteTaker, you can not only listen to podcasts, but even record and publish your own.
Teachers, students, business professionals, and researchers alike can take advantage of the
power and reach of podcasting, using a combination of NoteTaker’s embedded Web browser,
mp3 metadata support for Voice Memo recordings, and our exclusive Simple Podcast Creation™
toolKkit.

Listen to Podcasts

Listen to or download podcasts while browsing Web pages in your notebook. Just open a
browser in a Web entry and browse to the page offering the podcasts. NoteTaker is not itself a
“podcaster” application, but you can stream podcasts from the Web page, or download them to
iTunes.

For details on Web entries, see “Browse the Web in a Notebook” on page 104.

@ EI IEI - http:f fstardate.org/feeds/rss.xm E =

Listen to your favorite StarDate

pOdcaStS from your Updates from StarDate Online, including daily radio
notebook, such as these show podcast, stargazing tips, and featured Images.
feeds from StarDate.org Copyright 2005 The University of Texas MoDonakd Observatory

VLA at 25 - StarDate: October

10 Mon, 10 Oct 2005 00:00:00 -0500
Unfolding an otherworldly telescope.

Listen Mow Download

Record Podcasts

NoteTaker’s built-in Voice Memo tool now supports mp3 metadata input and editing, allowing
you to add custom tags or “metadata” to your Voice Memo recordings. This allows your memos
to be identified when played from a podcast player, such as iPodder or iTunes.

For details, see “Tag Voice Memos with MP3 Keywords” on page 99.

Publish Podcasts

To broadcast your voice memo recordings as a podcast, use our free Simple Podcast Creation™
toolkit. The kit includes an installer for adding the Podcast export transform to NoteTaker’s
Export NTML dialog, an example podcast template, and basic instructions for getting started.

To download the free kit, go to www.aquaminds.com/podcasting,.jsp.
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NoteTaker Dashboard Widgets

AquaMinds has released Dashhoard widgets that provide powerful access to several Internet
search services. The widgets dynamically create notebook content from search results, which
you can then view and organize for further research and study. Download widgets from the
AquaMinds or Apple Web site, as shown helow:

@ NoteTaker Dashboard widgets require OS X 10.4 or later.

MegaSearch Widget

This posts your search query to Google, Teoma, Yahoo, and MSN, and collects results in a
notebook. Duplicate results are eliminated, and remaining results are reordered as follows:

® Results that show up in more than one search engine are grouped together according
how many search engines return the result.

* Within each group, results are sorted according to the average of their individual
search engine rankings.

For details and to download, go to:
www.apple.com/downloads/dashboard/search/megasearchdashboardwidgetfornotetaker.html

ClusterSearch Widget

This widget takes a search query, posts it to Clusty (a popular meta-engine that aggregates
results from multiple search engines), and displays results in a notebook.

For details and to download, go to:
www.apple.com/downloads/dashboard/search/notetakerclustersearchwidget.html

MedResearch Widget
This widget provides access to be National Library of Medicine (NLM) as follows:

® [t uses the Clusty meta-engine to group results of the medical publications search into
thematic clusters.

® It submits to the same surge directly to the NML, categorizing results according to the
purpose and content of the database is queried.

* Results are displayed in a notebook.

For details and to download, go to:
www.apple.com/downloads/dashboard/search/medicalreasearchdashboardwidgetfornotetake
r.html
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NoteTaker Workflow & Automator Actions

Easily integrate NoteTaker into your daily workflow using Apple’s Automator application, which
is included with OS X version 10.4. More than a dozen Automator actions are available for
operations on NoteTaker notebooks.

© NoteTaker Automator actions require OS X version 10.4 or later.

Using NoteTaker Automator Actions

After installing NoteTaker, start the Automator application to see the available NoteTaker
actions. These include:

Arrange NoteTaker Notebooks
Get Text Of NoteTaker Page

Go To Next NoteTaker Page

Go To Previous NoteTaker Page
Go To Specified NoteTaker Page
New NoteTaker Page

New NoteTaker Section

Print NoteTaker Notebooks

Add Files To NoteTaker Page
Add Text To NoteTaker Page
Add URLs to NoteTaker Page
Open NoteTaker Notebooks

Developing Automator Actions for NoteTaker

NoteTaker Automator Sources are availahle at the Aquaminds Developer site, at:

www.aquaminds.com/NoteTaker_Automator_Sources.zip
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VoiceOver Spoken Interface Support

NoteTaker users requiring enhanced accessibility such as spoken menu items can now enjoy
the benefits of Apple’s exceptional new VoiceOver technology. Ideally suited for students and
teachers, VoiceOver provide superb audio feedback while moving the mouse or assisting device
over text to hear spoken voice.

VoiceOver for assisting devices is controlled by setting Apple’s System preferences—both
Speech and Universal Access preferences. To learn more about Apple’s new VoiceOver system,
visit their Web site at:

http://www.apple.com/macosx/tiger/voiceover.html
@ VoiceOver requires OS X 10.4 or later.
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Export Note-Taking Markup Language

NoteTaker allows exporting notebook pages in Note-Taking Markup Language (NTML)— an
open and public (non-proprietary) XML-based file format that allows notebook data to be ported
to and programmed in a variety of XML formats.

Begin by selecting one of several export scopes from the File > Export NTML menu, which allow
exporting an entire notebook, the current section, the current page, or the current selection.

The export operation creates a folder that contains at least two files: notebook.xml and
notebookstyle.css. Other folders are created if your notebook contains background images or if
you specify Include Local Attachments or Separate Page Files in the Export NTML dialog.

* notebook.xml This is the file with the NTML representation of the data in your
notebook, but it doesn’t contain all the information needed to display that data as you
see itin NoteTaker. In particular, text styling and background images for the a notebook
are stored separately.

* notebookstyle.css This file is a Cascading Style Sheet that defines all the styles applied
to the text in your notebook.

In addition to NTML, you can export the following XSLT transforms, by default:

* Apple Keynote (APML) The two KeyNote transforms output notebook data as KeyNote
documents. One outputs one slide per notebook page, and the other outputs one slide
per outline (a top-level entry and its children).

° XHTML The XHTML (single page) option exports a single page of your notebook as flat
XHTML. The page can then be indexed by search engines more readily than Web
Notebooks. Weh developers can also integrate the page into a Web site, modifying its
look by editing the exported notebookstyle.css file.

* Podcast This transform lets you create podcasts from a NoteTaker Voice Memo (see
“NoteTaker and Podcasting” on page 157, or go directly to
www.aquaminds.com/podcasting.jsp for details.

Add Your Own XSLT Transformations

NoteTaker also provides a hook to add your own XSLT transforms to the Export NTML dialog.
You do this by inserting processing instructions in an XSLT file and placing it in a folder where
NoteTaker will find it. To download the free NTML Documentation Kit, go to
www.aquaminds.com/About_NTML.ntz.zip.

For more information and examples, visit www.aquaminds.com/developer.jsp.
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NoteTaker in German, French, and Japanese

NoteTaker is available in German, French, and Japanese language versions. Localization of the
software is transparent—no additional software or updates are required. Localized
documentation is not yet available.

4 Academic and language art instructors can easily enhance their lessons with voice
recordings by recording Voice Memos in NoteTaker. The resulting sound files can be transferred
to other applications and servers, emailed to students, published in a NoteTaker Web Notebook,
or distributed via iTunes or podcasts.
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check mark to outline entries
74

clippings from other
applications 40-41

documents 38-39

freehand sketches 50, 56
hyperlinks to other pages 32
iTune genres 99

Java applets 49

libraries 30, 149

mp3 metadata to voice
memos 99

outline entries 23
pages 22
pictures 46-47
sections 22
voice memos 94-95
Web links 102-103, 144, 152
Web search sites 107
address book
alphabetizing 75
annotations 91
building from scratch 90
importing 89
indexing 90
inserting from toolbar 89, 90
summarizing 90
Address Book, Apple
importing addresses from 89
inserting annotations from 91
Align command 148
Align Left command 148
Align Right command 148

aligning text 58, 64
alphabetizing 75
animations, Flash

in an outline 48

in slide shows 115

in Web Notebooks 116
annotations

address book 91

clipping 123

in voice memos 98

text 42-43, 91, 144, 150,
152

voice 96-97, 144, 152
APML (Keynote file format)
exporting 161
AppleScripts
adding 156
removing duplicates 53
using 52-53, 144, 152
Web Research Agents 106
applications
clipping content from 40-41

NoteTaker services in 40, 78—
79

searching NoteTaker from
78-79
AquaMinds
blog 10
contacting 10
FAQs 10
learning center 10
mailing list 10
RSS feeds 10
sending feedback to 10, 151
Web site 151
archiving notebooks 15, 17
archiving Web pages 109
attachments

converting linked documents
to 17,113,143

documents 38, 39
Flash files 48

mailing notebooks as email
113

pictures 46

Automator actions for NoteTaker
159

autosaving 15

B

Back command 28, 146
background color
default, applying 61, 62, 149
default, setting 128, 129
in slide shows 114
of a notebook cover 64, 148
of a page 60, 148

of every page in a notebook
62,149

Background Color menu 148
background image
default, applying 62, 148
default, setting 128, 129
in slide shows 114

on a notebook cover 64, 129,
148

on a page 60, 62, 128, 148
removing 61, 128, 129, 148
resizing 61
Background Image menu 148
backups, of notebooks
compressing 142
saving automatically 15

saving to a remote location
17,143

specifying a folder for 15
best practices for NoteTaker 18
bidirectional links 32, 43

Block Pop-Up Windows command
105, 147

blog, AquaMinds 10

Bold command 147

Bring All To Front command 151
Bullet command 148
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c

Calc 50
categories 65-71
accessing 66
assigning 66
creating 67
deleting 67
displaying in an outline 26
highlighting and summarizing
66, 71

importing from Apple address
book 89

in a notebook index 66, 71,
82

in an address book 89, 90
in templates 67, 68, 71, 90
in To Do list 87, 88

naming 67

NoteTaker 66

on toolbar 66

sorting by 75

summarizing by 80
unassigning 66

Categories command 26, 147,
149

category icons

adding your own 67

origin of 66

showing, hiding 60, 66, 147
Category Icons command 147
category labels

displaying in an outline 26, 66,

147

naming 67

sorting by 75
Center command 148
centering text 58
Change Dates command 26, 147
Changed By command 27, 147
characters, counting 153

check mark in outline entries 74,
86

Check Spelling As You Type
command 145

checkbox
for outline entries 74
in To Do list 86
Checking Spelling 145
Clip to notebook command 40
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Clip to previous location
command 41

clipping services
creating 40-41, 150
customizing 123
removing 41, 150
Close All command 30, 142
Close command 142
ClusterSearch widget 158
Collapse Entry command 146

Collapse Notebook command 18,
146

Collapse Page command 146
color

of cover background 64, 129,
148

of cover title 64, 129

of Legal and Lab page styles
61

of notebook tabs 61
of outline entry 60

of page background 60, 62,
128, 148

of page-title area 128

of text 58

of text highlighting 63
Colors command 58, 148
Colors tool 58, 60, 63, 152
comma-delimited 143

Command key, using in
NoteTaker 136, 138,
139

commands See NoteTaker
commands

Compact Index command 18,
150

compressed notebooks 17, 113,
142, 143

contact manager See address
book

Contact template
inserting 90
modifying 70
Contents Page command 146
Contents page, in notebook
adding sections, pages to 22
alphabetizing 75
command for opening 146
dragging files to 37, 39, 46,
47

fonts in 59, 125
rearranging pages on 24
renaming 122
viewing 20

Contents view, in Drawer
copying selections to 34
copying Web Archives to 109
customizing 130
previewing pages from 29
showing and hiding 28

Contextual Menu Plug-in
installing 11
using 41, 79

contextual menus in NoteTaker

137

Control key, using in NoteTaker
137,138

Controls command 147

controls, in NoteTaker Web
browser 104

controls, in outlines
customizing 61, 124
using 20, 22, 23, 24
Copy command 144
Copy Font command 148
Copy Ruler command 148
Copy With Numbering command
144
copying
between notebooks 24, 29,
36, 95, 143

by Option-dragging 137
fonts 148

highlighted entries to a
summary page 76, 80

numbering format 144

open notebooks, warning
against 14

outline entries 24, 34, 137
pages 24, 29, 36, 137, 143
ruler 148
sections 24, 29, 36, 143
voice memos 95
Web pages 105, 109, 137
Cover All command 150
Cover command 120, 148, 150
cover See notebook cover
Cover Title menu 149
Cover tool 64, 120, 152
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Create (Web Notebook) command

143

Create Clipping Service for ...
command 150

Create Hyperlink command 32,
42,91, 96, 98, 102,
144

Create Hyperlink tool 152

Create Search Service for ...
command 150

creating
See also adding; inserting
categories 67
clipping service 40, 150
database 71
database reports 71
notebooks 14, 142
search service 78, 150
summaries 76, 80
templates 68
To Do list 86-88
Creator command 27, 147
Current Page command 142

Current Section command 142,
146

customizing
autosave 15
clipping services 123
Contact template 70
controls 61, 124
cover style 129
Drawer 130
full-screen mode 124
hyperlinks 126
keyboard shortcuts 134
link behavior 126

look of notebook windows
124

NoteTaker 121-134
outline editing 126
page style 128
page-turning animation 124
PDF 119, 127
printed notebooks 119
Return key 126
Tab key 58, 126
toolbar 132

Cut command 144

Cycle command 16, 151

D

Dashboard widgets (MegaSearch,
ClusterSearch,
MedResearch) 158

database, in NoteTaker 50, 71
Date command 149

date, inserting in outlines 145,
153

dates
looking up in index 82

of outline entries and pages
26, 27,147,149

of To Do pages 87
sorting by 75
summarizing by 80
Dates command 26, 147
DBquery 50
default
See also customizing

background color 61, 62,
128,129, 149

background image 62, 128,
129, 148

clipping service settings 123
cover style 129, 149
Drawer settings 130

fonts 125

keyboard shortcuts 134

outline entry settings 126,
127

page style 62, 128, 148
window look and feel 124
Default command 148
Default Location command 149
Delete command 144
Delete Page command 24
deleting
see also removing
annotations 43, 97

background image 61, 128,
129, 148

categories 67

notebooks 18

NoteTaker Trial version 18
outline entries 24

Page Marks 33

pages 24

sections 24

services 41, 79, 150
template entries 70

designing
See also formatting
notebook cover 64, 129
notebook windows 124
notebooks 57-64
pages 60, 62, 128, 148
page-title area 58, 125, 128
text 58, 59, 63, 125, 129
desktop shortcuts 33
developers Web site 10
displaying
annotations 42, 91
category icons 66, 147
category labels 26, 66, 147

creator of page, entry 26-27,
147

dates of outline entries and
pages 26, 147

document file location 38
line numbers 26, 147
multi-line icons 27, 147
notebook cover 64, 150
notebook index 82, 146
notebook location 31
outline entry attributes 26-27
picture file location 46
priorities 27, 74, 147
ruler 42, 58, 147
source of links 32, 103
who changed a page, entry
26-27, 147
Dock menu 14, 41, 79
documents
attaching 38, 39, 46, 48, 136

converting linked to attached
17,113,143

displaying location of 38, 46
displaying names of 39

importing text from 37, 142,
143

linking to 38-39, 126
looking up in index 82

scanning into a notebook 54—
55

Web 102

double-clicking, tips in NoteTaker
136
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Drawer
browsing libraries from 31
customizing view 28, 29, 130

navigating history and
contents 28-29

opening and closing 28

organizing Web bookmarks in
108

resizing 130
Drawer preferences 130
drawings in outlines 50, 56

E

Edit Hyperlink command 103,
144

Edit menu 144
editing
dates of outline entries and
pages 27, 149
hyperlinks 32, 144
notebook password 120

outlines 22-25, 138, 144-
145

templates 70

Web links 103, 144, 152
email addresses

looking up from Mail 78

looking up in index 82
Email command 143
Email Page Folio tool 113, 152

Email Page Text tool 105, 113,
152

emailing

folios 113, 143

notebooks 113, 143

outlines 113, 143

text from Web page 105, 113

voice memos 95

Web page 113
end notes 42-43, 144, 152
Enter Selection command 145
Entries preferences 126, 127
entries See outline entries
Entry Numbering menu 148
Excel

inserting a table from 144
Expand Entry command 146

Expand Notebook command 119,
146

Expand Outline command 146
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Expand Page command 119, 146
Export command 143
Export NTML command 143
exporting
APML (Apple Keynote) 161
file formats 143
NTML 143, 161
podcasts 157, 161
XHTML 161

F

FAQs, NoteTaker 10
Favorite Styles menu 148

favorite styles, in NoteTaker 58,
148

file formats
exporting 143
importing 143
retaining for graphics 47
File menu 142
file name extensions
.ntf (folio) 112
.ntm (Page Mark) 33
.ntx (notebook) 142

.ntz (compressed) 17, 113,
142

.webloc 103

file size of notebooks 18, 83,
142, 150

files See notebooks; documents
Find menu 145
Find Next command 145
Find Panel command 77, 145
Find Panel tool 77, 152
Find Previous command 145
Find Selection In menu 79
finding

See also summarizing and

searching

NoteTaker content from other
applications 78-79

spelling errors 145, 149

text in a library 77, 145

text in a notebook 77, 145
First Entry command 146

First Page of Section command
146

First Section command 146
Fit Width command 148
Flag command 86

Flag Entry command 144
Flash
in slide shows 115
in Web Notebooks 116
inserting in an outline 48
Floating command 49, 105, 147
floating windows

displaying Java applets in 49,
147
opening Web pages in 105,
147
Focus command 16, 146
folders
linking to 39
folios
copying to a notebook 36
description 112

dragging to desktop or Finder
112

emailing 113, 143
opening 112
Font menu 147
Font Panel command 58, 147
fonts
commands for 147-148
copying 148
default 125
in new outline entries 59, 125
in outline entries 58
in page-title area 59, 125
in section listings 59, 125
of numbering format 59, 125
on Contents 125
on notebook cover 64, 125
on notebook tabs 125
Fonts tool 58, 63, 152
footnotes 42-43
Format menu 147

Format preferences 59, 125,
128, 129

formatting
an entire notebook 59
default settings for 125
notebook cover text 64
outline entries 58
slide shows 114-115
templates 68, 70
text 58, 59, 147-148
text annotation 42
To Do lists 131
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Forward command 28, 146
freehand sketches 50, 56

Full Screen command 16, 150
full-screen mode

notebooks in 16, 124, 136,
150

NoteTaker menus in 124

G

General preferences 122, 123
Go menu 146

Google, searching from
NoteTaker 106, 107

Graph command 148

graphic format, retaining original
47

graphics See pictures

H

Harvard command 148

Heavier command 147

hiding
category icons 60, 147
controls in outlines 60, 147
notebook index 83, 146
notebook tabs 60, 124
spiral rings 124
title from notebook cover 64

title on notebook cover 129,
149

toolbar 60, 136, 147
Web browser controls 104
who created or changed a
page, entry 26, 147
Highlight & Summarize command
80, 150
Highlight & Summarize menu 150

Highlight & Summarize tool 80,
152

Highlight Entry command 76, 144
highlighting
in a database 71

outline entries in yellow 76,
80, 150

removing 148

text in colored pen 63
history

customizing view of 130

in Drawer 29

navigating 28-29, 146

HTML
importing 143
in a notebook 110
pasting from Word, Excel 144
hyperlinks
See also Web links
bidirectional 32, 43
displaying source of 32
editing 32, 144
opening with single-, double-,
or Option-click 126
removing 32, 103, 144

to AppleScript commands 52—
53, 144, 152

to documents 38
to other pages 32, 144, 152

to text annotations 42-43,
91, 144, 152

iCal
inserting schedule from 53

iDisk synchronization, and
notebook files 15, 17

Image command 144
images See pictures
Import command 37, 89, 143
importing
address book information 89
file formats 143
NoteTaker content 29
other notebooks 143

text from other applications
37,142,143

vCards 89

Indent Subordinates command
146

indenting
outline entries 23, 126, 146
text b8, 126
Index Section command 146
index, notebook
command for going to 146
compacting 18, 83, 122, 150
repairing damaged 122, 150
showing and hiding 82-83,
146
using 82-83
Inkpad, inserting sketches from
56

Insert Contact command 89
Insert Contact tool 89, 152
inserting
See also adding; creating
Clipboard contents 24, 144
Contact template 90
end notes 42-43, 144, 152
Excel table 144
Flash animations 48
Java applets 49
outline entries 23, 24, 25

outlines in an email message
113

pages 22

pictures 46-47
sections 22

special characters 145
templates 69

text annotations 42-43, 91,
144, 152

voice annotations 144, 152
installing
Contextual Menu Plug-In 11
NoteTaker 11
[talic command 147
iTunes
creating genres for 99

identifying voice memos in 99,
157

playing voice memo in 95, 97

J

Java applets
adding to an outline 49
developing for NoteTaker 49
in slide shows 115
in Web notebooks 116
NoteTaker demo 50-51
resetting 145

K

Key Preferences 134
keyboard shortcuts

See also command
descriptions in the
Reference

customizing 134
reverting to default 134
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L

Lab command 148
Larger command 147
Last Entry command 146

Last Page of Section command
146

Last Section command 146
Last Viewed Page command 146
Legal command 148
libraries
adding 30, 149
modifying 31
naming 30, 31
navigating 30-31
opening all notebooks in 30,
142
removing 31, 149
shortcuts to 33
Libraries view, in Drawer
customizing 130
previewing pages from 31
showing or hiding 31
Libraries view, in Find panel 77
license
replacing lost 10
Lighter command 147
line numbers in outlines 26, 147
line spacing
adjusting 58
setting default 128
linked documents
adding 38-39, 48
converting to attachments 17,
113,143
displaying names of 39
linked folders 39
linked pictures

converting to attachments 17,
113, 143

inserting 46-47
links See hyperlinks
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M

Mail
attaching notebooks and
folios 113
clipping content from 40
inserting outlines in 113

looking up an email address
from 78

searching NoteTaker from 78
Mail Merge, exporting 143
mailing list

AgquaMinds 10

creating from an address
book 90

margins in outline entries 58
MedResearch widget 158
MegaSearch widget 158
menus See NoteTaker menus
merging notebooks 36, 143
metadata

finding with Spotlight 84

in voice memos 99, 157
Microsoft applications

clipping content from 41

exporting Word documents
143

importing Word documents
14, 37,142, 143

NoteTaker servicesin 11, 41,
79

pasting HTML from 144
searching NoteTaker from 79
Minimize command 150

minimizing notebook windows 16,
124,136

Move Entry Down command 146
Move Entry Up command 146
moving
highlighted entries to a
summary page 80

open notebooks, warning
against 14

outline entries 24, 146
pages 24
sections 24
mp3 94, 99
Multi-Line command 25, 148
Multi-Line Entries command 27,
147
multi-line mode 25, 27,126, 147,
148

N

naming
categories 67
Contents page 122
libraries 30, 31
notebook covers 64
notebook documents 14

notebooks before autosaving
15

pages 22

sections 22

templates 68
navigating

highlighted outline entries 76,
150

history 28-29, 146
libraries 30-31
notebooks 19-33, 146
search results 77
New As command 142
New command 142
New Entry Above command 145
New Entry command 23, 145
New Form command 142
New Page command 22, 145
New Page tool 22, 152
New Plug-In Entry command 145
New Section command 22
New Selection command 145

New Web Entry command 104,
145

Next Entry command 146
Next Highlighted command 150
Next Page command 146
Next Section command 146
Next Sibling Entry command 146
None command 148, 149
Notebook command 143
notebook cover
as home page in Web
Notebook 116
background color of 64, 129,
148
background image on 64,
129, 148
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default style 129

of password protected
notebooks 120

printing 119
showing, hiding 64, 150
title on 64, 129, 149

Notebook Drawer menu 149
Notebook Drawer tool 28, 30,

152

notebook tabs

adding for a page 147
color of 61

font of 59, 125

hiding 60, 124
removing 147
reorienting 60, 124
springing open 34

notebook windows

bringing to front 14, 151
customizing look of 124
cycling through 16

full-screen mode 16, 124,
136, 150

minimizing 16, 124, 136
scaling 16, 147
stacking 16, 151

tiling 16, 150

notebooks

See also file name extensions

assembling from other
notebooks 36

backing up 15, 17, 143
browsing Web in 104-105,
145

compressed 17, 113, 142,
143

converting to Web pages
116-117

covers 64, 119, 120, 129,
149, 150

creating 14, 142

deleting 18

designing 57-64

emailing 113, 143, 152
excerpting folios from 112
expanding and collapsing 146
importing to 29, 37, 143
in Libraries view 30-31
introduction to 13

linking to 32

merging 36, 143

naming before autosaving 15

navigating 19-33, 146

opening 14, 30, 122, 142

opening at login 33

opening when clipping to 123

password protecting 120

performance of large 18

printing 119

reducing size of 18, 83, 122,
142, 150

saving 15, 142

searching 77

searching from other
applications 78-79

searching Web from 106, 107
sharing 111-118
shortcuts to 33
titles of 64, 129, 149
warning against copying or
moving while open 14
NoteTaker
Automator actions 159
best practices 18
customizing 121-134
Dashboard widgets 158
delete Trial version 18

developing for 10, 49, 156,
159, 161

FAQs 10

getting latest version 122

installing 11

license, replacing lost 10

overview 8

sending feedback 10, 151

starting at login 14

updates and downloads 151

video training 10
NoteTaker commands

See also each command

choosing by typing 134
NoteTaker menus

See also each menu

keyboard shortcuts in 134

showing in full-screen mode
124

NoteTaker Services
See services
NoteTaker Services menu 150

NoteTaker User’s Guide

downloading Acrobat Reader
for 3

in online Help 151, 3
printing 3
tips for using 18

NoteTaker's Dock menu 14, 41,
79

Note-Taking Markup Language
143, 161

NTML 143, 161
numbering annotations 42
numbering format

applying across a notebook
62, 148

emailing 113
font of 59, 125
in an outline 60, 148

pasting in other applications
144

Numbers command 26, 147

0

Open command 14, 142

Open Drawer command 28, 30,
149

Open Library command 30, 142
Open Recent command 142
opening

all notebooks in a library 30,
142

folio files 112
notebooks 14, 122, 142

notebooks from Libraries view
31

notebooks you're clipping to
123

pages from the Drawer 28-
29, 31

RTF and Word files 14
opening at login

pages or notebooks 33

To Do list 87
OPML

exporting 143

importing 143
Option key, using in NoteTaker

136-137, 138

Outline command 144
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outline entries

adding new 23, 126, 145

alphabetizing 75

background color 60

categorizing 66

checkboxes for 74

color of text in 58

copying 24, 34, 137

counting in notebook 149,
153

creating a notebook from 142

customizing 126, 127

dates of 27

deleting 24

deselecting 63

displaying attributes of 26-27

expanding and collapsing 23,
146

flagging 74

focusing on 16, 146

font of new 58, 59, 125
highlighting 63, 76, 80, 150
importing text into 37, 143
indenting 23, 126, 146

line number of 26, 147

line spacing of 58, 128
linking between 32

margins and tab stops 58
moving 24, 146

multi-line mode, identifying 27
numbering 27

numbering format 60, 62,
125,148

printing 119
prioritizing 74, 144
removing from a template 70

selecting 23, 24, 68, 144-
145

selecting highlighted 76

single- vs multiline mode 25,
126, 147, 148

sorting 75

space between 128

summarizing 76, 80

unhighlighting 76, 81, 144,
150

Outline menu 145
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outlines

See also outline entries;
pages

customizing look of controls
61,124

definition 12

editing 22-25, 144-145

emailing 113

expanding and collapsing 146

exporting to Word 143
hiding controls in 60, 147
inserting templates in 69
navigating 20-21, 28, 29
pasting from other
applications 144

presenting as slide shows
114-115, 149-150

previewing from Drawer 29,
31

P

Page Break command 148
page breaks

inserting for printing 148

showing, hiding 147
Page Breaks command 147
Page Default command 149
Page Folio tool 36, 112, 152
page folios

copying to a notebook 36

description 112

dragging to desktop or Finder

112

emailing 113

opening 112
Page Mark tool 33, 152
Page Marks

creating 33

deleting 33

inserting in a notebook 33

opening at login 33
Page Setup command 143
page style

default, applying 62, 148

default, setting 128, 129

of every page in a notebook
62, 148

of one page 60, 148
Page Style menu 148
Page Tab command 147

page turning, customizing
animation of 124

pages
adding 22
adding outline entries to 23
alphabetizing 75
copying 24, 29, 36, 143
creating notebook from 142
deleting 24
designing 60, 62, 128, 148
displaying attributes of 26-27

dragging selections between
34

emailing 113, 143, 152
expanding and collapsing 146

formatting names of 58, 59,
125

importing 29, 143

in To Do sections 86-88

inserting templates in 69

linking to 32

moving 24, 146

naming 22

notebook tabs for 147

opening 20-21

opening from Drawer 28, 29,

31

printing one 119

saving as PDF 118

selecting 22

shortcuts to 33

summary 76, 80, 150

viewing a section’s 20-21
page-title area

color of 128

fontin 58, 125
paragraphs, counting 153
Parent Entry command 146
Password command 120, 143
password protection 120
Paste As menu 144
Paste command 144
Paste Font command 148
Paste Ruler command 148
Paste Selection To menu 41
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pasting

entry numbering format in
other applications 144

fonts 148
from other applications 144
HTML 144
in an outline 24
ruler 148

PDF
customizing 119, 127
displaying as image 46
resizing icon 39

saving a Web page as 104,
105

saving notebooks as 118,
148

single-page 47, 127
PDF File tool 118, 152
pictures

as backgrounds 60, 62, 128,
129, 148

as buttons 52-53

converting linked to attached
113,143

copying from Web 105, 109

displaying location of source
46

in single-line mode entries 25,
127

in templates 68, 69
in text annotations 42
inserting in a notebook 46-47

pasting as, from other
applications 144

resizing 46
retaining original graphic
format 47
scanning into a notebook 54—
55
Plain command 148
plain text

exporting 143

importing 143

pasting 144
Plain Text command 144
Plug-ns tool 49, 152
podcasting with NoteTaker 157

pop-up information in notebooks
29, 31, 32, 38, 42, 46,
83,91, 103

pop-up windows, blocking on Web
105

Preferences tool 132, 152

preferences, NoteTaker 121-
134

Preview
displaying NoteTaker help in 3
Previous Entry command 146

Previous Highlighted command
150

Previous Page command 146
Previous Section command 146

Previous Sibling Entry command
146

Print command 143
Print Current Page tool 119, 153
Print Page command 119, 144
Print tool 119, 153
printing
highlighted entries 76
notebooks 119
NoteTaker User’s Guide 3
page breaks 148
Priorities command 27, 74, 147
priorities, of outline entries
in To Do list 86
looking up in index 82
removing 74, 144
setting 74, 144
showing, hiding 27, 74, 147
summarizing 80
Prioritize Entry command 144

proper words, looking up in index
82

R

Record Voice Memo command
94, 149

recordings

emailing 95

of podcasts 157

of voice memos 94-95
Redo command 144

Remove All Highlighting command
63, 148

Remove all Services 150

Remove from Entry command 60,
149

Remove Libraries command 149
Remove Library command 31

Remove Orphaned Links
command 150

Remove Service command 150

Remove Services command 41,
79

removing
See also deleting

background color from entry
60

colored highlighting from text
63, 148

custom tab color 61

duplicate AppleScripts 53
libraries 31, 149

linking from text 32, 103, 144
notebook tab 147

orphaned annotation links 43,
150

password protection 120

services 41, 79, 150

yellow highlighting from entry
76

renaming See naming

Renumber Annotation Links
command 150

renumbering annotations 43, 150
reports
creating summary 80
Reset Applet command 145
resizing
background image 61
cover title 64
Drawer 130
menus in toolbar 132
NoteTaker Web browser 104
PDF icon 39

picture thumbnails in single-
line mode entries 127

pictures 46
Return key, customizing 126
Revert command 143
Rich Text (RTF)
exporting 143
importing 37, 142, 143
opening in a new notebook 14
pasting 144
Rich Text (RTFD)
exporting 143
Rich Text command 144
RSS feeds
AquaMinds 10
displaying in a notebook 104
Ruled command 148
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ruler
and Tab key 58, 126
applying styles from 148
copying 148
in Create Hyperlink panel 42
showing, hiding 58, 147
Ruler command 147
Ruler tool 58, 63, 153

S

Safari
clipping content from 40

requirements for browsing
Web in NoteTaker 105

Save All command 143
Save As command 142
Save command 15, 142
Save To command 17, 142
saving
as PDF 104, 105, 118, 148

backup copies of notebooks
15,17, 143

notebooks 15, 122, 142
Web archive 109
Scale command 148
scaling
See also resizing
text in slide shows 115
view of notebook window 147
Scan Document tool 153
Scan Image command 149

scanners supported by
NoteTaker 55

scanning images into a notebook
54-55
Scripts tool 52, 153
Scroll to Selection command 146
search services 78, 150
searching
See also finding
for voice memos 84
notebooks 77, 78-79, 84

notebooks from other
applications 78-79

the Web from NoteTaker 106,
107

using Spotlight 84
section folios See folios
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section listings
See also sections
alphabetizing 75

dragging files to 37, 39, 46,
47

removing notebook tab of 147
viewing 20
section titles
font of 58, 125
sections
adding new 22

adding pages to 22, 37, 39,
46, 47, 89
alphabetizing 75
Annotations 42, 43, 96, 97
copying 24, 29, 36, 143

creating a notebook from one
142

deleting 24
displaying attributes of 26-27
emailing 113, 143

formatting names of 58, 59,
125

importing 29, 143

inserting templates in 69

linking to 32

moving 24, 146

naming 22

opening 20

opening from Drawer 28, 29,

31

selecting 22

Summary 76, 81, 150
Select All command 145
Select Children command 144

Select Descendants command
144

Select Highlighted command 76,
144

Select Indent Level command
145

Select menu 144
Select Parent command 144
Select Peers command 144
Selected Entries command 142
selecting

highlighted outline entries 76

outline entries 23, 24, 68,
144-145

pages 22
sections 22

selections
dragging between pages 34
services
accessing from Dock menu
14,41, 79
assigning keyboard shortcuts
to 134
clipping 40-41, 150
removing 41, 79, 150
search 78-79, 150

using with Microsoft
applications 11, 41, 79

Set All Pages command 148, 149
Settings command 150

sharing notebook content 111-
118

Show Index Section command
82,146

Show Next Page tool 28, 29, 153
Show Notebook command 149
Show Page command 149

Show Previous Page tool 28, 29,
153

Show Ruler command 148

Show Selected Entries command
150

showing See displaying

single-line mode 25, 27, 126,
147, 148

size of notebook files 18, 83,
142, 150

SketchPad 50

Slide Show Control Bar command
150

Slide Show menu 149
Slide Show tool 114, 153

slide shows 104, 114-115, 149-
150

Smaller command 147
Sort command 75, 149
sorting
See also alphabetizing
from the toolbar 75
outline entries 75
To Do list 75, 87, 131
sound file formats 94
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sound files
copying 95
emailing from NoteTaker 95

inserting in a notebook 39,
94, 95

playing in iTunes 39, 95
recording 94-95

space between outline entries
128

Speak Selection command 149

Special Characters command
145

Special Sections menu 146
Spelling command 145, 149
Spelling menu 145
spelling, checking 145, 149
spiral rings, hiding 124
Spotlight

finding voice memos 84

searching notebooks from 84
Stack command 16, 151
starting

NoteTaker at login 14
style See page styles; fonts
stylus, using with NoteTaker 56
Subscript command 147

Summarize Highlighted command
76, 150

summarizing

database reports 71

outline entries 76, 80, 150
summary page

creating 76, 80
Superscript command 147

T

Tab key
customizing 58, 126, 139

indenting an outline entry with
23,126,139

indenting text with 58, 126,
139

tab stops 58, 126
Tab-delimited

exporting 143

importing 143
Table, Java applet 51
tablet, using with NoteTaker 56
Tabs command 148
tabs See notebook tabs

templates 65-71
See also Contact template
categories in 67, 68, 71, 90
creating 68
formatting 70
in databases 71
inserting 69
modifying 70
naming 68
typing in 69
Templates command 149
Templates tool 153
resizing 132
text
aligning 58
copying from Web 105
correcting 145, 149

emailing from a Web page
105,113

finding 77, 78-79, 145
formatting 42, 58, 59, 64,
125, 147-148
formatting in templates 68
highlighting in color 63

importing from other
applications 37, 142, 143

linking 32, 126

looking up in index 82

on notebook cover 64, 125

scaling in slide shows 115

summarizing 80

writing direction of 148
Text menu 148
thumbnails, of pictures 25, 127
Tile command 16, 148, 150
Time Stamp command 145
Time Stamp tool 153

titles, on notebook covers 64,
129, 149

To Do list
command for opening 146
creating 86-88
formatting 131
inserting iCal schedule in 52—
53, 88
multiple in same notebook 88
opening at login 87
organizing 88
printing 119
shortcut to 33
sorting by priority 75, 131

Today command 146
toolbar
See also specific tools
customizing 132
icon reference 152
showing, hiding 60, 136, 147
Toolbar command 60, 147
Toolbar preferences 132
Tools menu 149
Tools tool 66, 68, 75, 153

Trial version of NoteTaker,
deleting 18

typing special characters 145

U

Underline command 147
Undo command 144
Unhighlight All command 150
Unindent command 146
Unscript command 147
Update command 143

Update Current Page command
143

URLs

dragging to outlines 102,
105, 127

looking up in index 82
of Web Notebooks 117
typing in an outline 102

typing without making a link
126

v

vCards
attaching as a document 89
exporting 143
importing 89, 143
video training 10
View menu 147
viewing See displaying
VisualMap 51
Voice Memo Links command 26
Voice Memo tool 94, 153
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voice memos
annotations in 98

as annotations 96-97, 144,
152

emailing 95

finding 84

mp3 metadata in 99

playing in iTunes 95, 97

recording 94-95, 96-97
VoiceOver support 160

1}

Web Archive icon 109
Web browser

in NoteTaker 104-105, 106,
110, 126, 127, 145

Web links 102-108
adding 102-103, 144, 152
editing 103, 144, 152
on desktop or in Finder 103
opening with single-, double-,

or Option-click 126

organizing in Drawer 108
removing 103
viewing source of 103

Web Notebook™
category icons in 67
customizing HTML 110
publishing locally 117
publishing on Internet 116

Web Page Contents command
105, 147

Web pages
archiving 109

browsing in a notebook 102-
108, 147

clipping content from 40-41

converting notebooks to 116~
117

copying 105, 109

emailing 113

emailing text from 105, 113
in slide shows 104, 115

leaving open in notebooks
127

linking to 102-108, 126, 144,
152
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looking up in index 82
saving as PDF 104, 105

searching for, from a
notebook 106, 107

Web pop-up windows, blocking
105, 147
Web Research Agents 106
Web Search Field 106, 153
adding search sites to 107
resizing 132
Window menu 150
Window preferences 124
windows
See notebook windows
Word Count command 149
Word Count tool 153
Word document (.doc)
exporting 143
importing 37, 142, 143
opening in a new notebook 14
words, counting 153
Writing Direction command 148

X

XML
exporting 161
importing 37, 143
X-Ray Info Box 138
contacts 91
documents 38
Drawer 29, 31
hyperlinks 32
index 83
pictures 46
text annotations 42
Web link 103

Yahoo, searching from NoteTaker
106, 107

Zoom command 150

Zoom menu 147

Zoom tool 16, 153
resizing 132
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