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Chapter 1: Getting Started

Kidspiration® is the visual way for young learners to think, write 
and comprehend. Students create graphic organizers by 
combining pictures, text and spoken words. Working visually, 
young learners build important early literacy skills, while more 
advanced students are able to better understand information and 
communicate ideas.

Research shows that visual learning is one of the most effective 
means for teaching thinking skills. Kidspiration builds on these 
proven techniques, inspiring young students to improve 
comprehension, clarify thinking, increase retention and 
strengthen organization—creating a foundation for academic 
success.

Use Kidspiration in reading and writing, social studies, science 
and math … or anytime students need to visualize, organize or 
categorize information.

This guide is designed to help you get started using Kidspiration, 
quickly and easily. It contains:

• What’s new in Kidspiration 2

• System requirements

• Installation instructions

• Customer service information

• Tutorial

• Instructions for using Kidspiration commands and features
1
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Where to find more information
• The Kidspiration Help system contains detailed information 

about using Kidspiration commands and features. To access 
Help while you are using Kidspiration, click Kidspiration 
Help on the Help menu.

• The Kidspiration User’s Guide contains a tutorial for new 
users and all the information in the Help system. The User’s 
Guide is available as a PDF document in the Documentation 
folder inside the Kidspiration 2 folder. To access the User’s 
Guide while you are using Kidspiration, click Kidspiration 
Documentation on the Help menu.

• Kidspiration Technical Support is available online. To connect 
to Technical Support while you are using Kidspiration, on the 
Teacher menu, point to Kidspiration Online, and then click 
Technical Support.

What’s new in Kidspiration 2!
Kidspiration includes the following improvements and new 
features:

Draw

Symbol Maker tool. To support emerging readers, 
Kidspiration 2 introduces the powerful Symbol Maker drawing 
tool. Students use familiar paint tools to easily create their own 
symbols. Drawings become an important element of their graphic 
organizers, allowing young learners to refine and personalize 
meaning.

Group

Unlimited SuperGrouper® shapes. Now, with just one 
click, teachers or students can transform any symbol into a 
SuperGrouper® shape. For example, students might place items 
for “school” into a backpack, rather than a plain circle or box. As 
a result, the activity becomes more engaging and meaningful.
Chapter 1: Getting Started



Venn diagram SuperGrouper shape. A new Venn diagram 
shape enables students to use this classic technique to show 
understanding of similarities and differences.

Connect

Picture feedback in Writing View. Kidspiration 2 displays 
symbols in Writing View to reinforce the relationship between 
words and their meanings. And, as always, emerging readers and 
writers can use the Listen tool to hear their work read aloud. 
Research shows this combination of pictures, writing and spoken 
words improves young learners’ retention and comprehension.

And more …………

Features for teachers

75 standards-based activities. Engaging activities offer 
opportunities for learning across the curriculum, including math! 
Easily modified, activities can be adapted to meet the demands of 
any curriculum.

Share activities over a network. Activities can be saved 
and launched from any location, making it a snap for classrooms 
to use customized lessons. Flexible access enables educators to 
collaborate and create new projects to build an exciting portfolio 
of curriculum-aligned lessons.

Lock items in place. Educators can now freeze the position of 
items in Picture or Writing View to ensure that young students do 
not accidentally move or delete symbols or SuperGrouper shapes 
that are core to a teacher-prepared activity.

Limit symbol libraries. The Activity Wizard permits teachers 
to limit the number of symbol libraries available for a specific 
project, removing distractions and focusing learning time.
Kidspiration® User’s Guide 3
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Show or hide symbol captions. To add flexibility to 
lessons, Picture View symbol captions can be easily toggled on 
and off. A first click hides all symbol captions, while the second 
click labels all captioned symbols.

Teacher symbols for Picture View instructions. 
Kidspiration 2 allows educators to add Teacher symbols that 
appear only in Picture View. This new Teacher menu command 
eliminates the transfer of irrelevant information to Writing View.

Align and evenly space items. Now educators can 
effortlessly align and evenly space symbols and SuperGrouper 
shapes to fine-tune activities.

Password-protected Teacher menu. A password on the 
Teacher menu prevents students from changing teacher 
preferences.

Fast font selection. Fonts and text sizes are accessed via a 
pop-up menu, enabling users to quickly select their desired style.

Accessibility for all learners. A full range of keyboard 
shortcuts and other accessibility options empowers all learners to 
see, organize and develop their great ideas.

Kidspiration and Inspiration® compatibility. Educators 
and students can access and share any document created in 
Kidspiration 1 or Inspiration. Kidspiration 2 documents can also 
be saved as version 1, allowing projects to be opened and 
manipulated in the earlier version.
Chapter 1: Getting Started



Student-friendly enhancements

One-click publishing. The Publish tool makes it a snap for 
students to finalize their Kidspiration writing projects in a word 
processor. With one click, this powerful tool launches 
AppleWorks® or Microsoft® Word and transfers student work 
from Kidspiration. Educators can modify settings to best fit the 
purpose of activities, allowing topics, notes and even a picture of 
the diagram to appear in the final draft.

Intuitively delete symbols. Kidspiration 2 works the way 
kids do! When students drag a symbol back to the palette, it’s 
deleted—just as they expected.

See student name on screen. Student names are now visible 
on screen so teachers can quickly see if students entered their 
identifying information.

Student name is file name. To simplify file saving and better 
utilize valuable learning time, text entered into the Student Name 
dialog becomes the suggested file name when students save a 
project.

Fit entire picture onto screen. A new view option sizes an 
entire Picture View project perfectly on screen.

Quick scroll symbol libraries. Descriptive library names 
make locating the perfect image a fast and easy task. Plus, instant 
feedback permits students to see each library as they scroll 
through the list.

Easily reverse a link. Using the Arrow tool on the Formatting 
toolbar, students can freely reverse links and change the structure 
of the items in Writing View.
Kidspiration® User’s Guide 5
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Installing Kidspiration
Kidspiration requires certain hardware and software components 
to run. Before installing make sure your computer meets the 
following minimum requirements:

System requirements

Macintosh

• Macintosh or Power Macintosh

• System 7.1, 8.x, 9.x or OS X

• 4 MB available RAM

• 640 x 480, 256 color display

• 7 MB available hard disk space; 35 MB for full install

• CD-ROM drive (for installation only)

• Optional:

• Macintosh compatible printer

• Internet browser

• Microphone
Chapter 1: Getting Started



Windows

• Pentium 75 MHz or faster

• Windows 95, 98, 2000, NT 4.0, ME or XP

• 5 MB of available hard disk space; 20 MB for full install

• 8 MB of RAM 

• 640 x 480, 256 color display

• CD-ROM drive (for installation only)

• Optional:

• Windows compatible printer

• Internet browser

• Soundcard and speakers

• Microphone

About upgrading from an earlier version of 
Kidspiration
When you install Kidspiration 2, it does not overwite any earlier 
version of Kidspiration installed on your computer. This enables 
you to keep custom activities and custom symbol libraries created 
in the earlier version of Kidspiration.

After you install Kidspiration 2, you can copy custom activities 
and symbol libraries from the earlier version of Kidspiration to 
the Kidspiration 2 folder.

Copy symbol libraries from the earlier version of Kidspiration to 
a folder inside the Kidspiration Libraries folder. You can copy the 
libraries to an existing folder or to a folder you create. For 
example, you could create a new folder called “Kidspiration 1 
Symbols.”

Copy activities from the earlier version of Kidspiration to the 
Kidspiration Activities folder inside the Kidspiration 2 folder. 
After you copy the activities and libraries you want to keep, you 
can remove the earlier version of Kidspiration. 

Any files you created using Kidspiration 1 can be opened by 
Kidspiration 2.
Kidspiration® User’s Guide 7
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Macintosh installation
1. Close all programs including screen saver and anti-virus 

programs.

2. Insert the Kidspiration CD-ROM into your CD-ROM drive.

3. Double-click the icon for your CD-ROM drive, and then 
double-click the Kidspiration Install icon to install 
Kidspiration. If you are using OS X, double-click 
Kidspiration 2 Install OS X.

If necessary, the installer will ask to add the required text-to-
speech software to your computer. Click OK to install. After 
updating the computer’s system software, your computer will 
restart and automatically continue the Kidspiration 
installation.

4. On the drop-down menu, select Easy Install or Custom 
Install:

• Select Easy Install to install the full Kidspiration program, 
including symbols, activities, examples and the Help 
system.

–or–

• Select Custom Install to selectively install Kidspiration 
program components. Select this option if you have limited 
hard disk space and you do not want to install the full 
Kidspiration program.

5. Follow the instructions on your screen to complete the 
installation process. A message appears when installation is 
complete.

6. Kidspiration starts automatically and the Personalize 
Kidspiration dialog appears.

Enter your name and/or organization and your serial number.

Note:  Your serial number can be found on the CD-ROM 
sleeve. The serial number identifies your copy of Kidspiration; 
it is required to personalize your Kidspiration application. 
Click OK.

To register your copy of Kidspiration, see “Registering 
Kidspiration” on page 10.
Chapter 1: Getting Started



Windows installation
1. Close all programs including screen saver and anti-virus 

programs.

2. Insert the Kidspiration CD-ROM into your CD-ROM drive.

3. Click the Install button to install Kidspiration.

If necessary, the installer will ask to add the required text-to-
speech software to your computer. Click OK to install. After 
updating the computer’s system software, your computer will 
restart and automatically continue the Kidspiration 
installation.

4. Select Easy Install or Custom Install:

• Select Easy Install to install the full Kidspiration program, 
including symbols, activities, examples and the Help 
system.

–or–

• Select Custom Install to selectively install Kidspiration 
program components. Select this option if you have limited 
hard disk space and you do not want to install the full 
Kidspiration program.

5. Follow the instructions on your screen to complete the 
installation process. A message appears when installation is 
complete.

6. Kidspiration starts automatically and the Personalize 
Kidspiration dialog appears.

Enter your name and/or organization and your serial number.

Note:  Your serial number can be found on the CD-ROM 
sleeve. The serial number idenfies your copy of Kidspiration; 
it is required to personalize your Kidspiration application. 
Click OK.

To register your copy of Kidspiration, see “Registering 
Kidspiration” on page 10.
Kidspiration® User’s Guide 9
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Network installation
Refer to the network installation instructions provided with your 
volume license. Volume licenses are available from Inspiration 
Software®, Inc. For more information, call 503-297-3004.

Registering Kidspiration
If you purchased a single copy of Kidspiration, you can register 
online or send in the printed registration card provided.

To register online, click Register Online after you personalize 
Kidspiration. Your browser starts and opens Kidspiration’s online 
registration form. Follow the on-screen instructions. (Note: You 
must have a modem and a browser installed to register online.) If 
you are unable to register online, please complete and mail the 
printed registration form.

To register a volume license, please complete and mail or fax the 
printed license agreement.

When you register, you’re entitled to special benefits from 
Inspiration Software, Inc. As a registered customer, you receive:

• Free telephone, fax and email technical support

• Substantial discounts on Kidspiration upgrades

• Tips on using Kidspiration

• Information about new products and product updates

• Flashes, the Inspiration Software, Inc. newsletter
Chapter 1: Getting Started



About Kidspiration customer service
Inspiration Software®, Inc. is committed to assisting our 
customers. If you have comments, questions or need assistance 
while working with Kidspiration, please contact us by email, 
telephone or fax. You can also connect to Kidspiration Technical 
Support while you are using Kidspiration. On the Teacher menu, 
point to Kidspiration Online, and then click Technical Support. 

Inspiration Software, Inc. provides free customer service and 
technical support for registered users. Be sure to register so you 
can take advantage of our support services. 

When you contact us, please be prepared to provide your serial 
number. Our support services are open Monday through Friday 
from 7 a.m. to 5 p.m. Pacific Time.

Telephone 503-297-3004
Monday–Friday

Fax 503-297-4676

Email techsupport@inspiration.com
Kidspiration® User’s Guide 11



12
Viewing and printing Kidspiration 
documentation

The Kidspiration User’s Guide and other written documentation 
is available in the form of PDF files. To view or print this 
information, you need Adobe® Reader® installed on your 
computer. If your computer does not have Adobe Reader, you can 
download a free copy from Adobe at www.adobe.com.

To view or print Kidspiration documentation on a 
Macintosh:

1. Double-click the Kidspiration 2 folder on your hard drive.

2. Double-click the Kidspiration Documentation folder to open 
it. The folder contains three PDFs:

3. Double-click a PDF to view or print it.

To view or print Kidspiration documentation in 
Windows:

1. On the desktop, double-click My Computer.

2. In My Computer, double-click the icon for the drive where 
Kidspiration is installed.

3. Double-click the Kidspiration 2 folder to open it. 

User’s Guide.pdf User’s Guide, including 
installation instructions and 
tutorial

Symbol Guide.pdf Illustrated listing of all built-
in symbol libraries

Activity Guide.pdf Overview of built-in 
activities with instructions 
and standards match
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4. Double-click the Kidspiration Documentation folder to open 
it. The folder contains three PDFs:

5. Double-click a PDF to view or print it.

Removing Kidspiration

Macintosh

• Drag the Kidspiration 2 folder to the Trash, and then empty 
the Trash.

Windows

1. Click the Start button, point to Settings, and then click 
Control Panel.

2. Double-click Add/Remove Programs.

3. Click Kidspiration 2 in the list box, and then click Add/
Remove.

User’s Guide.pdf User’s Guide, including 
installation instructions and 
tutorial

Symbol Guide.pdf Illustrated listing of all built-
in symbol libraries

Activity Guide.pdf Overview of built-in 
activities with instructions 
and standards match
Kidspiration® User’s Guide 13
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Chapter 2: Kidspiration 
Basics

Starting and closing Kidspiration

To start Kidspiration:

• Open the Kidspiration 2 folder, and then double-click the 
Kidspiration 2 icon (Macintosh).

–or–

• Click the Start button, point to Programs, and then click 
Kidspiration 2 (Windows).

To close Kidspiration:

• On the File menu, click Quit (Macintosh) or Exit (Windows).

Starting a new Kidspiration project
1. Start Kidspiration.

–or– 

To return to the Kidspiration Starter from an open project, 
click Linky, the Kidspiration character.

 

15



16
2. Do one of the following:

• To start with a diagram, click the Picture button.

• To start with words, click the Writing button.

Opening an activity
1. Start Kidspiration.

–or–

On the File menu, click New to return to the Kidspiration 
Starter.

2. Under Activities, click a category, for example “Science.”

3. Click the activity you want to open, and then click OK.

Note:  You cannot open a Kidspiration 2 activity using an earlier 
version of Kidspiration. To use a Kidspiration 2 activity with an 
earlier version of Kidspiration, first open the activity in Kidspira-
tion 2, and save it in Kidspiration 1 format.

See Also

“Saving a project in Kidspiration 1 format” on page 160.
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Opening an existing project
1. On the File menu, click Open.

–or–

From the Kidspiration Starter, click the Open File button.

2. Open the folder where the file is located.

3. In the list box, click the file you want to open, and then click 
OK.

See Also

“Opening a document created in another program” on page 156.

Adding your name to a project
You can add a student name to a project. The name is displayed in 
the following locations:

• In the title bar of the document.

• As the suggested file name when the project is saved the first 
time. (You can change the suggested name if you want.)

• At the top of every page when you print.

To add your name to a project:

1. Click the Student Name button.

2. Type the name in the box where indicated.

3. To choose where you want the name to appear on the page, 
select Left, Center or Right.
Kidspiration® User’s Guide 17
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A preview of how the name will appear on the page is dis-
played in the box on the right side of the dialog box.

4. Click OK.

Saving a project
You should save your work frequently to prevent losing any 
changes if the computer quits unexpectedly.

To save a project:

1. On the File menu, click Save to save the latest changes to your 
work.

The first time you save, select the folder where you want to 
save the project and type a name for the project.

If you have entered a student name for the project using the 
Student Name tool, the student name is the suggested file 
name. You can change the suggested name if you want.

2. In the Save dialog box, click Save.

Each time you save a project, you are prompted to replace the 
existing file. Click Replace to save the project.

Saving a project under a different name
1. On the File menu, click Save.

2. Select the folder where you want to save the project.

3. Type a new name for the project, and then click Save.

About Picture View
In Picture View, Kidspiration gives you many different tools to 
map, organize and display ideas visually. 

The buttons on the Picture toolbar provide easy access to the 
key features of the program. Point at a button on the toolbar to see 
and hear a brief description of the button’s purpose. Click a 
button to carry out the function. 
Chapter 2: Kidspiration Basics



The Symbol palette includes hundreds of symbols you can use to 
show your ideas visually. Point at a symbol to see a magnified 
preview. To place a symbol on your diagram, drag the symbol 
from the Symbol palette. 

The Main Idea symbol provides a starting point for your 
diagram. Type text in the Main Idea symbol or change it to a 
symbol that represents your idea. 

Use the tools on the Formatting toolbar to change the look of 
the text, symbols and links on your diagram. 

To return to the Kidspiration Starter at any time, click Linky, the 
Kidspiration character. You will be prompted to save the open 
project.

Linky Picture toolbar

Symbol palette

Main Idea symbol

Formatting toolbar
Kidspiration® User’s Guide 19
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Toolbar buttons in Picture View

Click this button … … to do this

Go to Writing

Go to Writing View.

Add Symbol

Add a linked or unconnected symbol 
to your diagram.

Link Symbols

Link symbols on your diagram.

SuperGrouper

Add, create or change a 
SuperGrouper shape.

Clear

Clear the current selection (symbol, 
link, SuperGrouper shape or text) 
from your diagram.

Undo

Undo the last change you made.

Listen

Turn on the Listen tool. Click a 
symbol, link or SuperGrouper shape 
to hear the computer read the text in 
the selection.

Student Name

Add your name to a project. After you 
add your name, it appears in the title 
bar of the document. When you print, 
it appears at the top of every page.

Symbol Maker

Draw your own symbol using the 
Symbol Maker tool.
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The Symbol palette
Kidspiration offers over 1,200 colorful, high-resolution symbols 
including several hundred photographic-quality images and 
animated symbols. The symbols are organized into categories and 
libraries.

To choose a symbol on the Symbol palette:

1. Click the Pick Library button , and then click the symbol 
library you want in the list.

Point to a library in the list to see a preview of the library on 
the Symbol palette.

2. Click the Next Library buttons  to move between the 
symbol libraries.

Click to see the
previous library.

Click to see the
next library.

Click to select 
a library.

To see a preview of a 
symbol, point to it.
Kidspiration® User’s Guide 21
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Formatting toolbar in Picture View
When you change the look of a symbol or link, the change applies 
not only to that symbol, but also to new symbols and links that 
you add from that point on. For example, if you select a basic 
symbol shape such as an oval or rectangle, and you change its 
colors to green and black, any basic symbols you add to your 
diagram will also be green and black. 
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New symbols and links are not affected by changes to selected 
text within symbols and links.

Click this button … … to do this

Change the font of the selected text, 
symbol, SuperGrouper shape or link. 

Change the text size of the selected 
text, symbol, SuperGrouper shape or 
link.

Apply bold formatting to the words in 
the selected text, symbol, 
SuperGrouper shape or link.

Apply italic formatting to the words 
in the selected text, symbol, 
SuperGrouper shape or link.

Underline the words in the selected 
text, symbol, SuperGrouper shape or 
link.

Change the color of the words in the 
selected symbol, SuperGrouper shape 
or link.

Change the arrowhead style for the 
selected link.

Change the line width of the selected 
symbol, SuperGrouper shape or link. 

 

Hide symbol captions.

 

Show symbol captions.

 

Change the colors of the selected 
symbol. Note: The colors that appear 
on the Formatting toolbar are the 
colors in the selected symbol.
Kidspiration® User’s Guide 23
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About Writing View
If you started your project in Picture View, your work is 
transferred when you switch views. In Writing View, Kidspiration 
gives you many different tools for organizing and expanding your 
ideas in writing. 

The buttons on the Writing toolbar provide easy access to the 
key Kidspiration features. Point at a button on the toolbar to see 
and hear a brief description of the button’s purpose. Click a 
button to carry out the function. 

If you are beginning a new project in Writing View, the Main 
Idea provides a starting point for your writing. Type an idea into 
the Main Idea and go from there.

Use the tools on the Formatting toolbar to change the look of 
the text and the page. 

To return to the Kidspiration Starter at any time, click Linky, the 
Kidspiration character. You will be prompted to save the open 
project.

Writing toolbar

Linky

Main Idea

Formatting toolbar
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Toolbar buttons in Writing View

Click this button … … to do this

Go to Pictures

Go to Picture View.

Add Idea

Add a new idea to your project.

Move Left

Move the selected idea up one level in 
the hierarchy.

Move Right

Move the selected idea down one 
level in the hierarchy.

Clear

Clear the selected text or idea from 
your project.

Undo

Undo the last change you made.

 
Listen

Turn on the Listen tool. Click an idea 
to hear the computer read it.

Student Name

Add your name to a project. After you 
add your name, it appears in the title 
bar of the document. When you print, 
it appears at the top of every page.

Publish

Transfer your writing project to a 
word processor. 
Kidspiration® User’s Guide 25
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Formatting toolbar in Writing View
When you change the look of an idea, the change applies to new 
ideas you add to your writing project. For example, if you select 
an idea, and change its text color to green, any ideas you add to 
your writing project will also have green text. 

New ideas are not affected by changes to selected text within an 
idea.

Click this button… …to do this

Change the font of the selected text or 
idea. 

Change the text size of the selected 
text or idea.

Apply bold formatting to the words in 
the selected text or idea.

Apply italic formatting to the words in 
the selected text or idea.

Underline the words in the selected 
text or idea.

Change the color of the words in the 
selected text or idea.

Change the prefix style.

Show or hide the lined paper. 
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Chapter 3: Learning 
Kidspiration, A Tutorial

This section of the User’s Guide is a tutorial that introduces basic 
Kidspiration diagram and writing tools. The tutorial takes about 
30 minutes from start to finish.

You use Kidspiration the same way as most Mac OS and 
Windows programs. For example, as you work, you use the 
mouse to drag objects and to select text. You also click and 
double-click, and enter information using the keyboard. If you are 
not familiar with doing these things, take a moment now and refer 
to the user’s guide that came with your computer.

Conventions we used
When you are asked to enter specific text, the text you will type 
appears in bold. For example, All About Me. When referring to a 
symbol or name you already entered, it appears in italics, like All 
About Me.

How we organized the tutorial
In the Kidspiration tutorial, you follow a series of step-by-step 
instructions to create a simple visual representation of an idea 
called a diagram. You also work with your ideas in writing.

The tutorial is organized in mini-lessons. They are designed to be 
completed in order, but you do not have to do them all at one 
time. Each mini-lesson introduces you to several of the unique 
features in Kidspiration. When you finish the tutorial, you will be 
ready to create diagrams, writing projects and activities on your 
own.
27
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Mini-Lesson One: Creating a diagram in 
Picture View

In this lesson you will create a diagram called “All About Me” 
using symbols, words and links. You will learn to do the 
following:

• Start Kidspiration

• Start a new diagram

• Add your name to a project

• Save your work

• Add symbols to a diagram

• Use the Symbol palette

• Show and hide symbol captions

• Draw a symbol using the Symbol Maker tool

• Move symbols

• Change the colors of symbols

• Connect symbols using links

• Remove part of the diagram

• Fix a mistake

• Change the look of text using font, text size and color

• Close a project and return to the Kidspiration Starter

Starting Kidspiration
Note:  Before you can start the program, Kidspiration needs to be 
installed. If you have not installed Kidspiration on your computer 
yet, see “Installing Kidspiration” on page 6.
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To start Kidspiration on a Macintosh:

• Open the Kidspiration 2 folder, and then double-click the 
Kidspiration icon.

The Kidspiration Starter opens.

To start Kidspiration in Windows:

• Click the Start button, point to Programs, and then click 
Kidspiration 2.

The Kidspiration Starter opens.

The Kidspiration Starter is the place where you start new 
projects, open existing projects, and use the many different 
Kidspiration activities. You will begin by starting a new diagram.

Starting a new diagram
1. To start a new diagram, click the Picture button.

A new document opens with a Main Idea symbol. The Main 
Idea symbol provides a starting point for your work.

2. In the Main Idea symbol, type All About Me. 

To start a new diagram, 
click the Picture button.

To add text to a symbol, select 
the symbol, and then type.
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Adding your name to a project
1. On the Picture toolbar, click the Student Name button.

2. Type your name in the box where indicated.

For the examples in this tutorial we will use the name 
“Glenna.”

3. To choose where you want the name to appear on the page, 
select Left, Center or Right.

A preview of how the name will appear on the page is 
displayed in the box on the right side of the dialog box.

4. Click OK.

The student name appears in the title bar of the document.

Saving your work
You should save your work often so you do not lose any changes 
if the computer quits unexpectedly. The first time you save, you 
type a name for the project.

1. On the File menu, click Save.

2. In the folder list, click the folder where you want to save the 
project.

To add your name to a project, 
click the Student Name button.

The student name appears in
the title bar of the document.
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3. Type a name for the project, and then click Save.

Kidspiration suggests the name “Glenna” based on the student 
name, but you can use a different name.

Adding symbols to your diagram
There are many different ways to add symbols in Picture View. 
An easy way to add a linked symbol is the Add Symbol tool.

1. Click the All About Me symbol to select it.

2. To add two symbols that are connected to the All About Me 
symbol, click the Add Symbol button two times.

Now your diagram looks like this.

3. Select the left symbol, and then type the word Home.

4. Select the right symbol, and then type the word School.

Now the diagram looks like this.

To select a symbol, click it.

To add a linked symbol to the selected 
symbol, click the Add Symbol button.
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Using the Symbol palette
Now you will use the Symbol palette to add more symbols to the 
diagram. The Symbol palette has hundreds of symbols that you 
can use to show your ideas. Here is the Symbol palette.

1. On the Symbol palette, drag the heart symbol onto the 
diagram, and then type 2 sisters.

2. Click the Next Library button  one time. Drag your 
favorite pet symbol onto the diagram.

Click to see the
previous library.

Click to see the
next library.

Click to select 
a library.

To see a preview of a 
symbol, point to it.
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3. On the Symbol palette, click the Pick Library button .

4. Scroll down the list to School, and then click Classroom.

5. Drag the books symbol onto the diagram. 

Adjust the position of the symbol so the diagram looks like 
this.

Showing symbol captions
To add flexibility to lessons, you can show or hide the symbol 
captions.

• To hide the symbol captions, click the Hide Captions button 

 on the Formatting toolbar.
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• To show the symbol captions, click the Show Captions button 

 on the Formatting toolbar.

The captions appear below all the symbols in the diagram.

Drawing a symbol using the Symbol 
Maker tool
The Kidspiration Symbol Maker enables you to create your own 
symbols using draw and paint tools. You can draw lines and 
shapes and fill the shapes with different colors. The Stamp tool is 
an easy way to add images, numbers and letters to your drawing. 

Opening the Symbol Maker

1. Select the All About Me symbol.

2. On the Picture toolbar, click the Symbol Maker button.

The Kidspiration Symbol Maker opens.

• Use the tools on the Tool palette to draw lines and shapes 
and edit the drawing.

• Use the Nib palette to define the shape and width of the 
line for the selected tool.

• Use the Color palette to choose a color for the selected 
tool.

• Draw on the canvas in the center of the dialog box.

To open the Symbol Maker, click 
the Symbol Maker button.
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Tips before you begin drawing

There are some special tools on the Tool palette you may find 
useful as you begin drawing.

• If you make a mistake and you want to undo what you just did, 
click the Undo tool.

• If you want to clear the canvas and start over, click the Clear 
All tool.

• If you want to erase part of the drawing, click the Erase tool, 
and then drag the pointer over the area you want to erase. You 

Click a tool 
to select it.

Draw on the 
canvas.

Click a color for 
the selected tool.

Click a nib to define 
the shape and 
width of the line.

Click to add the 
drawing to the 
diagram.
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can click a nib on the Nib palette to define the shape and 
width of the eraser.

Drawing the face, including eyes, nose and mouth

1. On the Tool palette, click the Paintbrush button.

2. On the canvas, drag the Paintbrush to draw a face that looks 
something like this.

Filling the face and shirt with color

1. On the Tool palette, click the Paint Bucket button.

2. On the Color palette, click a color for the face.

3. On the canvas, click inside the face. 

4. On the Color palette, click a color for the shirt.

5. On the canvas, click inside the shirt. 
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Now the drawing looks something like this.

Adding hair to the top of the head

1. On the Tool palette, click the Spray Can button.

2. To increase the width of the Spray Can pattern, click a larger 
nib on the Nib palette.

3. On the Color palette, click a color for the hair. 

To increase the width of the Spray 
Can pattern, select a larger nib.
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4. On the canvas, drag the Spray Can to draw hair that looks 
something like this.

Adding glasses to the face using the Stamp tool

1. On the Tool palette, click the Stamp tool.

2. On the Stamp palette, use the Up or Down arrow to locate the 
glasses. Click the glasses stamp.

3. On the Color palette, click a color for the glasses.

4. To change the size of the glasses, click one of the Size buttons.

To select a stamp, 
click it on the palette.

To view more 
stamps, click the Up 
or Down arrow.

To change the stamp size, click the 
Small, Medium or Large button.
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5. Roll the pointer over the face to see a preview of the glasses. 

6. Position the glasses where you want them on the face, and 
then click to add the glasses to the drawing.

Now the drawing looks something like this.

Adding the drawing to your diagram

• To add the drawing to the diagram, click the Done button.

The All About Me symbol is replaced with the symbol you 
created.
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Moving symbols
• In Kidspiration you can always move symbols by dragging 

them. When you do, any links automatically adjust. Drag the 
All About Me symbol up so your diagram looks like the one 
below.

Changing the look of symbols using color
Color is great for customizing the look of symbols. You can 
change the colors of two-color symbols and multicolor symbols. 

1. Select the Home symbol.

The Symbol Colors tool appears on the Formatting toolbar. 

Fill Color

Line Color
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2. On the Symbol Colors tool, click the Fill Color button, and 
then click a new color on the palette.

3. Now change the line color of the symbol. On the Symbol 
Colors tool, click the Line Color button, and then click a new 
color on the palette.

4. Next change the colors of the All About Me symbol. Select the 
All About Me symbol.

The Symbol Colors tool appears on the Formatting toolbar. 

5. On the Symbol Colors tool, click the shirt color, and then click 
a new color on the palette.

6. On the Symbol Colors tool, click the glasses color, and then 
click a new color on the palette.

To change the fill color of 
the selected symbol, click 
the Fill Color button ...

... and then click a new 
color on the palette.
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Connecting symbols using links
Now it is time to add links. The Link tool is used to demonstrate 
comprehension and show relationships. 

1. Select the Home symbol. This is the symbol where the link 
will start.

2. On the Picture toolbar, click the Link button.

The cursor now looks like this .

3. Click the 2 sisters symbol to complete the link.

4. Follow these steps to link the remaining symbols.

Your diagram should look like this.
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Removing part of the diagram
Here is a quick way to remove part of your diagram.

1. Select the books symbol.

2. On the Picture toolbar, click the Clear button.

Fixing a mistake
The Undo tool is a quick way to fix something you did not mean 
to do.

• To undo what you just did, click the Undo button.

The books symbol reappears on the diagram.

Changing the look of text
You can customize text using font, text size and color.

1. Select the All About Me symbol.

2. Click inside the symbol’s text area, and then select the word 
Me.

To remove part of the diagram, select it, 
and then click the Clear button.

To undo what you just did, 
click the Undo button.

To format text, select the text, 
and then use the tools on the 
Formatting toolbar.
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3. On the Formatting toolbar, click in the Font box 

, and then click a new font in the list.

4. On the Formatting toolbar, click the Text Color button , 
and then click a new color on the palette.

5. Press the Escape key to end text editing and select the symbol.

Now the text looks like this. 

To change the color of text, select the text, 
and then click the Text Color button ...

... and then click a 
color on the palette.
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Closing your project and returning to the 
Kidspiration Starter
Congratulations! You have completed Mini-Lesson One. Close 
this lesson and continue to Mini-Lesson Two.

• To close your project and return to the Kidspiration Starter, 
click Linky, the Kidspiration character.

When you return to the Kidspiration Starter, you are prompted 
to save the open project. Click Yes to save the project.

Each time you save a project, you are prompted to replace the 
existing file. Click Replace to save the project.
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Mini-Lesson Two: Working with ideas in 
Writing View

In this lesson you will open the diagram you created in the 
previous lesson and work with it in Writing View. You will learn 
to do the following:

• Open a project

• Switch to Writing View

• Add ideas

• Change the level of ideas

• Change the order of ideas

• Add details to ideas

• Change the look of text

• Hide the lined paper

• Change the prefix style

• Add your name to your project

• Save your project

• Publish your project in a word processor

Opening a project
1. On the File menu, choose Open.

–or–

From the Kidspiration Starter, click the Open File button.

2. Open the folder where you saved the file from the previous 
lesson.

3. In the list box, click the file you saved from the previous 
lesson, and then click Open.

To open a project from the 
Kidspiration Starter, click 
the Open File button. 
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Switching to Writing View
While you have been working in Picture View, Kidspiration has 
been building a written project using the ideas in your diagram.

• To view your ideas in Writing View, click the Go to Writing 
button.

In Writing View, the ideas in your diagram are organized from top 
to bottom, with your main idea—All About Me—at the top. Each 
idea appears on its own piece of lined paper. Symbols at the 
beginning of each idea help emerging readers develop word-
meaning skills.

To switch to Writing View, click 
the Go To Writing button.
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Adding an idea
You can add a new idea in Writing View as easily as you added a 
new symbol in Picture View.

1. On the Writing toolbar, click the Add Idea button.

2. Type the word Dad in the new idea.

This is what your project looks like now.

To add a new idea to a writing 
project, click the Add Idea button.
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Changing the level of an idea
There are many ways to organize ideas in Writing View. The 
Move Left and Move Right buttons on the Writing toolbar change 
the level of an idea in the hierarchy. 

• On the Picture toolbar, click the Move Right button two 
times.

Now the outline looks like this.

To move an idea down a level in the 
hierarchy, click the Move Right button.
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Changing the order of ideas
You can also change the order of ideas by dragging and dropping. 

1. Select the Home idea.

2. Point to the left or top edge of the idea. When the  appears, 
drag the idea above the School idea.

While you drag, the idea remains in the original position until 
you release the mouse button. You can see where the idea’s 
new location will be by watching the black line as you drag. 
When the line is at the level you want the idea to appear, 
release the mouse button.

Watch the black line as you drag. When the line is at the level 
where you want the idea to appear, release the mouse button.
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Now the project looks like this.

Adding details to an idea
Notes are a great way to add more information about an idea. You 
can add as many lines of notes as you wish.

1. The notes area is below the top line of the idea. Click in the 
notes area of the All About Me idea, and then type by Glenna.

2. Type details in the notes area of each idea.

Click in the notes area of an idea, 
and then type to add details.
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Changing the look of text
The tools on the Formatting toolbar are used to customize the 
look of text in ideas or notes.

1. Click in the notes area of the All About Me idea, and then 
select the words by Glenna.

2. To apply bold formatting to the selected words, click  on 
the Formatting toolbar.

3. Select the All About Me idea. 

Now the text by Glenna is bold.

Hiding the lined paper
Turning off the lined paper gives a writing project the look of a 
more traditional outline.

• To turn off the lined paper, click the Hide Lined Paper button 

 on the Formatting toolbar.

To format text, select the text, and then use 
the tools on the Formatting toolbar.
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Now the project looks like this.
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Changing the prefix style
As students become more advanced, Kidspiration can be used as 
a full-fledged outliner with a range of prefix options.

• To change the prefix, click the Prefix button  on the 
Formatting toolbar until you see the prefix that you want. 

Now the project looks something like this.

Saving your work
Remember to save your work!

1. On the File menu, click Save.

2. Click Save.

Each time you save a project, you are prompted to replace the 
existing file. Click Replace to save the project.
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Publishing your work in a word processor
The Publish tool transfers a writing project to Microsoft Word or 
Appleworks where you can put the finishing touches on your 
composition. 

1. On the Writing toolbar, click the Publish button.

2. If necessary, select Microsoft Word or Appleworks, and then 
click OK.

If your computer has only one of these word processing 
programs, Kidspiration automatically opens the available 
program.

The selected word processor opens with a new document 
containing the information in your Kidspiration project.

A graphic of the diagram in Picture View appears followed by 
the text, including topics and notes.

You can control how a document is published—for example 
you can transfer only the notes in a project—using the Publish 
Options on the Teacher menu.

3. On the File menu, click Close to close the word processing 
document.

4. When you are prompted to save the document, click Don’t 
Save (AppleWorks) or No (Microsoft Word).

To transfer a writing project to a word 
processor, click the Publish button.
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Closing your project and returning to the 
Kidspiration Starter
Now, close this project and continue to Mini-Lesson Three.

• To close your project and return to the Kidspiration Starter, 
click Linky, the Kidspiration character.

When you return to the Kidspiration Starter, you are prompted 
to save the open project. Click Yes to save the project.

Each time you save a project, you are prompted to replace the 
existing file. Click Replace to save the project.
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Mini-Lesson Three: Sorting ideas using 
the SuperGrouper tool

In Kidspiration there are two basic ways to organize ideas in 
Picture View: links and SuperGrouper categories. You have 
already seen how links work. Now you will take a look at the 
SuperGrouper tool.

Categorizing and sorting are important skills for K-5 students, 
and the SuperGrouper tool makes these activities easy and fun. In 
many cases, teachers will find it most effective to create the 
SuperGrouper categories as part of an activity and let students 
simply sort ideas into their respective categories. 

In this lesson, you will learn to do the following:

• Start a new diagram

• Save your work

• Add a SuperGrouper category

• Create a new SuperGrouper shape

• Add a title to a SuperGrouper category

• Change the colors of a SuperGrouper category

• Remove symbols from a SuperGrouper category

• Add symbols to a SuperGrouper category

• View SuperGrouper categories in Writing View

• Close a project and return to the Kidspiration Starter

Starting a new diagram
If you have not started Kidspiration, do so now.

• In the Kidspiration Starter, click the Picture button.

A new diagram opens with the Main Idea symbol selected.

To start a new diagram, 
click the Picture button.
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Saving your work
The first time you save, you type a name for your project.

1. On the File menu, click Save.

2. In the folder list, click the folder where you want to save the 
project.

3. Type SuperGrouper Lesson for the name of the project, and 
then click Save.

Adding a SuperGrouper category
There are several ways to add SuperGrouper categories to your 
project.

1. On the Picture toolbar, click the SuperGrouper button.

2. On the SuperGrouper menu, click the rectangle 
SuperGrouper shape to add it to your diagram.

... and then click the 
SuperGrouper shape.

To add a SuperGrouper category, 
click the SuperGrouper button ...
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The new SuperGrouper category automatically contains any 
selected symbols—in this example, the Main Idea symbol on 
the diagram.

Creating a new SuperGrouper shape
Any symbol can be transformed into a SuperGrouper shape.

1. Click the Previous Library button  two times to go to the 
Groupers 1 library.

2. Drag the basket symbol onto the diagram and place it to the 
left of the rectangle.
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3. On the Picture toolbar, click the SuperGrouper button, and 
then click Create SuperGrouper.

The basket symbol becomes a SuperGrouper category with a 
title area at the top. The symbol handles become stars and the 
new SuperGrouper is larger.

If necessary, drag the SuperGrouper shapes to adjust their 
location. Now the diagram looks like this.

To create a SuperGrouper shape, select the 
symbol, and click the SuperGrouper button ...

... and then click 
Create SuperGrouper.
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Adding a title to a SuperGrouper category
SuperGrouper labels appear at the top of each shape.

1. Select the basket SuperGrouper category, and then type 
Fruits. 

2. Select the rectangle SuperGrouper category, and then type 
Vegetables.

Here is what the diagram looks like now.

Changing the colors of a SuperGrouper shape
SuperGrouper shapes are formatted in the same way as symbols.

1. Select the Vegetables SuperGrouper category.

The Symbol Colors tool appears on the Formatting toolbar. 

Fill Color

Line Color
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2. On the Symbol Colors tool, click the Fill Color button, and 
then click a new color on the palette.

3. Select the Fruits SuperGrouper category.

4. Using the Symbol Colors tool on the Formatting toolbar, try 
changing the colors of the Fruits SuperGrouper category.

Removing a symbol from a SuperGrouper 
category
• To remove the Main Idea symbol from the Vegetables 

SuperGrouper category, select the Main Idea symbol, and then 
click the Clear button on the Picture toolbar.

–or–

Drag the symbol to the Symbol palette to delete it.

To change the fill color of 
the selected symbol, click 
the Fill Color button ...

... and then click a new 
color on the palette.

To remove a symbol, select it, and 
then click the Clear button.
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Adding symbols to a SuperGrouper category
To add symbols to each SuperGrouper category you simply drag 
and drop them from the Symbol palette.

1. On the Symbol palette, click the Pick Library button , 

2. Scroll down the list to Food and Health, and then click Fruits 
and Veggies.

3. Drag several symbols to the Fruits SuperGrouper category.

4. Drag several symbols to the Vegetables SuperGrouper 
category.

Viewing SuperGrouper categories in Writing 
View
Switching to Writing View provides a visual and written list of 
the items in each SuperGrouper category.

• To switch to Writing View, click the Go to Writing button on 
the Picture toolbar.

To switch to Writing View, click the 
Go to Writing button.
Kidspiration® User’s Guide 63



64
This is what the SuperGrouper categories look like in Writing 
View.

The titles of the SuperGrouper categories assume a top-level 
position, and the symbols in each SuperGrouper category are 
supporting ideas. Any changes you make here will be reflected in 
Picture View.
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Closing your project and returning to the 
Kidspiration Starter
Congratulations! You have completed Mini-Lesson Three of the 
Kidspiration tutorial. Close this project and continue to Mini-
Lesson Four.

• To close your project and return to the Kidspiration Starter, 
click Linky, the Kidspiration character.

When you return to the Kidspiration Starter, you are prompted 
to save the open project. Click Yes to save the project.

Each time you save a project, you are prompted to replace the 
existing file. Click Replace to save the project.
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Mini-Lesson Four: Creating activities 
using the Teacher menu

The Teacher menu provides controls for setting up and 
customizing activities. In this lesson, you will open a 
Kidspiration activity called “Five Facts,” add information to the 
diagram and then save it as a new activity. You will learn to do the 
following:

• Open an activity

• Enable the Teacher menu

• Add a password to the Teacher menu

• Add an Internet hyperlink

• Create a Teacher symbol

• Lock a symbol

• Listen to the ideas in a diagram

• Record words or narration

• Print your work

• Save a project as an activity using the Activity Wizard

Opening an activity
1. Start Kidspiration.

2. Under Activities, click the More button.

3. Select the Five Facts activity, and then click OK.

The Five Facts activity opens as a new, untitled document. 
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Enabling the Teacher menu
When you enable the Teacher menu, you make the commands on 
the Teacher menu available.

• To enable the Teacher menu, click Enable Teacher Menu on 
the Teacher menu.

When the Teacher menu is enabled, a check mark appears next 
to the command.

Adding a password to the Teacher menu
You can create a password for the Teacher menu to prevent 
students from changing your preferences.

1. On the Teacher menu, choose Application Options.

2. Select the Password Enabled check box.

3. Click the Set Password button.

The Set Password dialog box appears.

4. In the Enter Password box, type the password you want to 
use.

5. In the Confirm Password box, type the password again, and 
then click OK.

When you enable the Teacher menu, you will be prompted to 
enter your password.

Tip:  If you forget your password, you can always use the 
password “Kidspiration 2” to enable the Teacher menu.

Adding an Internet hyperlink
You can easily add Internet hyperlinks to ideas, notes, symbols 
and links. Hyperlinks can be added by simply typing the URL, for 
example “www.inspiration.com.” Or, you can also assign a 
hyperlink to selected text.
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1. Click in the upper left corner of the diagram.

The crosshair shows you where the new symbol will appear.

2. On the Symbol palette, click the thinking bubble symbol to 
add it to the diagram, and then type Learn more about 
elephants on the Internet. 

3. Select the text Learn more about elephants on the Internet.

4. On the Teacher menu, click URL Hyperlink.

The text Learn more about elephants on the Internet appears 
in the Hyperlink Text box.

5. In the Hyperlink Address box, type www.worldwildlife.org/
species, and then click OK.

The text Learn more about elephants on the Internet is now 
formatted as a hyperlink.

You can click the link to start your browser and go to the web 
site.
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Creating a Teacher symbol
You can format a symbol so it appears only in Picture View. This 
feature is useful for instructions or symbols that are not relevant 
in Writing View. 

1. Select the Learn more about elephants on the Internet symbol.

2. On the Teacher menu, click Teacher Symbol.

The handles on a Teacher Symbol are red triangles.

3. On the Picture toolbar, click the Go to Writing button.

The Learn more about elephants on the Internet symbol does 
not appear in Writing View.

Note:  The Use pictures and words to tell five facts about a 
topic symbol was already a Teacher symbol so it does not 
appear in Writing View either.

4. On the Writing toolbar, click the Go to Pictures button to 
return to Picture View.

Locking the position of a symbol
To add additional control to an activity, you can lock the position 
of a symbol or SuperGrouper shape to ensure that students do not 
accidentally move or delete it. When a symbol is locked, you can 
still format the symbol and edit the text.

1. Select the Use pictures and words to tell five facts about a 
topic symbol at the top of the page.

2. On the Teacher menu, click Locked Item.
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When a Teacher symbol is locked, its handles look like this 

. You cannot move, replace or delete a locked symbol.

Listening to the text in the diagram
Speech supports auditory learners and helps students develop 
important text-picture-meaning connections. Using the Listen 
tool, all text can be read aloud.

1. Select the Topic symbol at the center of the diagram.

2. On the Symbol palette, click the Pick Library button, and 
then under Animals and Plants, click Wild Animals. 

3. Click the elephant symbol to replace the Topic symbol.

4. In the elephant symbol, select the word Topic, and then type 
Facts About Elephants.

5. Press the Escape key to end text editing and select the symbol.
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Now your diagram looks like this.

6. On the Picture toolbar, click the Listen button.

7. Select the Facts About Elephants symbol.

The computer reads the text in the symbol.

8. To turn the Listen tool off, click the Listen button again.

Recording words or narration
To support emerging readers, you can record words or narration 
and attach it to a symbol.

1. Select the Facts About Elephants symbol.

2. On the Sound menu, click Record.

To listen to the words in a symbol, 
click the Listen button.
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3. To begin recording, click the Record button.

4. Say, “Can you find facts about the native habitats of 
elephants?” When you are finished, click the Save button.

5. To play the recording, click the speaker  in the upper right 
corner of the Facts About Elephants symbol.

Printing your work
When you print from Picture View, Kidspiration always sizes 
your diagram to fit on one page.

1. On the File menu, click Print.

2. In the Print dialog box, click Print.

To begin recording, 
click the Record button.

To save the recording and attach
it to the symbol, click Save.

Click the speaker to play a 
recorded sound.
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Saving a project as an activity
Now that you have modified the Five Facts diagram, save it as an 
activity. The Kidspiration Activity Wizard takes you step-by-step 
through the process of creating an activity. You can save the 
activity to any location. 

1. On the Teacher menu, click Save With Activity Wizard.

The Kidspiration Activity Wizard opens. Click Next.

2. Select All Libraries, and then click Next.

3. Review the Picture View Defaults, and then click Next.

4. Review the Text Defaults, and then click Next.

5. Review the Writing View defaults, and then click Next.

6. Select Kidspiration Activities Folder.

7. To save the activity in the “More” category in the Kidspiration 
Starter, click the More button.

8. To save the activity, click the Save Activity button.

Facts About Elephants is now available as an activity in the 
Kidspiration Starter under the “More” category.

9. In the Success dialog box, click OK.

The diagram closes and you return to the Kidspiration Starter.

Congratulations! You have finished the Kidspiration tutorial. 
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Chapter 4: Working in 
Picture View

Working with visual ideas
In Picture View, you use symbols to show your ideas. You use 
links or SuperGrouper categories to show how these ideas flow or 
connect. After you get your ideas down, it is easy to arrange, 
group and sort your ideas. You also can add text to symbols and 
links. Kidspiration gives you many tools to help you capture and 
organize your ideas visually.

Starting a new diagram
1. Start Kidspiration.

–or–

On the File menu, click New.

2. Under New, click the Picture button.
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Working with symbols

Adding symbols to a diagram
There are several ways to add symbols to a diagram:

• You can add a symbol using the Symbol palette. Drag a 
symbol from the palette to add it to your diagram. 

• You can add linked symbols using the Add Symbol tool. Click 
the Add Symbol button on the Picture toolbar. If no symbol is 
selected, clicking the Add Symbol button adds an unlinked 
symbol to your diagram.

Otherwise, a new symbol appears that is linked to the 
currently selected symbol. Click the Add Symbol button 
again, and another symbol appears connected to the selected 
symbol. Continue clicking to add as many symbols as you 
need.

• You can click anywhere and type. A symbol with your idea 
appears automatically. 

Adding a symbol using the Symbol palette
Use the Symbol palette to add symbols to your diagram.

To add a symbol using the Symbol palette:

• Drag the symbol to your diagram.

Tip:  To change the shape of a symbol, select it, and then click a 
new symbol on the Symbol palette. 

Adding a symbol using the Add Symbol tool
Use the Add Symbol tool to add linked symbols to a diagram. 
Each symbol you add is connected to the currently selected 
symbol. The Add Symbol tool is great for brainstorming when 
you want to add a number of linked symbols to one idea.
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To add a symbol using the Add Symbol tool:

1. Select the symbol to which you want to connect the new 
symbol.

2. On the Picture toolbar, click the Add Symbol button.

–or–

If no symbol is selected, click the Add Symbol button to add a 
new symbol. Click the Add Symbol button again to add a 
symbol connected to the first.

Adding a symbol using point and type
• Click anywhere on the background of the diagram, and then 

type. 

A symbol is automatically created containing the text you 
typed.

Changing the shape of a symbol
1. Select the symbol that you want to change.

2. On the Symbol palette, click the new symbol.

Showing or hiding symbol captions in Picture 
View
To add flexibility to lessons, you can show or hide the symbol 
captions in Picture View. 

Note:  Showing symbol captions labels all symbols in a diagram.
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To hide symbol captions in Picture View:

• On the Formatting toolbar, click the Hide Captions button. 

To show symbol captions in Picture View:

• On the Formatting toolbar, click the Show Captions button. 

Adding text to a symbol
Some symbols are shapes, such as a circle or oval, which let you 
type an idea inside the symbol. Other symbols are captioned, with 
space below the symbol for text. When you select a symbol, a 
dotted line surrounds the symbol’s text area.

Tip:  Clicking the Hide/Show Captions button on the Formatting 
toolbar two times automatically labels all captioned symbols.

• To add text to a symbol, select the symbol, and then type.

To edit the text in a symbol, select the symbol and click inside 
the text area to make your changes.

 

Basic symbol shapes have a 
text area inside the symbol. 

Captioned symbols have a 
text area below the symbol.
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Changing symbol text
You can change the symbol text that appears below the symbol in 
Picture View.

To change symbol text:

1. Select the text you want to change.

2. Type the text you want.

 

Moving a symbol
• To move a symbol, drag it to the new location.

Any links attached to the symbol are rearranged automatically.

Creating a Teacher symbol that appears only 
in Picture View
You can format a symbol so it appears only in Picture View. This 
eliminates the transfer of irrelevant information to Writing View. 
For example, you might create symbols containing instructions in 
Picture View, but you do not want the instructions to appear in 
Writing View.

To create a Teacher symbol that appears only in Picture 
View:

1. Select the symbol you want to appear only in Picture View.

2. On the Teacher menu, click Teacher Symbol.

When the selected symbol is a Teacher symbol, a check mark 
appears next to the command.

To change symbol text, type the 
new text in the symbol’s text area.
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The handles on a Teacher symbol look like this .

Locking the position of a symbol
You can lock the position of a symbol to ensure that students do 
not accidentally move, delete or replace specific symbols or 
SuperGrouper shapes. When a symbol is locked, you can still 
format the symbol and edit the text in the symbol.

To lock the position of a symbol:

1. Select the symbol.

2. On the Teacher menu, click Locked Item.

When a symbol is locked, a check mark appears next to the 
command.

When a symbol is locked, its handles look like this .

When a SuperGrouper shape is locked, its handles look like 

this .

When a Teacher symbol is locked, its handles look like

this .

The handles on a symbol indicate 
when it is a Teacher symbol.

The handles on a symbol indicate 
when the symbol is locked.
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Aligning symbols or SuperGrouper shapes
When you are fine-tuning a diagram you may find it useful to 
align symbols and SuperGrouper shapes in various ways. 

Note:  You cannot align locked items.

To align symbols or SuperGrouper shapes:

1. Select the symbols or SuperGrouper shapes you want to align.

You need to select at least two symbols or SuperGrouper 
shapes to make the Align command available.

2. On the Teacher menu, click Align, and then click the 
arrangement you want.

Each choice on the Align submenu shows how the selected 
objects will align.

The objects rearrange themselves to reflect your choice.

See Also

“Selecting multiple symbols” on page 100.

Spacing symbols or SuperGrouper shapes 
evenly
Use the Evenly Space command when you want equal amounts of 
space between certain symbols or SuperGrouper shapes. 

Note:  You cannot evenly space locked items.

To space symbols or SuperGrouper shapes evenly:

1. Select the symbols or SuperGrouper shapes you want to 
arrange.

You need to select at least three symbols or SuperGrouper 
shapes to make the Evenly Space command available. 

2. On the Teacher menu, click Evenly Space, and then do one of 
the following: 

• Click Vertical to make the vertical distance between the 
selected items equal. 

–or–
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• Click Horizontal to make the horizontal distance between 
the selected items equal.

See Also

“Selecting multiple symbols” on page 100.

Drawing a symbol using the Symbol 
Maker tool

You can use the Symbol Maker tool to draw your own symbols. 
After you create a symbol, you can install it in the symbol 
libraries so it is available for other projects. 

To draw a symbol using the Symbol Maker tool:

1. On the Picture toolbar, click the Symbol Maker button.

• The Tool palette is on the left side of the dialog box. 

• The Color palette is on the right side of the dialog box.

• The area where you draw—the canvas—is in the center of 
the dialog box.

• The Nib palette (for the Paintbrush, Spray Can, Line, 
Circle and Square tools) is at the bottom of the dialog box.
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2. To select a tool, click it on the Tool palette.

• For the Paintbrush, Spray Can, Line, Circle or Square tool, 
click a nib on the Nib palette to define the shape and width 
of the line.

–or–

• For the Stamp tool, click a stamp on the Stamp palette.

3. To choose a color for the selected tool, click a color on the 
Color palette.

4. Draw on the canvas by dragging the selected tool.

5. Click Done to place the new symbol on the diagram.

After you add the new symbol to the diagram, you can make 
changes to it by selecting it, and then clicking the Symbol 
Maker button on the Picture toolbar. Note: Once you install 
the graphic in the symbol libraries you cannot edit it.

See Also

“Inserting custom symbols and graphics into the symbol 
libraries” on page 148. 

Click a tool to 
select it.

Draw on the 
canvas.

Click a color for 
the selected tool.

Click a nib to define 
the shape and width 
of the line.

Click to add the 
drawing to the 
diagram.
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About the Symbol Maker tools
The Kidspiration Symbol Maker has tools for creating your own 
symbols. You can draw a variety of lines and shapes, and fill the 
shapes with different colors. You can use the Stamp tool to add 
images, numbers and letters. After you create a symbol you can 
add it to the symbol libraries.

Use this tool … … to do this

 
Paintbrush

Draw a solid freeform line. 

 
Paint Bucket

Fill the background or a specific 
contiguous area of the drawing with the 
selected color.

 
Spray Can

Draw a freeform line with a spray paint 
pattern.

 
Line

Draw a solid straight line

Circle

Draw the outline of a circle.

Solid circle

Draw a solid circle.

Square

Draw the outline of a square.

Solid square

Draw a solid square.
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Drawing lines using the Symbol Maker tools
You can draw a variety of lines using the Symbol Maker tools.

To draw a freeform line:

1. On the Tool palette, click the Paintbrush tool.

Select

Select a rectangular section of the 
drawing. To move the selection, click 
inside the selection and drag. 

Lasso

Select part of the drawing. To move the 
selection, click inside the selection and 
drag.

Stamp

Add a stamp to the drawing.

Undo

Undo the last action.

Eraser

Remove part of the drawing.

Clear All

Remove everything on the drawing.
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2. On the Nib palette, click the shape and width you want the 
line to be.

 

3. On the Color palette, click a color.

4. On the canvas, click where you want to begin, and then drag. 
Release the mouse button where you want the line to end.

To draw a freeform line with a spray paint pattern:

1. On the Tool palette, click the Spray Can tool.

2. On the Nib palette, click the shape and width you want the 
line to be.

3. On the Color palette, click a color.

4. On the canvas, click where you want to begin, and then drag. 
Release the mouse button where you want the line to end.

To draw a straight line:

1. On the Tool palette, click the Line tool.

To choose the shape and width of the 
line, click a nib on the Nib palette.
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2. On the Nib palette, click the shape and width you want the 
line to be.

3. On the Color palette, click a color.

4. On the canvas, click where you want to begin, and then drag. 
Release the mouse button where you want the line to end.

To constrain the Line tool to a horizontal, vertical or 45-
degree angle, press the Shift key while drawing the line.

Drawing shapes using the Symbol Maker 
tools
You can draw circles and squares using the Symbol Maker tools.

To draw the outline of a circle:

1. On the Tool palette, click the Circle tool.

2. On the Nib palette, click the shape and width you want the 
outline of the circle to be.

 

3. On the Color palette, click a color.

To choose the shape and width of the 
line, click a nib on the Nib palette.

To choose the shape and width of the 
line, click a nib on the Nib palette.
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4. On the canvas, drag until the circle is the size and shape you 
want.

To maintain a circular shape, press the Shift key while you 
draw.

To draw a circle that is filled:

1. On the Tool palette, click the Solid Circle tool.

2. On the Color palette, click a color.

3. On the canvas, drag until the circle is the size and shape you 
want.

To maintain a circular shape, press the Shift key while you 
draw.

To draw the outline of a square:

1. On the Tool palette, click the Square tool.

2. On the Nib palette, click the shape and width you want the 
outline of the square to be.

 

3. On the Color palette, click a color.

4. On the canvas, drag until the square is the size and shape you 
want.

To maintain equal-length sides, press the Shift key while you 
draw.

To choose the shape and width of the 
line, click a nib on the Nib palette.
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To draw a square that is filled:

1. On the Tool palette, click the Solid Square tool.

2. On the Color palette, click a color.

3. On the canvas, drag until the square is the size and shape you 
want.

To maintain equal-length sides, press the Shift key while you 
draw.

Using the Stamp tool
The Stamp tool enables you to add a variety of images to a 
symbol. Developed for K-5 students, stamps are easy to fill and 
color.

To add an image using the Stamp tool:

1. On the Tool palette, click the Stamp tool.

2. On the Stamp palette, click the stamp you want.

 

To view more stamp choices, click the up and down arrows on 
the Stamp palette.

3. On the Color palette, click a color.

4. Click the location on the drawing where you want the stamp to 
appear.

To choose a stamp, click it on 
the Stamp palette.

To view more 
stamp choices, 
click the up and 
down arrows.
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To select the stamp size:

• Click the Small, Medium or Large button.

To see a preview of the stamp before you add it to the drawing, 
point to the canvas. 

To rotate the stamp:

• Click the Rotate button.

Each time you click the Rotate button, the stamp rotates 90 
degrees. Click the Rotate button until the stamp is in the 
desired position. 

To see a preview of the rotated stamp before you add it to the 
drawing, point to the canvas. 

To flip the stamp horizontally:

• Click the Flip button.

To see a preview of the flipped stamp before you add it to the 
drawing, point to the canvas. 
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Filling an area with a color using the Symbol 
Maker tools
You can fill the background or any other contiguous area of the 
drawing when you create a symbol using the Symbol Maker tool.

To fill an area with a color:

1. On the Tool palette, click the Paint Bucket tool.

2. On the Color palette, click a color.

3. Click the area you want to fill.

Selecting, moving, copying and pasting using 
the Symbol Maker tools
You can select, move, copy and clear areas of the drawing when 
you create a symbol using the Symbol Maker tool.

To select a rectangular area:

1. On the Tool palette, click the Select tool.

2. On the canvas, drag until the rectangle encloses the area you 
want to select.

3. To move the selection, click inside the selection and drag.

4. To delete the selection, drag it off the canvas.

To select an irregular area:

1. On the Tool palette, click the Lasso tool.
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2. On the canvas, click where you want the shape to begin, and 
then drag. Release the mouse button when the shape is the size 
and shape you want. 

Release the mouse button when you have selected the area you 
want.

3. To move the selection, click inside the selection and drag.

4. To delete the selection, drag it off the canvas.

To copy and paste a selection:

• Press the Command key (Macintosh) or Ctrl key (Windows) 
when dragging the selected area.

To draw using the selected area as a brush:

• Press the Shift key when dragging the selected area.

Clearing part or all of the drawing using the 
Symbol Maker tools

To clear part of the drawing:

1. On the Tool palette, click the Eraser tool.
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2. On the Nib palette, click the shape and width you want the 
tool to have when you erase.

To erase a narrow area, select a small nib. For a wide area, 
select a large nib.

3. On the canvas, drag the Eraser tool over the area you want to 
remove.

To clear all of the drawing:

• On the Tool palette, click the Clear All tool.

Working with links

Connecting symbols using links
Links show relationships between ideas. When you add links in 
Kidspiration, they automatically adjust as you move symbols or 
add symbols to your diagram.

To connect symbols using links:

1. Click the Link Symbols button.

To choose the shape and width of the 
eraser, click a nib on the Nib palette.
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2. Click the symbol where you want the link to start, and then 
click the symbol where you want the link to end.

 

Moving a link
You can drag the end of a link to another location on the current 
symbol or to a different symbol.

To move a link:

1. Click the link.

2. Drag the end of the link to the new location.

 

Select the symbol, and 
then click the Link 
Symbols button ...

... and then click the 
symbol you want to 
create a link to.

Select the end 
of the link you 
want to move ...

... and then 
drag it to the 
new location.
Chapter 4: Working in Picture View



Reversing the direction of a link
Changing the direction of a link reverses the relationship between 
the ideas and affects the hierarchy of items in Writing View.

To reverse a link:

1. Select the link or links that you want to reverse.

2. On the Formatting toolbar, click the Arrow button  until 
the arrowheads on the links are reversed.

Adding text to a link
You can add text to a link to expand your ideas or explain a 
relationship between two ideas. When you select a link, a dotted 
line surrounds the link’s text area.

• To add text to a link, select the link, and then type. 

To edit the text on a link, select the link and click inside the 
text area to make your changes.

 

To add text to a link, 
select the link, and then 
type in the text area.
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Moving the text on a link
• To move the text on a link, select the link, and then drag the 

handle on the text box to adjust the location of the text.

 

Working with SuperGrouper categories

Sorting ideas using SuperGrouper categories
SuperGrouper categories provide an easy way to create logical 
groupings of ideas. For example, you might create two 
SuperGrouper categoriesone titled “Things that are alive” and 
one titled “Things that are not alive”and ask students to put 
appropriate symbols in each category. To simplify an exercise like 
this, you can create a custom symbol library that contains 
symbols of your choosing.

A SuperGrouper category has a text area at the top for labeling 
the group. In Writing View, the SuperGrouper title assumes a top-
level position, and the symbols it contains appear as supporting 
ideas below the SuperGrouper category. 

To move the text on a 
link, drag the handle 
on the text box.
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Adding SuperGrouper shapes to a diagram
There are several ways to add SuperGrouper shapes to a diagram:

• You can add a SuperGrouper shape using the SuperGrouper 
menu. On the Picture toolbar, click the SuperGrouper 
button, and then click a shape on the palette to add it to your 
diagram.

• The Venn diagram SuperGrouper shape can be used in lessons 
where students identify and categorize differences and 
similarities between objects and ideas. On the Picture toolbar, 
click the SuperGrouper button, and then click Venn.

• You can transform any symbol into a SuperGrouper shape. 
Select the symbol. On the Picture toolbar, click the 
SuperGrouper button, and then click Create SuperGrouper.

To add a SuperGrouper shape to a diagram:

1. On the Picture toolbar, click the SuperGrouper button.

2. Click the SuperGrouper shape you want to add to the diagram.

Tip:  Any symbols that are selected when you add a 
SuperGrouper category are automatically added to the 
SuperGrouper category.
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To add a Venn diagram SuperGrouper shape to a 
diagram:

1. On the Picture toolbar, click the SuperGrouper button.

 

2. On the SuperGrouper menu, click Venn.

The Venn diagram SuperGrouper shape appears on your 
diagram. 

You can change the “Group A” and “Group B” titles and begin 
adding symbols to all three areas of the diagram.

To create a SuperGrouper shape:

1. Select the symbol.

2. On the Picture toolbar, click the SuperGrouper button.

3. On the SuperGrouper menu, click Create SuperGrouper.

Adding a title to a SuperGrouper category
You can add a title to the top of a SuperGrouper category.

• Select the SuperGrouper category, and then type.

Adding symbols to a SuperGrouper category
You can add symbols to a SuperGrouper category using any of 
the following methods:

• Drag a symbol into the SuperGrouper category.

–or–
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• Select the SuperGrouper category, and then click the Add 
Symbol button.

You can add as many default symbols to the SuperGrouper 
category as you want.

–or–

• Select the symbols that you want to add to the SuperGrouper 
category, and then add the SuperGrouper category to your 
diagram.

Removing a symbol from a SuperGrouper 
category
• To remove a symbol from a SuperGrouper category, drag the 

symbol to another location on your diagram.

–or–

To remove the symbol from the diagram, select it, and then 
click the Clear button on the Picture toolbar.

 

–or–

Drag it back to the Symbol palette.
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Cutting, copying and pasting symbols 
and links

Selecting a symbol
• To select a symbol, click it.

When you select a symbol, a resize handle appears at each 
corner of the symbol, and a dotted line surrounds the symbol’s 
text area.

 

Selecting multiple symbols
• To select multiple symbols, press Shift, and then click each 

symbol you want to select.

–or–

Drag the pointer so the marquee surrounds the symbols you 
want to select.

See Also

“Selecting part of a diagram” on page 101.

Selecting both symbols and links
• To select both symbols and links, press Shift, and then click 

each symbol and link you want to select.

–or–

Drag the pointer so the marquee surrounds the symbols you 
want to select.

To select a symbol, click it.
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Selecting part of a diagram
• Drag the pointer so the marquee surrounds the part of the 

diagram you want to select.

 

Selecting everything on a diagram
• To select everything on a diagram, click Select All on the Edit 

menu.

Removing a symbol
• To remove a symbol from a diagram, select it, and then click 

the Clear button on the Picture toolbar.

–or–

Select the symbol, and then press the Delete key.

–or–

Drag the symbol back to the Symbol palette.

To select part of a diagram, drag the
pointer so the marquee surrounds

the symbols you want to select.
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Removing a link
When you remove a link, you remove the relationship between 
the symbols that are connected by the link. 

To remove a link:

1. Select the link you want to remove.

2. On the Picture toolbar, click the Clear button.

–or–

Press the Delete key.

Removing a symbol and its links
When you remove a symbol, you automatically remove any links 
that connect it to other symbols. 

To remove a symbol and its links:

1. Select the symbol you want to remove.

2. On the Picture toolbar, click the Clear button.

–or–

Press the Delete key.

–or–

Drag the symbol back to the Symbol palette.

Cutting and pasting symbols
1. Select the symbols you want to remove from their current 

location and paste into another location in your diagram.

2. On the Edit menu, click Cut.
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3. Click where you want the selection to appear, and then click 
Paste on the Edit menu.

Tip:  To select multiple symbols, press Shift, and then select each 
symbol.

Copying and pasting symbols
1. Select the symbols you want to paste into another location in 

your diagram.

2. On the Edit menu, click Copy.

3. Click in your diagram where you want the selection to appear, 
and then click Paste on the Edit menu.

Undoing changes
• To undo the last change you made, click the Undo button.

Using custom symbols and graphics

Inserting a graphic into a diagram
You can insert graphics created in other programs into a diagram. 
On the Macintosh, you can insert PICT, JPEG and GIF files. In 
Windows, you can insert WMF, BMP, JPEG and GIF files.

To insert a graphic into a diagram:

1. On the File menu, click Import a Graphic.

2. Open the folder where the graphic is located.

3. Click the graphic file in the list, and then click Open.

Tips:  

• You can drag and drop graphics files into a diagram. Turn off 
Hide Desktop in Application Options (click Application 
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Options on the Teacher menu) before you drag and drop a 
graphics file.

• You can copy and paste graphics into a diagram. Copy the 
graphic, and then open your diagram and click Paste on the 
Edit menu.

See Also

“Inserting custom symbols and graphics into the symbol 
libraries” on page 148.

Changing the view

Magnifying or reducing the view of a 
diagram
• To magnify or reduce the view of a diagram, click the 

Magnify button  in the lower left corner of the 
Kidspiration window. 

• Click once to fit the entire diagram in the window.

• Click twice to show the entire page.

• Click three times to view the diagram at actual size.

Fitting the entire diagram in the window
• To fit the entire diagram in the window, click the Magnify 

button  in the lower left corner of the Kidspiration 
window until the entire diagram fits in the window.

Switching to Writing View
• To view your diagram as a written project, click the Go to 

Writing button on the Picture toolbar.
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Chapter 5: Working in 
Writing View

Working with written ideas
In Writing View, you can expand on the ideas you captured in 
Picture View. Each symbol becomes a topic with a notes area 
where you can add details. Icons help emerging readers develop 
important word-meaning skills. You can even start a writing 
project from scratch using the Kidspiration tools to arrange, 
organize and expand ideas.

Starting a new writing project
1. Start Kidspiration.

–or–

On the File menu, click New to return to the Kidspiration 
Starter.

2. Under New, click the Writing button.

Using the ideas in a diagram to begin 
writing

You can use the ideas in a diagram to begin writing by switching 
to Writing View. In Writing View, symbol text becomes ideas. 
When a symbol has no text, the symbol’s label appears. For 
example, a symbol with the label “Sun” becomes the idea “Sun” 
in Writing View. This special function, called picture-to-topic 
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(click Picture-to-Topic on the Teacher menu), helps emerging 
readers and writers associate words with images. 

If you do not want symbol labels to appear as ideas in Writing 
View, you can turn off the picture-to-topic setting. 

To use the ideas in a diagram to begin writing:

1. Add symbols and words that represent ideas to your diagram.

If you use symbols, they must be pictorial, for example a 
symbol of a dog or a sun, to take advantage of picture-to-topic. 
Basic symbols such as ovals and rectangles are not labeled.

2. To switch to Writing View, click the Go to Writing button on 
the Picture toolbar.

The symbol labels appear as ideas in Writing View.

See Also

“Changing symbol text” on page 79.

“Turning picture-to-topic on or off ” on page 146.
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Adding an idea in Writing View
1. On the Writing toolbar, click the Add Idea button, and then 

type the new idea.

 

2. If necessary, adjust the location of the idea by doing one of the 
following:

• Drag the new idea to the location where you want it. 

–or–

• To move the idea up or down a level in the hierarchy, click 
the Move Left button or Move Right button.

 

Adding details to an idea
You can expand your ideas by adding details—also called notes. 
A line separates an idea from its notes. The notes area is always 
available. As you add more notes text, the notes area 
automatically expands.

To add details to an idea:

• Click in the area below the idea, and then type. 

To add details, click in the area 
below the idea, and then type.
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Moving an idea up or down
• To move an idea up or down, point to the top or left edge of the 

idea. When the  appears, drag the idea to the new location. 

You can also drag an idea to the left or right to adjust its level.

Moving an idea left or right
You can change the level of an idea in the hierarchy by moving it 
to the left or to the right.

To move an idea left or right:

1. Select the idea.

2. On the Writing toolbar, do one of the following:

• To move the idea up one level in the hierarchy, click the 
Move Left button.

–or–

• To move the idea down one level in the hierarchy, click the 
Move Right button.
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Locking an idea in Writing View
You can lock the level of an idea in Writing View. When an idea 
is locked, you cannot change its level in the hierarchy. However, 
you can still move the idea up or down to change where it is 
located in the order of ideas. You can also format the idea and edit 
the text.

To lock the level of an idea in Writing View:

1. Select the idea.

2. On the Teacher menu, click Locked Item.

When an idea is locked, a check mark appears next to the 
command.

When an idea is locked the corners of the idea look like this 
.

Selecting ideas in Writing View

Selecting an idea in Writing View
• To select an idea in Writing View, click the top or left edge of 

the symbol.

When you select an idea, the border that surrounds the idea 
becomes bold.

 

The handles on an idea indicate 
when the idea is locked.
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Selecting multiple ideas in Writing View
• To select multiple ideas in Writing View, press Shift, and then 

click the top or left edge of each idea you want to select.

Selecting all the ideas in Writing View
• To select all the ideas in Writing View, click Select All on the 

Edit menu.

Removing an idea in Writing View
When you remove an idea in your writing project, all supporting 
ideas below that idea are removed as well.

• To remove an idea, select it, and then click the Clear button on 
the Writing toolbar.

Cutting, copying and pasting ideas in 
Writing View

When you copy an idea, you also copy any supporting ideas 
below the idea. You cannot copy an idea when you are in text 
editing. 

To copy and paste ideas in Writing View:

1. Select the ideas that you want to paste into another location in 
your project.

2. On the Edit menu, click Copy.

3. Click where you want the selection to appear.
Chapter 5: Working in Writing View



4. On the Edit menu, click Paste.

Tip:  To select multiple ideas, press Shift, and then select each 
idea.

See Also

“Selecting an idea in Writing View” on page 109.

“Editing text in an idea” on page 123.

Cutting and pasting ideas in Writing View
When you click Cut on the Edit menu, you also remove any 
supporting ideas below the idea. You cannot cut an idea when you 
are in text editing. 

To cut and paste ideas in Writing View:

1. Select the idea or ideas that you want to remove from the 
current location and paste into another location in your 
project.

2. On the Edit menu, click Cut.

3. Click in your project where you want the selection to appear.

4. On the Edit menu, click Paste.

Tip:  To select multiple ideas, press Shift, and then select each 
idea.

See Also

“Selecting an idea in Writing View” on page 109.

“Editing text in an idea” on page 123.

Undoing changes
• To undo the last change you made, click the Undo button.
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Changing the view

Switching to Picture View
• To view your writing project as a diagram, click the Go to 

Pictures button on the Writing toolbar.
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Chapter 6: Changing the 
Appearance of Projects

Formatting text
You can change the look of the text in Picture View or Writing 
View using font, text size, text style and color. You can change all 
the text in a symbol, link or idea by selecting the symbol, link or 
idea. You can change the formatting of words or single characters 
by selecting the words or characters.

Changing the font
1. Select the symbol, link, idea or words that you want to change.

2. On the Formatting toolbar, click in the Font box 

, and then click a font on the list.

When you select a symbol, link or idea, and change its font, 
the change applies to new symbols, links and ideas. New 
symbols and links are not affected by font changes to text 
selections within symbols, links and ideas.

Changing the text size
1. Select the symbol, link, idea or words that you want to change.

2. On the Formatting toolbar, click the Text Size box , 
and then click a text size on the list. 

When you select a symbol, link or idea, and change its text 
size, the change applies to new symbols, links and ideas. New 
symbols and links are not affected by text size changes to text 
selections within symbols, links or ideas.
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Applying bold formatting to text
1. Select the symbol, link, idea or words that you want to change.

2. On the Formatting toolbar, click .

When you select a symbol, link or idea, and apply bold 
formatting, the change applies to new symbols, links and 
ideas. New symbols and links are not affected by bold 
formatting applied to text selections within symbols, links or 
ideas.

Applying italic formatting to text
1. Select the symbol, link, idea or words that you want to change.

2. On the Formatting toolbar, click .

When you select a symbol, link or idea, and apply italic 
formatting, the change applies to new symbols, links and 
ideas. New symbols and links are not affected by italic 
formatting applied to text selections within symbols, links or 
ideas.

Underlining text
1. Select the symbol, link, idea or words that you want to change.

2. On the Formatting toolbar, click .

When you select a symbol, link or idea, and apply underline 
formatting, the change applies to new symbols, links and 
ideas. New symbols and links are not affected by underline 
formatting applied to text selections within symbols, links or 
ideas.

Changing the color of text
1. Select the symbol, link, idea or words that you want to change.

2. On the Formatting toolbar, click , and then click the color 
that you want.
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When you select a symbol, link or idea, and change its colors, 
the change applies to new symbols, links and ideas. New 
symbols and links are not affected by changes to text 
selections within symbols, links and ideas.

Formatting symbols and SuperGrouper 
shapes

You can change the look of symbols and SuperGrouper shapes 
using color, line thickness and size.

Changing the line width of a symbol or 
SuperGrouper shape
You can choose from three line widths for symbols and 
SuperGrouper shapes.

To change line width of a symbol or SuperGrouper 
shape:

1. Select the symbol or SuperGrouper shape you want to change.

2. On the Formatting toolbar, click  until the outline of the 
symbol or SuperGrouper shape is the width you want.

Any new symbols or SuperGrouper shapes you add will have 
the same line width. 
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Changing the colors of a symbol or 
SuperGrouper shape
You can change the look of symbols and SuperGrouper shapes 
using color. You can select one symbol or SuperGrouper shape 
and then change the colors of the selection. You can also select 
multiple basic symbols (for example, oval or rounded rectangle) 
and change the colors of all the symbols at one time.

To change the colors of a symbol or SuperGrouper 
shape:

1. Select the symbol or SuperGrouper shape.

The Symbol Colors tool appears on the Formatting toolbar.

Only the colors that appear in the symbol appear in the 
Symbol Colors tool.

2. Click the color you want to change, and then click a new color 
to replace the existing color.

If you change the colors of a basic symbol (oval, rectangle, 
text or rounded rectangle), any new basic symbols you add 
will be the same colors.

Note:  You cannot change the colors of photographic images.

To revert to a symbol’s original colors:

When you change the colors in a multicolor symbol, an X appears 
in the Symbol Colors tool. Click the X to revert to the symbol’s 
original colors.

Click to revert to the 
symbol’s original colors.
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Changing the size of a symbol or 
SuperGrouper shape
You can change the size of symbols and SuperGrouper shapes.

To change the size of a symbol or SuperGrouper shape:

1. Select the symbol.

2. Drag the lower right handle to resize a symbol proportionally.

–or–

Drag any of the other handles to stretch the symbol vertically 
or horizontally.

Select the lower right handle ...

... then drag to increase or decrease 
the size of the symbol proportionally.
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Formatting links
You can change the look of links using color, line width, line style 
and arrowhead style.

Changing the width of a link
You can choose from three line widths for a link. You can also 
make a link a dashed line.

To change the width of a link:

1. Select the link or links that you want to change.

2. On the Formatting toolbar, click  until the links are the 
line width you want.

Any new links you create will be the same line width.

Creating a dashed link
1. Select the link or links you want to change.

2. On the Formatting toolbar, click  until the links are 
dashed lines.

Any new links you create will be dashed lines.

Changing arrowhead style
You can choose from two arrowhead styles: single arrowhead or 
double arrowhead. You can also choose a link with no arrowhead. 
You can use a single arrowhead to indicate a one-way relationship 
between symbols. A double arrowhead indicates a two-way 
relationship between symbols. For example, in a diagram 
describing a journey from one place to another you might use 
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single arrowheads. In a diagram showing how you and a friend 
communicate using email, you might use double arrowheads.

To change arrowhead style:

1. Select the link or links you want to change.

2. On the Formatting toolbar, click  until the links have the 
arrowhead style you want.

Any new links you create will have the same arrowhead style.

See Also

“Reversing the direction of a link” on page 95.

Changing the color of a link
1. Select the link.

The Link Color tool appears on the Formatting toolbar.

 

2. Click the color to change it, and then click a new color to 
replace the existing color.

Any new links you create will be the new color.

Formatting the page
You can change the look of the page by changing the background 
color, changing the colors of the lined paper, changing the prefix 
style and showing or hiding the lined paper.

Changing the background color of a project
Changing the background color of your project is another way to 
customize the look of your work. For instance, if you are working 
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on a project about the world’s oceans, you might want to use a 
blue background. 

To change the background color of your project:

1. On the Goodies menu, click Background Color.

2. Click the color that you want.

When you print your project on a black and white printer, the 
background color appears as a shade of gray.

Changing the colors of the lined paper
Changing the colors of the lined paper in Writing View is another 
way to customize the look of your work.

To change the colors of the lined paper:

1. On the Goodies menu, click Lined Paper Colors.

2. Click a color to change it.

When you print on a black and white printer, the colors of the 
lined paper appear as shades of gray.

Choosing the prefix style
There are five prefix styles to choose from. You can also choose to 
have no prefix. The default prefix style is “Symbol,” which 
displays the Picture View symbols at the beginning of each idea.

To choose the prefix style:

• On the Formatting toolbar, click  until you see the 
prefix style you want.
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Showing or hiding the lined paper
For some projects, you may want your writing to appear in a more 
continuous format. Hiding the lined paper removes the visual 
distinction between ideas in Writing View.

• To show or hide the lined paper, click  on the Formatting 
toolbar.
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Chapter 7: Editing Text

Editing text in a symbol
• To add text to or edit text in a symbol, select the symbol, click 

in the symbol’s text area, and then type.

 

Editing text in an idea
• To edit text in an idea, click in the idea, and then type.

 

Basic symbol shapes have a 
text area inside the symbol.

Captioned symbols have a 
text area below the symbol.

To edit an idea, click inside it.

The border around the idea becomes a dashed 
line when you are adding or editing text.
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Selecting a word
There are two ways to select a word.

• Double-click the word.

–or–

• Click in front or behind the word, and then drag the mouse 
pointer across the word.

Copying and pasting text
1. Select the text you want to paste into another place in your 

project.

2. On the Edit menu, click Copy.

3. Click in your project where you want the selection to appear, 
and then click Paste on the Edit menu.

Cutting and pasting text
1. Select the text you want to cut and paste into another place in 

your project.

2. On the Edit menu, click Cut.

3. Click in your project where you want the selection to appear, 
and then click Paste on the Edit menu.

Checking your spelling
1. On the Goodies menu, click Spell Check to check the spelling 

in your project.

2. When the spelling checker finds a misspelled word, you have 
several options:

• To change the spelling of a word to the suggested 
dictionary spelling, click Change.

–or–
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• To keep the spelling of the word as it is throughout the 
project, click Ignore All.

–or–

• To keep the spelling of the word in this instance only, click 
Ignore Once. The spelling checker will continue to find 
other occurrences of this word.

–or–

• To add the word to the user dictionary, click Add Word. 
After you add a word to the dictionary, the spelling checker 
will not suggest other spellings for the word.

Editing the user dictionary
You can add words to and edit words in the dictionary as you are 
checking the spelling in your project.

To edit the user dictionary:

1. On the Goodies menu, click Spell Check.

2. Do one of the following:

• To add a word to the user dictionary, click Add Word. 
After you add a word to the dictionary, the spelling checker 
will not suggest other spellings for that word.

–or–

• To edit the spelling of a word, click Edit. Change the 
spelling of the word to your preferred spelling. The spelling 
checker will use the new spelling for the word.
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Chapter 8: Using Audio in 
Projects

You can use audio in your Kidspiration projects in several ways:

• Talking interface

For developing readers, the talking interface reads menus, 
buttons and other on-screen program elements. You can turn 
the talking interface on or off in Application Options (click 
Application Options on the Teacher menu). 

• Listen tool

The Listen tool helps students with reading and writing by 
reading the words in their projects.

• Record command (click Record on the Sound menu)

Students use the Record command to record sounds and attach 
them to symbols or ideas to expand and reinforce learning. 
Teachers can also record instructions for students to use in an 
activity.

Choosing the voice the computer uses
You can choose the voice the computer uses when you use the 
Listen tool or the talking interface.

To choose the voice that the computer uses:

1. On the Sound menu, click Voice.

2. Click the voice in the list box, and then click Choose.
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Reading the text in the Kidspiration 
interface

The computer reads all the text in the Kidspiration interface, 
including menus, buttons and dialog boxes, when the talking 
interface is turned on in Application Options (click Application 
Options on the Teacher menu).

To read the text in the Kidspiration interface:

• Point to a menu or button. 

The computer reads the text in the menu or button.

See Also

“Turn the talking interface on or off ” on page 143.

Listening to the text in a project
The Listen tool is available only when the Listen tool is turned on 
in Application Options (click Application Options on the 
Teacher menu). You can use the Listen tool to read any text that 
is added to a project in either Picture or Writing View. 

To listen to the text in a project:

1. Click the Listen button.

2. Click the object you want the computer to read. 

3. To turn the Listen tool off, click the Listen button.

Recording a sound or words
You can record a sound or words and attach them to a symbol or 
idea to expand and reinforce learning. The Record command is 
only available when Record Sounds is turned on in Application 
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Options (click Application Options on the Teacher menu). Your 
computer needs a microphone to record sounds.

To record a sound or words:

1. Select the symbol or idea.

2. On the Sound menu, click Record.

3. In the recording controls box, click the Record button to begin 
recording.

 

4. Generate the sound you want to record. 

The maximum length of a recorded sound is fifteen seconds. 
You can click Stop at any time to end recording.

5. When you finish recording, click Save to save the recording 
and attach it to the selected symbol or idea.

In Picture View, a speaker symbol  appears in the upper right 
corner of a symbol when a recorded sound is attached. In Writing 
View, a speaker symbol appears to the left of an idea when a 
recorded sound is attached. 

Note:  You cannot attach a recorded sound to a link.

See Also

“Turning sound recording on or off ” on page 144.

Click to begin
recording.

Click to stop
recording.

Click to play 
recording.

Click to save recording.

Click to pause 
recording.
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Playing a recorded sound

• To play a recorded sound, click the speaker  on the 
symbol or idea.

Erasing a recorded sound
1. Select the symbol or idea.

2. On the Sound menu, click Erase.
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Chapter 9: Printing

Printing a project
• To print a project, click Print on the File menu.

In Picture View, a diagram always prints on one page. 

See Also

“Selecting paper size” on page 132.

“Setting page orientation” on page 133.

Printing page numbers on a writing 
project

Page numbers appear only when you print a project in Writing 
View.

To print page numbers on a writing project:

1. Click the Student Name button.

2. Select the check box where indicated.

When you print, the page numbers appear at the bottom of the 
page.
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Printing your name at the top of the 
page

You can add your name to a project, so when you print, your 
name appears at the top of every page. Your name also appears in 
the title bar of the document.

To print your name at the top of every page:

1. On the Toolbar, click the Student Name button.

2. Type your name in the box where indicated.

3. To choose where you want your name to appear on the page, 
select Left, Center or Right.

A preview of how your name will appear on the page is 
displayed in the box on the right side of the dialog box.

Selecting paper size
You can choose the paper size for a Kidspiration project. In 
Picture View, the workspace is scaled to the paper size selected in 
Page Setup (click Page Setup on the File menu). If you change 
the paper size in Picture View, the paper size also changes in 
Writing View.

To select the paper size:

1. On the File menu, click Page Setup.

2. In the Paper list, select the paper size you want (Macintosh).

–or–

Under Paper, select the paper size you want in the Size list 
(Windows).
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Setting page orientation
You can choose landscape or portrait orientation for a project. In 
Picture View, landscape orientation is the default. In Writing 
View, portrait orientation is the default. If you change the page 
orientation in one view, it does not change in the other view.

To set page orientation:

1. On the File menu, click Page Setup.

2. Next to Orientation, click the Portrait or Landscape icon 
(Macintosh).

–or–

Under Orientation, select Portrait or Landscape (Windows).

Scaling a project for printing
In Picture View, a diagram always prints on one page. You cannot 
scale a diagram in Kidspiration. However, you can change the 
page size, and then design a diagram to fill the new page size.

See Also

“Selecting paper size” on page 132.
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Chapter 10: Teacher’s 
Reference

Enabling or disabling the Teacher menu
The Teacher menu provides access to settings and features that 
allow teachers to customize Kidspiration and create their own 
classroom activities. When the Teacher menu is enabled, a check 
mark appears next to the command, and the items on the Teacher 
menu are available.

• To enable or disable the Teacher menu, click Enable Teacher 
Menu on the Teacher menu.

When the Teacher menu is on, a check mark appears next to 
the command.

Setting a password for the Teacher menu
You can create a password for the Teacher menu to prevent 
students from changing teacher preferences.

Note:  If you forget your password, you can access the Teacher 
menu by using the password “Kidspiration 2.”

To create a password for the Teacher menu:

1. On the Teacher menu, click Application Options.

2. Select the Password Enabled check box.

3. Click Set Password.

The Set Password dialog box appears.

4. Type the password you want to use in the Enter Password 
box.

5. Type the password again in the Confirm Password box, and 
then click OK.

When you enable the Teacher menu, you will be prompted to 
enter your password.
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Using the Kidspiration activities
The Kidspiration activities focus on a specific subject or skill. 
Each activity is a separate document that includes instructions on 
how to use the activity. Students can complete an activity and 
then save it as their own project. In addition to the activities that 
come with Kidspiration, teachers can create their own activities 
or modify an existing activity.

Opening an activity
1. Start Kidspiration.

–or–

On the File menu, click New to return to the Kidspiration 
Starter.

2. Under Activities, click a category, for example “Science.”

3. Click the activity you want to open, and then click OK.

Note:  You cannot open a Kidspiration 2 activity using an earlier 
version of Kidspiration. To use a Kidspiration 2 activity with an 
earlier version of Kidspiration, first open the activity in 
Kidspiration 2, and save it in Kidspiration 1 format.

See Also

“Saving a project in Kidspiration 1 format” on page 160.
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Creating an activity
You can create a project in Picture View or Writing View, and 
then save it as an activity so it will be available in the Activities 
menu in the Kidspiration Starter. You can also save an activity in 
another location, for example on a server. When you save the 
activity, the Kidspiration Activity Wizard prompts you to choose 
the symbol libraries and default settings for the activity, and a 
name, description and location for the activity.

To create an activity:

1. Create the project in Picture View or Writing View. 

See the Tips below for creating activities.

2. Enable the Teacher menu.

3. On the Teacher menu, click Save With Activity Wizard.

4. Select All Libraries or Selected Libaries:

• Select All Libraries to make all libraries available.

–or–

• Select Selected Libaries to make selected libraries 
available.

• To remove a library from the list of available libraries, 
select it in the list, and then click Remove.

• To remove all libraries from the list of available 
libraries, click Remove All.

• To make a library available, click it in the list, and then 
click Select.

5. Select the default settings you want for the activity.

6. In the Activity Name box, type a name for the activity.

7. In the Description of Activity box, type a description for the 
activity.

The description appears when you select from the list of 
activities.

8. Select the folder where you want to save the activity:

• Select Kidspiration Activities Folder to save the activity 
on the same computer where the Kidspiration program is 
Kidspiration® User’s Guide 137



138
installed. Click the category that you want the activity to 
appear under, for example “Science,” and then click Save 
Activity.

–or–

• Select Another Location to save the activity to a location 
other than the computer where the Kidspiration program is 
installed, for example a server. Click Save Activity. 
Navigate to the folder where you want to save the activity.

Tips:  

• Numbered Steps: Many of the Kidspiration activities include 
step-by-step instructions. To create numbered steps in your 
own activities, use the numbered symbols under Numbers 
and Letters on the Symbol palette.

• Lock Items: Freeze the position of items, for example 
SuperGrouper shapes in an activity, using the Locked Item 
command on the Teacher menu. Locking items prevents 
students from accidentally moving, replacing or deleting 
specific symbols or SuperGrouper shapes.

• Custom Symbol Libraries: If you want specific symbols to 
be available for an activity, you can create a custom symbol 
library that contains the symbols you want, and then select the 
custom library as the Default Library for the activity. Note: 
The custom symbol library must be copied to each computer.

• Publish Options: In the Kidspiration Activity Wizard, select 
the options that control how the project looks when you 
transfer it to a word processor using the Publish tool.

See Also

“Locking the position of a symbol” on page 80. 

“Locking an idea in Writing View” on page 109. 

“Creating a new symbol library” on page 154. 

“Publishing a project in a word processor” on page 157.
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Modifying an activity
Kidspiration comes with a variety of activities for you to use in 
the classroom. You may want to modify an activity in some cases.

To modify an activity:

1. Open the activity.

2. Make any changes.

3. Enable the Teacher menu.

4. On the Teacher menu, click Save With Activity Wizard.

5. Select All Libraries or Selected Libaries:

• Select All Libraries to make all libraries available.

–or–

• Select Selected Libaries to make selected libraries 
available.

• To remove a library from the list of available libraries, 
select it in the list, and then click Remove.

• To remove all libraries from the list of available 
libraries, click Remove All.

• To make a library available, click it in the list, and then 
click Select.

6. Select the default settings you want for the activity.

7. In the Activity Name box, type a name for the activity.

8. Select the folder where you want to save the activity:

• Select Kidspiration Activities Folder to save the activity 
on the same computer where the Kidspiration program is 
installed. Click the category that you want the activity to 
appear under, for example “Science,” and then click Save 
Activity.

–or–

• Select Another Location to save the activity to a location 
other than the computer where the Kidspiration program is 
installed, for example a server. Click Save Activity. 
Navigate to the folder where you want to save the activity.
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Tip:  If you want specific symbols to be available for an activity, 
you can create a custom symbol library that contains the symbols 
you want, and then select the custom library as the Default 
Library for the activity. 

Note:  To distribute an activity with a custom symbol library to 
multiple computers, you must also copy the custom library file to 
the Kidspiration Libraries folder on these computers.

See Also

“Creating a new symbol library” on page 154.

Sharing an activity with another computer
There are two ways you can share an activity on your computer 
with multiple computers. You can use the Activity Wizard to save 
an activity to any location, for example on a network server, 
where other computers can access it. Or, you can copy the activity 
file to the Kidspiration Activities folder on another computer.

To share an activity with another computer by copying 
the file:

1. Open the Kidspiration Activities folder inside the 
Kidspiration 2 folder on the hard drive of your computer.

2. Copy the activity file to a network server or floppy disk.

3. Copy the activity file to the Kidspiration Activities folder on 
the other computer.

Adding Internet hyperlinks to projects

Adding a hyperlink to a project
You can add hyperlinks to ideas, notes, symbols and links. 
Hyperlinks are only active when URL Hyperlink Auto-detection 
is turned on in Application Options (click Application Options 
on the Teacher menu).
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To add a hyperlink:

• Type the Internet address where you want the hyperlink to 
appear. For example: 

www.inspiration.com

After you add the hyperlink, when you move the mouse pointer 

over the link, the pointer looks like this . This pointer 
indicates the hyperlink is active. Clicking the hyperlink starts the 
default browser and opens the site.

Adding a hyperlink to selected text
You can assign hyperlinks to selected text in ideas, notes, 
symbols and links. The hyperlinks are active in Picture View and 
Writing View. This allows you to create hyperlinks without long 
cryptic names, for example “Read about our science project” 
rather than “http://www.inspiration.com/science/amphibians/
project.htm.”

To add a hyperlink to selected text:

1. Select the text to which you want to assign the hyperlink.

2. Enable the Teacher menu.

3. On the Teacher menu, click URL Hyperlink.

The text you selected appears in the Hyperlink Text box. You 
can edit the text if you wish.

4. In the Hyperlink Address box, type the Internet address you 
want to assign to the text. For example:

www.inspiration.com

Removing a hyperlink
• Select the hyperlink, and then click the Clear button.

–or–
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1. Select the text to which the Internet address is assigned.

2. On the Teacher menu, click URL Hyperlink.

3. Click Remove Hyperlink.

Changing the default look for projects
You can customize the default settings for new projects. You can 
choose default settings for font, text size, text color and 
formatting. The default settings you choose for text apply to both 
Picture View and Writing View. 

In Picture View, you can choose the default settings for the 
following: symbol library, symbol, symbol fill color, symbol line 
color and thickness, link arrow, link color, link thickness and 
symbol captions (show or hide). 

In Writing View, you can choose the default settings for the 
following: lined paper (on or off), picture-to-topic (on or off), 
prefix and paper colors (background, horizontal lines and border). 
You can also choose options that control how a writing project 
appears when you transfer it to a word processor using the 
Publish tool.

To change the default look for new projects:

1. On the Teacher menu, click Save Default Settings.

2. Use the Default Settings Wizard to select the settings that you 
want.

3. When you are finished choosing default settings, click Finish.

New projects you start will use the settings that you selected.

See Also

“Sharing the default look for new projects with another 
computer” on page 143. 
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Sharing the default look for new projects with 
another computer
You can share the default look for new documents on your 
computer with multiple computers.

To share the default settings for new projects with 
another computer:

1. Open the Kidspiration Activities folder inside the 
Kidspiration 2 folder on the hard disk of your computer.

2. Copy the Default Settings file to a network server or floppy 
disk.

3. Copy the Default Settings file to the Kidspiration Activities 
folder on the other computer.

Setting Application Options

Turn the talking interface on or off
The talking interface reads all text in the Kidspiration interface, 
including all menus, buttons and dialog boxes. The talking 
interface is designed to help developing readers and writers use 
the software on their own.

To turn the talking interface on or off:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. Select or clear the Talking Interface check box.
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Turning the Listen tool on or off
The Listen tool reads the words in an idea or symbol.

To turn the Listen tool on or off:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. Select or clear the Listen tool check box.

Turning sound recording on or off
The Record command lets you record a sound and attach it to a 
symbol or idea.

To turn sound recording on or off:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. Select or clear the Record Sounds check box.

Tip:  Turning off sound recording does not prevent students from 
playing sounds that have already been recorded. This allows a 
teacher to record instructions, and then turn off sound recording. 
Students can click the speaker icon to hear the teacher 
instructions, but cannot record their own sounds.

Turning animation on or off
Animated symbols can add a new dimension to your diagrams. A 
number of animated symbols are included in the symbol libraries. 
One example is the Traffic light symbol in the Basic library. You 
can also create your own animated symbols by inserting animated 
GIF files into the symbol libraries. 
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To turn animation on or off:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. Select or clear the Animation Enabled check box.

See Also

“Inserting custom symbols and graphics into the symbol 
libraries” on page 148.

Showing or hiding the desktop
Kidspiration includes a “hidden desktop” feature. This hides the 
computer workspace behind Kidspiration to minimize 
distractions and prevent students from inadvertently leaving 
Kidspiration. In some cases, you may want the programs and files 
on the computer’s desktop to show when Kidspiration is running, 
for example if you are adding new symbols to the symbol 
libraries.

To show or hide the desktop running behind 
Kidspiration:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. Select or clear the Hide Desktop check box.

Turning the spelling checker on or off
You can use the spelling checker to check your work.

To turn the spelling checker on or off:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. Select or clear the Spell Check Enabled check box.
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Turning URL hyperlinks on or off
URL hyperlinks are links to the Internet in a Kidspiration project. 
When you click a URL hyperlink, your web browser starts and 
opens the associated Internet address. You may not want 
hyperlinks to be active in some cases, for example when you are 
editing Internet addresses in a project or when you do not want a 
project to provide access to the Internet.

To turn URL hyperlinks on or off:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. Select or clear the Live Hyperlinks check box.

Automatically formatting Internet addresses 
as URL hyperlinks
When you type an Internet address in a Kidspiration project, the 
address is automatically formatted as an URL hyperlink.

To turn on or off automatic formatting of Internet 
addresses:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. Select or clear the URL Hyperlink Auto-detection check 
box.

Turning picture-to-topic on or off
Picture-to-topic translates pictorial symbol labels in Picture View 
to words in Writing View. This setting is designed for developing 
writers.

To turn picture-to-topic on or off:

• On the Teacher menu, click Picture-to-Topic.

When picture-to-topic is on, a check mark appears next to the 
command.
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Enabling or disabling the Teacher menu 
password
When the Teacher menu password is enabled, you must enter a 
password to access the commands on the Teacher menu.

To enable or disable the Teacher menu password:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. Select or clear the Password Enabled check box.

See Also

“Setting a password for the Teacher menu” on page 135. 

Selecting the preferred word processor
Kidspiration starts the preferred word processor when you use the 
Publish tool in Writing View.

To select the preferred word processor:

1. Enable the Teacher menu.

2. On the Teacher menu, click Application Options.

3. On the Preferred Word Processor menu, select Microsoft 
Word or AppleWorks, and then click OK.

See Also

“Publishing a project in a word processor” on page 157. 

Working with the symbol libraries
Teachers have complete control of the Kidspiration symbol 
libraries. It is easy to add, change or remove symbols to meet the 
needs of your classroom. Often you may wish to create a custom 
symbol library for use with a particular classroom activity you 
are creating.
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Inserting custom symbols and graphics into 
the symbol libraries
You can insert custom symbols and graphics into the symbol 
libraries so they are available for use on a regular basis. There are 
several ways to insert graphics into the symbol libraries:

• Inserting a symbol or graphic on a diagram into a symbol 
library 

• Inserting a graphics file into a symbol library 

• Copying and pasting a graphic into a symbol library 

See Also

“Creating a new symbol library” on page 154.

Inserting a symbol or graphic on a diagram 
into a symbol library
1. On your diagram, select the symbol or graphic you want to 

insert into a symbol library.

2. On the Symbol palette, display the library to which you want 
to add the symbol. 

There must be an open slot at the bottom of the library in order 
to insert the symbol. If there are no open slots in the library, 
Kidspiration places the symbol in the Custom category. 

3. Enable the Teacher menu.

4. On the Teacher menu, click Install User Symbol.

5. Select the size you want the symbol to be, and then click OK.

• Select Standard Symbol Size to size the symbol 
equivalent to the other Kidspiration symbols.

• Select Actual Size to retain the original size of the graphic.

When your symbol is installed, it appears at the bottom of the 
symbol library entries. It is now ready for your use.

See Also

“Inserting a graphics file into a symbol library” on page 149.

“Creating a new symbol library” on page 154.
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Inserting a graphics file into a symbol library
You can insert graphics files into the symbol libraries so the 
graphics are available as symbols. On the Macintosh, you can 
insert PICT, JPEG and GIF files. In Windows, you can insert 
WMF, BMP, JPEG and GIF files. 

To insert a graphics file into a symbol library:

1. Enable the Teacher menu.

2. On the Teacher menu, click Edit Symbol Libraries.

The Edit Symbol Libraries dialog box appears.

3. On the left list, select the library to which you want to add the 
graphic.

There must be an open slot at the bottom of the library in order 
to add the symbol. If there are no open slots in the library, 
Kidspiration creates a new library called User 1 under the 
Custom category. When no slots are available in User 1, 
Kidspiration creates a User 2 library and so on. 

4. Click Import Graphic.

5. Select the graphic you want to install, and then click Open.

6. Select the size you want the symbol to be, and then click OK.

• Select Standard Symbol Size to size the symbol 
equivalent to the other Kidspiration symbols.

–or–

• Select Actual Size to retain the original size of the graphic.

7. In the Label box, type a name for the symbol.

When your symbol is installed, it appears in the first available slot 
in the symbol library entries. It is now ready for your use.

Tip:  You can also drag and drop a graphics file into a symbol 
library. On the Macintosh, you can drag and drop PICT, JPEG 
and GIF files. In Windows, you can drag and drop WMF, BMP, 
JPEG and GIF files. On the Symbol palette, display the library to 
which you want to insert the graphic, and then drag the file to the 
Symbol palette. If there is no available slot for the graphic, 
Kidspiration places the graphic in the Custom category as 
described above. Turn off Hide Desktop in Application Options 
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(click Application Options on the Teacher menu) before you 
drag and drop a graphics file.

See Also

“Creating a new symbol library” on page 154.

Copying and pasting a graphic into a symbol 
library
You can copy and paste graphics from other programs into the 
symbol libraries so the graphics are available as symbols. 

To copy and paste a graphic into a symbol library:

1. Copy the graphic.

2. In Kidspiration, enable the Teacher menu.

3. On the Teacher menu, click Edit Symbol Libraries.

4. On the left list, select the library to which you want to insert 
the graphic.

There must be an open slot at the bottom of the library. If there 
are no open slots, Kidspiration creates a new library called 
User 1 under the Custom category. When no slots are available 
in User 1, Kidspiration creates a User 2 library and so on. 

5. Click Paste Graphic.

6. Select the size you want the symbol to be, and then click OK.

• Select Standard Symbol Size to size the symbol 
equivalent to the other Kidspiration symbols.

–or–

• Select Actual Size to retain the original size of the graphic.

7. In the Label box, type a name for the symbol.

When your symbol is installed, it appears in the first available slot 
in the symbol library. It is now ready for your use.
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Copying a symbol from one library to 
another
You can copy symbols from one library to another. The library 
you copy the symbol to must have an available slot for the 
symbol. Copying symbols is useful when you want to create a 
symbol library with symbols you use frequently.

To copy a symbol from one library to another:

1. On the Teacher menu, click Edit Symbol Libraries.

The Edit Symbol Libraries dialog box appears. 

2. On the left list, select the library that contains the symbol you 
want to copy.

3. On the right list, select the library to which you want to copy 
the symbol.

4. Select the symbol you want to copy, and then drag it to the 
location where you want it in the other library.

A copy of the symbol appears in its new location.

5. In the Label box, type a name for the symbol.

6. Do one of the following:

• To apply your changes, click OK.

–or–

• To cancel your changes, click Cancel.

Tip:  You can also change the order of symbols within a library. 
Drag a symbol to move it to a new location. The other symbols 
are automatically rearranged.

Deleting a symbol from a library
When you delete a symbol from a library, it is no longer available 
to use in projects. 

To delete a symbol from a library:

1. On the Teacher menu, click Edit Symbol Libraries.

The Edit Symbol Libraries dialog box appears. 
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2. On either the left or right list, select the library that contains 
the symbol you want to delete.

A symbol cannot be deleted if it appears in a project that is 
open.

3. Drag the symbol to the Trash icon. 

4. Do one of the following:

• To apply your changes, click OK.

–or–

• To cancel your changes, click Cancel.

Changing the order of symbols in a symbol 
library
You can change the order of symbols in a symbol library. 

To change the order of symbols in a library:

1. On the Teacher menu, click Edit Symbol Libraries.

The Edit Symbol Libraries dialog box appears. 

2. On the left list, select the library for which you want to change 
the order of the symbols.

3. Select a symbol you want to move, and then drag it to the new 
location.

The other symbols are automatically rearranged.

4. Move as many symbols as you wish.

5. Do one of the following:

• To apply your changes, click OK.

–or–

• To cancel your changes, click Cancel.
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Creating a new symbol category
When you create a new symbol library, it is automatically stored 
in the Custom category on the Symbol palette unless you specify 
a different category. You can create your own symbol categories 
to store the symbol libraries you create or libraries that you copy. 

To create a new symbol category:

1. On the File menu, click Quit (Macintosh) or Exit (Windows) 
to quit Kidspiration. 

2. On the computer, open the Kidspiration Libraries folder 
inside the Kidspiration 2 folder.

3. Create a new folder inside the Kidspiration Libraries folder.

Name the folder the same name as the category you want to 
appear on the Symbol palette. For example, if you want a 
category called “Student Symbols,” then name the folder 
“Student Symbols.” 

Tip:  You can renumber the folders in the Kidspiration 
Libraries folder to change the order of the categories on the 
Symbol palette.

4. Copy the symbol libraries you want to appear in your new 
category into this folder.

Note:  To appear on the list of libraries, the new category must 
contain at least one symbol library. For this reason, it may be 
helpful to create your symbol libraries first, and then create the 
new category.

5. Start Kidspiration.

The new category appears at the bottom of the list of 
categories on the Symbol palette. You can now place symbol 
libraries in the new category.

See Also

“Inserting custom symbols and graphics into the symbol 
libraries” on page 148.

“Creating a new symbol library” on page 154.

“Copying a symbol library” on page 154.
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Creating a new symbol library
You can create new symbol libraries for symbols you import, 
create or copy from other libraries. For example, you might want 
to create a new symbol library for the symbols you use frequently 
or for an activity you create. You can place a new symbol library 
under any category on the Symbol palette. If you do not choose a 
category, the symbol library is automatically stored in the Custom 
category.

To create a new symbol library:

1. Enable the Teacher menu.

2. On the Teacher menu, click New Symbol Library.

3. In the Category list, select the category you want the new 
library to appear under on the Symbol palette.

4. In the Library box, type a name for the new library.

See Also

“Inserting custom symbols and graphics into the symbol 
libraries” on page 148.

“Creating a new symbol category” on page 153.

Copying a symbol library
You may want to copy the custom symbol libraries you create so 
you can make them available to other computers. Each symbol 
library is a file with an INL extension that is stored in the 
Kidspiration Libraries folder inside the Kidspiration 2 folder.

To copy a symbol library:

1. Open the Kidspiration 2 folder on your computer.

2. Double-click the Kidspiration Libraries folder to open it.

3. Double-click the folder that contains the symbol library. 

The name of the folder is the Category name that the library 
appears under on the Symbol palette, for example “Custom.”

4. Select the symbol library file.

5. Copy the file.
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Sharing a symbol library with another 
computer
You can share a custom symbol library with another computer 
running Kidspiration by copying the symbol library file to a 
floppy disk (or network server), and then copying the file to the 
Kidspiration Libraries folder inside the Kidspiration folder on the 
other computer. 

To share a symbol library with another computer:

1. Copy the symbol library file to a floppy disk or network server. 

2. Insert the floppy disk in the computer with which you want to 
share the symbol library or connect to the network server.

3. On the computer, open the Kidspiration Libraries folder 
inside the Kidspiration 2 folder.

4. Select the symbol category under which you want the library 
to appear (for example, “Custom”), and then open the folder.

5. Copy the symbol library file from the floppy disk or network 
server to the category folder.

Tip:  You can share Inspiration symbol libraries with 
Kidspiration.

See Also

“Copying a symbol library” on page 154.
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Using Kidspiration projects with other 
programs

Opening a document created in another 
program
Kidspiration can open the following types of documents:

• Kidspiration 1 and later (Macintosh or Windows)

In Windows, Kidspiration files must have the .kid extension.

• Inspiration 7 and later (Macintosh or Windows)

In Windows, Inspiration files must have the .isf 
extension.When you open an Inspiration document in 
Kidspiration, you may lose some elements and formatting in 
the document. 

See Also

“Opening an Inspiration document” on page 157.

To open a document created in another program:

1. On the File menu, click Open.

The Open dialog box appears. Kidspiration shows you the 
names of any files that can be opened.

2. Select the folder where the file is located.

3. Click the file you want to open in the list, and then click Open. 

If you are using Windows, you can specify the type of file you 
want to open. On the Files of Type list, select the file type. 
Here are your choices:

• Kidspiration (.kid) opens other Kidspiration documents. 

• Inspiration (.isf) opens Inspiration documents.
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Opening an Inspiration document
Kidspiration 2 can open documents created in Inspiration 7 and 
later versions of Inspiration. When you open an Inspiration 
document, you may lose elements and formatting in the 
document.

Note:  You cannot open an Inspiration document with more than 
ten levels of topics.

To open an Inspiration document:

1. On the File menu, click Open.

2. In the Open dialog box, navigate to the Inspiration file, and 
then click Open.

The Inspiration document opens as an untitled document. 

Publishing a project in a word processor
You can use the Publish tool to transfer a project in Writing View 
to Microsoft Word or AppleWorks. You can control how projects 
are published using the publish options (click Publish Options 
on the Teacher menu). You can also set publish options when you 
choose default settings for a project and when you save a project 
as an activity.

In the word processing document, ideas and notes text appear on 
separate lines with no indentation. Ideas are the text size of the 
Writing View default font with bold formatting. Notes are the text 
size of the Writing View default font. A blank line appears 
between each note card.

To publish a project in a word processor:

• On the Formatting toolbar, click the Publish button.
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The Kidspiration project is transferred to the word processing 
document. The preferred word processor starts and opens the 
document.

The word processing document is saved in one of the 
following locations: 

• If you save the Kidspiration project before you publish it, 
the word processing document is saved in the same folder 
as the Kidspiration project.

–or–

• If you do not save the Kidspiration project before you 
publish it, the word processing document is saved in the 
user Documents folder (Mac OS X), the root Documents 
folder (Mac OS 9) or My Documents folder (Windows).

See Also

“Creating an activity” on page 137. 

“Changing the default look for projects” on page 142. 

“Selecting the preferred word processor” on page 147. 

Setting publish options
You can control how projects are published using the Publish 
Options on the Teacher menu.

Note:  You can set the publish options for an activity using the 
Activity Wizard. For more information, see “Creating an activity” 
on page 137.

To set publish options:

1. On the Teacher menu, click Publish Options.

2. To include a graphic of the diagram in the word processing 
document, select the Diagram check box.

3. On the Writing menu, select the text to include in the word 
processing document:

• Select Only Notes to include only the notes in the 
Kidspiration writing project.

–or–
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• Select Topics and Notes to include both the topics and 
notes in the Kidspiration writing project.

A preview of the word processing document appears on the 
right side of the dialog box.

4. After you select the options, click OK.

Saving projects in other file formats
You can save Kidspiration projects in a variety of file formats that 
can be opened in other programs. To find out which file format 
you can use with another program, refer to the documentation 
that came with the program. 

In Picture View, you can save a diagram in the 
following file formats:

• BMP (Windows)—Saves a diagram in the standard Microsoft 
Windows graphic bitmap format (BMP).

• PICT (Macintosh)—Saves a diagram as a PICT or PICT2 file 
that can be opened in graphics, presentation and page layout 
programs.

• JPEG—Saves the diagram as a graphic that can be opened in 
graphics, presentation and page layout programs or Web 
pages. 

• GIF—Saves the diagram as a 256 color graphic that can be 
opened in graphics, presentation and page layout programs or 
Web pages. 

• HTML—Saves a diagram as an HTML document, which can 
be viewed on the Internet. The diagram shrinks so that it fits 
on a 640-pixel-wide screen. The height is adjusted 
proportionally. Any hyperlinks in the diagram are included as 
hyperlinks in the HTML document. This export makes two 
files: an HTM file and GIF file. Both files need to remain 
together to view the HTML file in a browser.
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In Writing View, you can save a project in the following 
file formats:

• Plain Text—Saves a writing project as an unformatted text-
only document with outline levels.

• AppleWorks (RTF)—Saves a writing project as a formatted 
document that can be opened in AppleWorks.

• Microsoft Word (RTF)—Saves a writing project as a 
formatted document that can be opened in Microsoft Word. 
When you open the document in Word, a dialog box may 
appear, asking if you want to convert the RTF data. Click Yes 
to open the formatted document.

• HTML—Saves a writing project as a one-page HTML 
document, which can be opened by an Internet browser. When 
you save a writing project as a one-page HTML document, the 
text entered into the Student Name dialog box becomes the 
title of the HTML document. The title of the page appears in 
large type at the top of the page. Ideas and notes appear as the 
body of the document. At the end of the page, a “Back to Top” 
link appears. When you click “Back to Top,” you return to the 
top of the page. Any hyperlinks in the writing project are 
retained in the HTML document.

Saving a project in Kidspiration 1 format
You can save Kidspiration 2 projects and activities in 
Kidspiration 1 format so you can open them using Kidspiration 1. 
When you save as a Kidspiration 1 document, you may lose 
elements and formatting in the document.

To save a project in Kidspiration 1 format:

1. On the File menu, click Save.

2. On the Format menu, click Kidspiration 1 document, and 
then click Save.

3. To make an activity available to Kidspiration 1, move the 
activity file into the Kidspiration 1 Activities folder.
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Saving a diagram as a graphic
1. Open the diagram.

2. On the File menu, click Export.

3. Select the file format you want, and then click Save.

4. Select the folder where you want to save the file.

5. Type a name for the file.

Kidspiration automatically uses the text entered into the 
Student Name dialog box as the name and assigns the 
appropriate extension. You can change the name of the file if 
you want. 

6. Click Save.

See Also

“Adding your name to a project” on page 17.

“Saving projects in other file formats” on page 159.

Saving a diagram as an HTML document
You can save a diagram as a one-page HTML document, which 
can be opened by an Internet browser. 

To save a diagram as an HTML document:

1. Open the diagram.

2. On the File menu, click Export.

3. Select HTML, and then click Save.

4. Select the folder where you want to save the document.

5. Type a name for the document.

Kidspiration automatically uses the text entered into the 
Student Name dialog box as the name and assigns the 
appropriate extension. You can change the name of the file if 
you want. 
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6. Click Save.

The HTML export makes two files: an HTM file and a GIF 
file. The GIF file appears in the same location as the HTM file. 
Both files need to remain together to view the HTM file in a 
browser.

See Also

“Adding your name to a project” on page 17.

Saving a writing project as an HTML 
document
You can save a project in Writing View as a one-page HTML 
document, which can be opened by an Internet browser. 

When you save a writing project as a one-page HTML document, 
the text entered into the Student Name dialog box becomes the 
title of the HTML document. The title of the page appears in 
large type at the top of the page. Ideas and notes appear as the 
body of the document. At the end of the page, a “Back to Top” 
link appears. When you click “Back to Top,” you return to the top 
of the page. Any hyperlinks in the writing project are retained in 
the HTML document.

To save a writing project as an HTML document:

1. Open the writing project.

2. On the File menu, click Export.

3. Select HTML, and then click Save.

4. Select the folder where you want to save the document.

5. Type a name for the document.

Kidspiration automatically uses the text entered into the 
Student Name dialog box as the name and assigns the 
appropriate extension. You can change the name of the file if 
you want.

6. Click Save.
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Saving a writing project as a text file
You can save a writing project as a text file, which can be opened 
by a text editor or word processing program. 

To save a writing project as a text file:

1. Open the project.

2. On the File menu, click Export.

3. Select Plain Text, AppleWorks or Microsoft Word, and then 
click Save.

4. Select the folder where you want to save the document.

5. Type a name for the document.

6. Click Save.

Note:  When you open the document in Microsoft Word, a dialog 
box may appear asking if you want to convert the RTF data. Click 
Yes to open the formatted document.

See Also

“Publishing a project in a word processor” on page 157.
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Chapter 11: Accessibility

Accessibility for people with disabilities
Inspiration Software is committed to making products that 
everyone can use. Kidspiration provides features to help people 
with disabilities use the software successfully.

• You can magnify a diagram to make text and symbols appear 
larger on the screen. For more information, see “Magnifying 
or reducing the view of a diagram” on page 104.

• You can make the default text size larger. For more 
information, see “Changing the default look for projects” on 
page 142.

• You can change the default colors for symbols, text and the 
lined paper. For more information see “Changing the default 
look for projects” on page 142.

• You can use the keyboard to do many tasks. For more 
information, see “Using keyboard shortcuts” on page 165. 

• You can use the talking interface to read the text in menus, 
toolbars and dialog boxes. For more information, see “Turn 
the talking interface on or off ” on page 143.

• You can use the Listen tool to read the text in a document. For 
more information, see “Listening to the text in a project” on 
page 128.

Using keyboard shortcuts
Kidspiration provides many keyboard shortcuts that can save you 
time and make it easier to edit projects in Picture View or Writing 
View. There are keyboard shortcuts for many Kidspiration 
commands, including:
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Shortcuts for common commands such as 
opening and saving projects

Shortcuts for changing the view

To: Macintosh Windows

Open new document Command+N Ctrl+N

Open existing document Command+O Ctrl+O

Save open document Command+S Ctrl+S

Print open document Command+P Ctrl+P

Quit/Exit Kidspiration Command+Q Ctrl+Q

Add student name Command+J Ctrl+J

Cut Command+X Ctrl+X

Copy Command+C Ctrl+C

Paste Command+V Ctrl+V

Undo/Redo Command+Z Ctrl+Z

Clear Delete Delete or Backspace

Help F1 F1

Spell check F7 F7

Insert Hyperlink F6 F6

To: Macintosh Windows

Fit to Window Command+E Ctrl+E

Zoom Out Command+(-) Ctrl+(-)

Zoom In Command+(=) Ctrl+(=)

Zoom to 200% Command+0 Ctrl+0

Switch to Writing View Command+T Ctrl+T

Switch to Picture View Command+T Ctrl+T

Hide Kidspiration
(Mac OS X only)

Command+H NA
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Shortcuts for navigating in Picture View

Shortcuts for navigating in Writing View

Shortcuts for moving between symbol 
libraries

To: Macintosh Windows

Go to the first symbol Home Home

To: Macintosh Windows

Go to the first idea Home Home

Go to the last idea End End

To: Macintosh Windows

Previous Library Command+(,) Ctrl+(,)

Next Library Command+(.) Ctrl+(.)
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Shortcuts for adding symbols
To: Macintosh Windows

Open Symbol Maker tool Command+M Ctrl+M

Add SuperGrouper shape Command+K Ctrl+K

Add oval symbol Command+1 Ctrl+1

Add rectangle symbol Command+2 Ctrl+2

Add text only symbol Command+3 Ctrl+3

Add rounded rectangle 
symbol

Command+4 Ctrl+4

Add first symbol shape 
from palette

Shift+F1 Shift+F1

Add second symbol shape 
from palette

Shift+F2 Shift+F2

Add third symbol shape 
from palette

Shift+F3 Shift+F3

Add fourth symbol shape 
from palette

Shift+F4 Shift+F4

Add fifth symbol shape 
from palette

Shift+F5 Shift+F5

Add sixth symbol shape 
from palette

Shift+F6 Shift+F6

Add seventh symbol 
shape from palette

Shift+F7 Shift+F7

Add eight symbol shape 
from palette

Shift+F8 Shift+F8

Add ninth symbol shape 
from palette

Shift+F9 Shift+F9

Add new linked symbol to 
the left

Command+Left Arrow Ctrl+Left Arrow

Add new linked symbol to 
the right

Command+Right Arrow Ctrl+Right Arrow

Add new linked symbol 
up

Command+Up Arrow Ctrl+Up Arrow

Add new linked symbol 
down

Command+Down Arrow Ctrl+Down Arrow
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Shortcuts for adding links

Shortcuts for selecting and moving symbols

Shortcuts for adding ideas in Writing View

Shortcuts for selecting and moving ideas in 
Writing View

To: Macintosh Windows

Turn Link tool on or off Command+\ Ctrl+\

Extend link right Right Arrow Right Arrow

Extend link left Left Arrow Left Arrow

Extend link up Up Arrow Up Arrow

Extend link down Down Arrow Down Arrow

Select origin or target 
symbol

Return or
10-key Enter

Enter or
10-key Enter

To: Macintosh Windows

Select first main idea Home Home

Nudge symbol right Shift+Right Arrow Shift+Right Arrow

Nudge symbol left Shift+Left Arrow Shift+Left Arrow

Nudge symbol up Shift+Up Arrow Shift+Up Arrow

Nudge symbol down Shift+Down Arrow Shift+Down Arrow

To: Macintosh Windows

Add topic Command+G Ctrl+G

To: Macintosh Windows

Select first idea Home Home

Select last idea End End

Select next idea up in 
hierarchy

Command+Up Arrow Ctrl+Up Arrow

Select next idea down in 
hierarchy

Command+Down Arrow Ctrl+Down Arrow

Move idea left Command+L Ctrl+L

Move idea right Command+R Ctrl+R

Flip idea down Command+/ Ctrl+/

Flip idea up Command+(') Ctrl+(')
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Shortcuts for editing and formatting text

Shortcuts for using audio features

To: Macintosh Windows

Extend selection to 
beginning of line

Shift+Home Shift+Home

Extend selection to end of 
line

Shift+End Shift+End

Extend selection left one 
character

Shift+Left Arrow Shift+Left Arrow

Extend selection right one 
character

Shift+Right Arrow Shift+Right Arrow

Bold Command+B Ctrl+B

Italics Command+I Ctrl+I

Underline Command+U Ctrl+U

Increase text size Shift+Command+(.) Shift+Ctrl+(.)

Decrease text size Shift+Command+(,) Shift+Ctrl+(,)

Add a new line of text Return or
10-key Enter

Enter or
10-key Enter

End text editing and select 
the idea or symbol

Shift+Return or
Shift+10-key Enter

Shift+Enter or
Shift+10-key Enter

Spell check F7 F7

Insert Hyperlink F6 F6

To: Macintosh Windows

Turn Listen tool on or off Shift+Command+D Shift+Ctrl+D

Read text in selection Command+D Ctrl+D
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Inspiration Software, Inc. License Agreement

IMPORTANT—PLEASE READ THIS LICENSE AGREEMENT CAREFULLY 
BEFORE OPENING THE SOFTWARE PACKAGE: By opening this Software 
package (package containing the CD), you agree to be bound by the terms and conditions 
of this Agreement. If you do not agree with these terms, promptly return the unopened 
Software package, along with the rest of the package, to the place of purchase for a full 
refund.

This is a legal agreement between you, the end user, and Inspiration Software, Inc. The 
enclosed computer program (“Software”) is licensed, not sold, to you by Inspiration 
Software, Inc. for use under the terms of this license.

GRANT OF LICENSE: Inspiration Software, Inc. grants you the following rights to the 
Software:

Single installation: You may install and use the Software on the temporary memory or 
hard drive or other storage device of any single computer used by one person at a time. You 
must license (purchase) an additional copy of the Software for each additional computer 
on which you want to use it. You must also license (purchase) additional copies of the 
software if the single computer is being used in a server-based computing environment, 
which allows multiple, concurrent users to run a single server.

Multiple licenses: If you have multiple Licenses of the Software, then at any time you 
may have as many computers with the Software installed as you have Licenses. You must 
license (purchase) an additional copy of the Software for each additional computer on 
which you want to use it. 

Ownership: You admit and agree to the validity and enforceability in all respects of any 
copyright of Inspiration Software, Inc. You agree that you will not participate in any attack 
on the validity or enforceability of any of the present copyrights, or potential future 
copyrights of Inspiration Software, Inc. whether in court, the United States Copyright 
Office, or elsewhere except as may be required in response to a subpoena. All rights to the 
Software (including but not limited to any images, photographs, animations, video, audio, 
music, text, examples, templates, symbols and software modules incorporated into the 
Software) are owned or licensed by Inspiration Software, Inc. and are protected by the 
United States and International copyright laws and International trade provisions.

OTHER RESTRICTIONS: You may not:

a) Reverse-engineer, disassemble, decompile, modify or create derivative works of this 
software.

b) Sublicense, rent, loan or lease any portion of the Software or accompanying materials.

c) Use the backup or archival copies of the Software (or allow someone else to use such 
copies) for any purpose other than backup.

You may transfer the Software and the accompanying written materials to a recipient 
provided you retain no copies and the recipient agrees to the terms of this Agreement.

LIMITED WARRANTY: Inspiration Software, Inc. warrants that the media on which the 
Software is recorded will be free of defects in materials and workmanship under normal 
use for 90 days after the date of original purchase. If a defect occurs during the 90-day 
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period, you may return the media (disks or CD) to Inspiration Software, Inc. for free 
replacement. Inspiration Software, Inc. will replace the media, provided that you have 
previously returned the product registration card accompanying the Software to 
Inspiration Software, Inc. Any replacement Software will be warranted for the remainder 
of the original warranty period or 30 days, whichever is greater. These remedies are not 
available outside of the United States of America.

Inspiration Software, Inc. disclaims all other warranties, either express or implied, 
including but not limited to implied warranties of merchantability and fitness for a 
particular purpose, with respect to the product. This limited warranty gives you certain 
legal rights. You may have others, which vary from state to state. In no event will 
Inspiration Software, Inc. be liable to you for damages, whether based on contract, tort, 
warranty or other legal or equitable grounds, including any loss of profits, cost savings or 
other incidental or consequential damages arising out of your use or inability to use the 
Software, even if Inspiration Software, Inc. or an authorized representative of Inspiration 
Software, Inc. has been advised of the possibility of such damage. Inspiration Software, 
Inc. does not warranty that the Software will meet your requirements or that the operation 
of the Software will be uninterrupted or error-free.

GENERAL: This License will be construed under the laws of Oregon, except for that 
body of law dealing with conflicts of law. If there is any dispute under the present 
agreement, you consent to the jurisdiction and venue of all state and federal courts of 
Oregon. If any provision of this License shall be held by a court of competent jurisdiction 
to be contrary to law, that provision will be enforced to the maximum extent permissible, 
and the remaining provisions of this License will remain in full force and effect. If you are 
a U.S. Government user, then the Software is provided with “RESTRICTED RIGHTS” as 
set forth in the sub paragraphs c(1) and (2) of the Commercial Computer Software-
Restricted Rights clause at FAR 52.277-19 or subparagraph c(1)(ii) of the Rights in 
Technical Data and Computer Software clause at DFARS 252.277-7013, as applicable.
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