SMART Notebook Training for Beginners
	Important Things to Remember about SMART Board Set Up and How it Works

	


	Important Things to Remember about SMART Board Touch

	· Touch with Intent

· Apply Constant Pressure

· SB only recognizes one point of contact




	Important Things to Remember about Cleaning the SMART Board

	· Use a soft, dry cloth for general dusting

· Use non-ammonia window cleaner sprayed directly to the cloth for tougher smudges

· NO markers of any kind

· NO sharp objects of any kind

· Take precautions when away from school to protect your equipment
· Do not use Clorox Wipes or Magic Erasers



	Important Things to Remember about Orienting the SMART Board

	· Orient EVERY day!

· Launch orientation in these ways…from the Welcome Center, from the Control Panel, from the Floating toolbar, or by pressing the two buttons on the pen tray simultaneously

· Touch directly in the center of the bulls-eye to orient

· Number of Orientation points can be set at 20 through the Hardware settings of the Control Panel




	Important Things to Remember about the SMART Board Tools
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	Important Things to Remember about Writing and Erasing

	· The tools on the pen tray work through sensors
· Your finger can be used in the place of the SB tools
· To erase a large area, use the eraser to draw a large circle around the area, then tap in the center



	Important Things to Remember about the On-Screen Keyboard

	· Launch the keyboard with the button on the pen tray
· Use the drop-down menu on the keyboard to change the type of keyboard you’re using
· The settings options allows you to make keyboard changes like sound and transparency
· The preview pane allows you see what you’re typing before it’s inserted
· After launching the keyboard, tap on the area you’d like to insert text before actually typing it



	Important Things to Remember about using the Mouse

	· You finger serves as the mouse at the SMART Board
· Right-click by clicking and holding your finger on the board for three seconds
· Right-click by clicking the right-click button on the pen tray and then clicking the board



	Important Things to Remember about the Ready-Light Indicators

	· No light – there is no power; check the USB connections
· Solid Green – Everything is communicating and should be working fine
· Flashing Green – There is a problem with the drivers; see your ITF
· Red or Amber – Contact your ITF



	Important Things to Remember about the Ink-Layer

	· The ink layer is like a transparency
· The ink layer will always open when using the SB tools with applications that aren’t INK AWARE
· Notebook Software and Microsoft Office applications (Word, Excel, and PowerPoint) are Ink Aware
· When the ink layer is open, buttons and scroll bars are inactive
· Annotations made on the ink layer can be captured into Notebook with the Capture button (camera)



	Important Things to Remember about the Floating Toolbar

	· The toolbar can be moved
· The toolbar can be customized (use the gear and drag/drop the features you’d like to appear)
· The toolbar allows you to use the SB tools at any time and with ANY application



	Important Things to Remember about the Ink-Layer

	· The ink layer is like a transparency
· The ink layer will always open when using the SB tools with applications that aren’t INK AWARE
· Notebook Software and Microsoft Office applications (Word, Excel, and PowerPoint) are Ink Aware
· When the ink layer is open, buttons and scroll bars are inactive
· Annotations made on the ink layer can be captured into Notebook with the Capture button (camera)



	Important Things to Remember about using SMART Aware Applications
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· If toolbars don’t show, SMART Aware applications need to be turned on in the Control Panel




	Important Things to Remember about Launching Notebook Software

	· Launch from the Start Menu or the Floating Toolbar




	Important Things to Remember about the Software Interface

	· Menu Bar across the top

· Notebook Toolbar across the top (under the Menu Bar) – right-click to customize

· Side Tabs (include the Page Sorter Tab, the Gallery Tab, the Attachments Tab, and the Properties Tab)

· Work Area – the large white space used to create content

· The toolbars on the top and side can be moved to the opposite side of the board

· Pages can be viewed in full screen and in single or dual-page mode

· Navigate files with the blue arrows or by tapping on pages in the page sorter tab




	Important Things to Remember about the Customizing Ink

	· The colors of pens and highlighters can be customized

· Use the properties tab to customized ink, lines, shapes, etc.

· Customize ink to create interactive files using the Magic Eraser technique

· The eye dropper tool allows you to match colors exactly




	Important Things to Remember about Special Pens

	· The creative pens draw with pictures (also good to use for stamps)

· The Magic Pen uses ink that disappears within 10 seconds (straight lines), will open the magnifier (draw a circle), and will open the magnifier (draw a square or rectangle)

· The Shape Recognition Pen will perfect basic shapes

· Tool properties can be saved




	Important Things to Remember about Other SMART Tools

	· Screenshade

· Magnifier

· Spotlight

· Calculator

· Table Tool

· Capture Tool

· SMART Recorder

· SMART Video Player

· Tools can be launched from the Notebook Toolbar, the Floating Toolbar, and the Welcome Center




	Important Things to Remember about the Page Sorter Tab

	· Active Tab and Active Page
· How to Add a Blank Page          
· Page Thumbnail Drop-Down Menu
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Reorder pages by dragging and dropping to new location

· The tab can be resized

· Auto-Hide allows the tabs to collapse when not in use




	Important Things to Remember about the Gallery Tab

	· Tips for searching the Gallery (using the search field or expanding the menus under “Essentials for Educators”)
· Types of objects include pictures, backgrounds, pages, flash files, sounds, and movies)

· My Content (allows you to add to your Gallery) – create folders by right-clicking on My Content – drag and drop items you’d like to save there

· My Content won’t be backed up should your machine need to be reimaged – Make sure you back it up before this process

· My Content can be exported and shared with other Notebook Users




	Important Things to Remember about the Attachments Tabs

	· Attachments may be saved as shortcuts or copies
· If you’re going to share your files, save them as copies

· Saving as copies makes your Notebook file larger

· Great place to insert web links you plan to use during lessons




	Important Things to Remember about the Properties Tabs

	· Allows you to change properties of most selected objects

· Allows you to do simply page recording
· Allows you to animate selected objects




	Important Things to Remember about the Work Area

	· Double-click items from the Gallery to insert them in the work area

· Drag and drop items to the work area



	Important Things to Remember about Objects

	· Objects can be moved

· Objects can be resized (white circle handle in bottom-right corner)

· Objects can be rotated (green circle handle at top)




	Important Things to Remember about Text

	· Click in work area and type to enter text

· Double-click existing text to open the text box

· Triple-click existing text to open the text box and highlight all text

· Handwriting can be converted to text from the drop-down menu




	Important Things to Remember about the Drop-Down Menu

	· Drop-down menu allows you to clone, cut, copy, paste, delete, lock, group, flip, order, clone infinitely, link, attach sound, and open the properties tab

· Use clone to save time when creating files (i.e. clone text before editing the words)
· Lock objects you don’t want moved during the use of a file

· Use Infinite Clone when you need multiple numbers of the same object




	Important Things to Remember about the Table Tool

	· Marquee Select the table to move it to a different location on the page

· Items moved to an active table will be resized

· Tables can be created and captured as a picture if you want to use it as an inactive grid




	Important Things to Remember about Active Alignment

	· Allows you to easily line up objects in the work area

· Activate by going to Format, Alignment, then Active Alignment

· Turn off during lessons




