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Introduction to mind maps

A mind map is a diagram used to visually organise information. It has branches
and shows relationships between the different parts. They always have a
central theme.

Creating a mind map on a computer has some significant advantages to
creating one on paper. It enables you to create, rearrange, reorganise and add
to the map much more easily. You can also include links to other resources and
can export the document to other software, such as Microsoft Word.

You can think of a mind map as being a Branch i

'tree' - the main idea is the trunk, from /—@
which come branches (key areas) with
the twigs being the detail of the point.

You can have as many branches and
Main idea
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Course outline

This course will enable you to:

twigs as you need in order to express

your ideas.

Start a new mind map

Name the central idea

Add branches and sub-branches

Change the style of the map

Add attachments and hyperlinks
Capture information from online sources
Changing between map views

Export to another application




AppsAnywhere
Creating a Mind-map
Starting a Mind-map
Adding branches
Re-ordering the map
Map style and formatting
Resources
Adding a note
Adding a hyperlink
Adding attachments
Capturing information
Changing views
Outline view
Timeline
Export
Export to Word
Other export options

How mind maps can be used

Further help




AppsAnywhere

The MindView software is accessed through an application

called Apps Anywhere, and an icon for this can be found on E

the desktop. It looks like this. AppsAnywhe
r

Double clicking this icon will open the web browser. Simply type mindview into the

Search Apps field.

D= 80| @ appshnywhere

@ AppsAnywhere

£ AllAvailable 121 Favourites 0 @ Unavailable o Categories v 05 v Q. mindview

Currently showing Containing
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MindView 6.0

Machine DTS-DI-500588@HALLAM.SHU.AC.UK Machine Type University Owned Location United Kingdom (On-Site) 08 Windows 7 © 2017 Software2 Ltd. All Rights Reserved.

Hover the mouse pointer over the

o MindView 6.0 box and it will change its
MindView 6.0
appearance.

Click on the Launch button and MindView

will open.
More Info




Starting a Mind-map

When MindView has opened, you will see the following screen. Select Mind Map to begin.

You also have the choice of opening a previously created document from this screen.

New

58| | o= —io
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Mind Map Top Down LefURight

New from Template

Home

Business Education Personal My Templates

A new document is created and you can instantly edit the central idea by typing. There is
no need to click as this branch is already selected. This is indicated by the blue box around

it. Press the Enter key after typing to confirm the title.

Type to edit - -
Assignment title
selected branch




Adding branches

With the central idea selected, press the Insert key on the keyboard. A sub-branch

will be added, and you can type to change the text. Remember that the Enter key

needs to be pressed to confirm what you have typed.
Introduction

This branch is a 1* level idea. Assignment title

To add more branches, select the 1
key. A new branch will be created
Notes

at the same level. You can follow

this process to create additional Decide whether you need to use the
Insert or Enter key when adding to
the map

branches.

Summary | | Introduction
| |
Assignment title
| R h | | Objectives

ch | |

Click on a 1*' level idea and press the
Trytok to2 ithi

Insert key. This creates a second level. ry fokeep .o or3 worc{s within
each box. Aim for key points not

Type your note and press Enter. details

Clicking Enter again will create

another second level idea.

Main points ‘

{Dbjectives }~ Documentation ‘

Group discussion ‘




Re-ordering the map

What you have added to the map can be moved around, so there is no need to

delete an idea if it is wrongly placed.

To help with this, a numbering scheme can be added to the map

to make the position of branches easier to follow. Mumbering
Scheme

Click on the Home tab, then look for and click on the Numbering Detail

Scheme icon.
Mo numbering scheme

1,11,111,11.11, ..

i, L, LA, L,
LLLLLLLLLL ...

a, a.ad, a.a.d, a.a.8.8, ...

ACAA AAL AABA ..

1, 1.3, 1.ai, ..

LLALAL LALE LAL AL ..

In the menu that appears you have a
list of scheme's to pick from. Click on

one of these that you wish to use.

Your map will now be numbered.

5tart numbering from root

‘4_ Summary 1. Introduction |

Assignment title 2.1 Main points ‘

3. R h z i | i
‘\ FESERE 2. Objectives }» ~| 2.2 Documentation ‘

2.3 Group discussion ‘

Now, when you click and hold the

mouse on any of the branches, you can fl — |
~
{ 1. Introduction I

drag to move and reposition. Hover

the mouse pointer over the branch you 1 2.1 Main points |

want to attach the selected branch to,

—‘ 2. Objectives }~ ~| 2.2 Documentation |

you will be shown an outline of where

the selected branch will be placed. Let 2.3 Group discussion |

go of the mouse button to confirm and

drop.




Map style and formatting

The map style and design of individually selected branches can be changed.
To change the map design, click on the Design tab.
NEN- & F | MAP VIEW I

HOME INSERT REVIEW DESIGN

Layouts

You can change the layout and
also the colour scheme

through the Styles selector.

Just hover over these styles to
see what the map will look like
without making changes. Click

on one to confirm the change.
Dn’jo Custom Style

When you have a single or multiple branches selected, you will have access to the

following Branch Format tab.

NEN - & MapVIEW [ BRANCH
HOME INSERT REVIEW VIEW DESIGN FORMAT
Verd -0 - AW 5 A ] 71 _£ DE ] o)
erdana A a 1 ‘ - ] l:_ CE\/
B 7 U abe sy . A . = Color Branch Reset Fill  Qutline Line Boundary Show Branch
—— Scheme = Shapes~ Style | Color= = - Data~

Font Effects Branch Boundary Data

Here all aspects of the selected branch or branches can be changed.




Adding a note

You can add notes to selected branches. Select a branch and then click

on either the Home or Insert tab and click on Text Note. é

The Text Note Editor window will appear at the bottom of the page, Text
although the position of this can be changed. Mote -

The Text Note toolbar, which appears when you have clicked in the Text Note Editor,

allows you to format text, insert citations and tables, and check your spelling.

N EH - MAPVIEW  BRANCH | TEXT NOTE
ETEl  HOME  INSERT  REVIEW  VIEW DESIGN FORMAT EDIT

E Arial - 12 : iE @ D

TR B I U abke X. X T = Citation — Table

- * -

Clipboard Font Paragraph Citation

Type your text into the Text Note Editor _

window. You will see a paperclip icon which

indicates that the branch has an attachment.

Notes

Remember that the position of
the Text Note Editor can be
changed. You may prefer this to
Assignment title the side of the map.

4. Summary [J

4

Text Mote Editor

This is a summary of the assignment




Adding a hyperlink

Hyperlinks can be added to a selected branch. Firstly, in your internet browser go to

the webpage you wish to link to. Select the text in the address bar, which will be

highlighted like this. /' o Google > "-\._ -

L
< (G & B WS- Rl tps:/ /www.google.co.u

Right click with the mouse over this selection and click Copy (or

CTRL+C).

With the branch selected in MindView, go to the Home or Insert

tab and click on the Hyperlink button.

A Hyperlink dialogue box Hyperlink

appears. Complete the details Name: Google

by pasting (CTRL+V) the URL:  hitps:/fwww.google.co.uk

address into the URL field and

typing a name for the link.

You will see a paperclip icon on your selected branch, hover over this to view the

attached link and click to visit that link. More than one link can be added per branch.

Adding attachments

Similarly, you can also link to electronic files - just like adding an

attachment to an email. ﬁ

Select the branch to attach the file to, and then click on the Attachment

Attachment icon.

A file browser window will open. Find the file to attach and click
Open. Once more a paperclip icon will show where the attachment

is located.




Capturing information

While the internet will be used in this example, information can be captured from

a variety of sources.

Select the branch that you would like to add information to and go to
Capture

the Insert tab and click Capture.

MindView will minimise and a Capture box will ™ Capture
appear on the screen, in the bottom right corner.
You are presented with the option to capture an

To branch: Research
Image or Text.

Firstly we will capture some text.

1. Go to a website where there is text that you wish to capture and select it

2 o CI | Ck on Text in the j-l..l anaging and preserving research data is becoming increasingly important. The University

recognises that it is a key component of good research practice and that it contributes to a
] lture of research excellence. Equally important is the sharing of data with other researchers
Capture box, and then click o
p 4 and for the greater public good. In particular research data that are acquired with public funding
should be made openly available with as few restrictions as possible.

on Capture Text.

Sheffield Hallam University has a dedicated research data management policy, a dedicated
[Research Data Archive and a website that guides researchers through the various aspects of

z Iplanning, managing, preserving and sharing research data,
W Capture Text @

\ Capture Tenxt J g
N Preview EEE=E]

Select the text you want to
copy and click "Capture Text" Managing and preserving research data is becoming increasingly important. The

University recognises that it is a key component of good research practice and that

it contributes to a culture of research excellence. Equally important is the sharing
h ) ind of data with other researchers and for the greater public good. In particular
3. The Preview window research data that are acquired with public funding should be made openly

available with as few restrictions as possible.

appears. Here you can edit

. Sheffield Hallam University has a dedicated research data management policy, a
the Title, URL and Keywords.

dedicated Research Data Archive and a website that guides researchers through
Click Save and go back to the various aspects of planning, managing, preserving and sharing research data.

MindView.

Title Ressarch data | Sheffield Hallam University

URL: https://www.shu ac.uk/research/research-data

Keywaords: research data management, research data archive. research data management policy, re




Capturing information cont.

You will see that the text you selected has now been added into a Text Note on the

branch that you originally selected. Below this are details about the source of

information.

Text Note Editor

R f . 2 . a3 Y 5 . B . 7 O B . 10 1 L2 e e 13 . 14 . 15

Managing and preserving research data is becoming increasingly important. The University recognises that it is a key component of good research practice and that it contributes to a

culture of research excellence. Equally important is the sharing of data with other researchers and for the greater public good. In particular research data that are acquired with public
funding should be made openly available with as few restrictions as possible.

Sheffield Hallam University has a dedicated research data management policy, a dedicated Research Data Archive and a website that guides researchers through the various aspects of F
planning, managing, preserving and sharing research data.

(Research data | Sheffield Hallam University, Research data | Sheffield Hallam University)

[ 4] B Researcn cats | sheffelg Hallom University | € |

To capture an image or 'screenshot', we can use the Image function on the Capture box.

Select the branch to attach an image to, and then click Capture. Before you click Image
on Capture box, make sure that the image you want to select is on screen. Click Image

and then using the mouse drag a box around the picture. When you let go of the mouse

a preview screen will appear.

You have the option of attaching this
image to the map as a branch picture or
an attachment. Once more the Title,

URL and Keywords can be edited.

Choose an option then click Save. In e e et e ey

hittps:/Awww shu ac uk /research/research-data

research dafa management, research data archive, research data management policy, =

j~ &

@) Set as branch picture () Set as branch attachment

this instance branch picture is selected.

The image will appear on your map.

‘4. Summary j 1. Introduction |

Sheffield Assignment title 2.1 Main points

|3_ Research [ 2. Objectives }» - 2.2 Documentation

2.3 Group discussion




Outline view

MindView offers alternative views —= e o B

to the map view. You can change % % ‘= ’?‘
|:|D|:| 1I]I [ | K Fl

between these by selecting the MapView Timeline Outline Gantt = Zoom = 100%  Fit  Full
< All Screen

view you want from the View tab. View Zoom

You can choose between a different Map view, Timeline, Outline and Gannt. You also

have options to zoom or fit the map to the screen.

Click on Qutline.

M [ [Branch Name

l Assignment title

1. Introduction
E 2. Objectives
2.1 Main points
2.2 Documentation
2.3 Group discussion

3. Research

Managing and preserving research data is becoming increasingly important. The University recognises that
it is a key component of good research practice and that it contributes to a culture of research excellence.
Equally important is the sharing of data with other researchers and for the greater public good. In

particular research data that are acquired with public funding should be made openly available with as few

ractrinrtinne aec nnecihla

4. Summary

g This is a summary of the assignment

You should see something like the above. Your map is put into a linear list format,
ordered by number - This is where numbering the map can help. You can rearrange this

order if you wish by clicking and dragging the points up or down.

You can go back to a map view by clicking the View tab once

more, and clicking on MapView.

This gives you the option of selecting from one of these

three styles of layout.

I:Eé Left/Right




Timeline

You can add start and end dates to branches, in order to help plan how long you should

spend on parts of your project.

x

Task / Timeline

Click the Task / Timeline tab found to the Document type

right of the screen, which will bring up this dmncine
Suitable for creating timelines using
panel. In the Document type drop down various timescales.

aujaw || f yse]

select Timeline. Click OK if a warning Document timescale

message appears. Standard

‘Year, month, day and time
from 1 AD to 3,000 AD

Select a branch on your map to add dates

Gojejed elpa gy

to. Time information
Start time:

You can now select dates by populating =

uonena|ed

the Start time and End time fields. -]

Once done, select another branch in your Delete Times | | Advanced... |

map and repeat the process.

HOME INSERT REVIEW VIEV DESIGN

Go to the View tab and select H?_Eﬂ E—'_Eﬁ ™ = D

H H MapWView Timeline Qutline Gantt Zoom 100% Fit Full
Timeline. . e

View Zoom

You will now see a timeline view of your map, using the dates selected.

Assignment title

Sheffield
) Hallam
« 1. Introduction University

« 2. Objectives + 3 Research « 4 Summary []

1. Introduction: 17 Oct 2017 - 20 Oct 2017
! 2. Objectives: 21 Oct 2017 - 26 Oct 2017
' 3. Research: 27 Oct 2017 - 10 Nov 2017
' 4 Summary- 11 Nov 2017 - 15 Nov 2017




Export to Word

MindView can export your map to Microsoft Word. When the software exports it creates

a document with headings and sub-headings along with any attached images and links to

©

Click on File and then click Export. Export

other files.

Click on Microsoft Word. @ Microsoft Word
Save

. . . . Microsoft PowerPoint
You are given a choice between Quick Word

Export and Advanced Word Export. Print Microsoft Excel

Share
. . Microsoft Outlook Task List
Advanced Word Export lets you pick and Export

choose from Template styles, adding a contents mpart B Microsott Project

Close
and title page, along with choosing what type =L Project Reports

Options

of attachments to export. B por

Advanced Microsoft Word Export

Click Export once settings enplees aapere [ Aadied hiec]

have been chosen and then

TITLE
1. Heading 1
1.1. Heading 2

1.2. Heading 3
Faete

save the document.

You are given the option of

opening the document once Tile Tile
Heading 1 Heading 1
" Heading 1 ] Sy lonbng?

saved. A. Heading 2 Heading 3. Heading 3.
1. Heading 3 Heading 4. Heading 4.

[ Use style defined in Word template:




Other export options

H H E B

E:g

6

Microsoft Word

Microsoft PowerPoint

Microsoft Excel

Microsoft Outlook Task List

Microsoft Project

Project Reports

PDF

Plcture

HTML

RTF

Word: Ideal for assignments,

literature reviews and reports.

PowerPoint: Use for creating and

organising presentations.
Excel: For data export and planning.

Outlook: Use for time management

and planning.

Project: For managing complex

projects or a series of deadlines.

Project Reports: Generates a

detailed HTML project report.

PDF: Similar layout to a Word

document but not editable.

Picture: Export the map as an image

for use in other applications.

HTML: Export the mind map as a

webpage.

RTF: Exports text and images to a

rich text format, loses formatting.

XML: Unlikely to be useful.




How mind maps can be used

1. Seeing the structure of your course

Some courses can appear quite complex, so mapping them out on a week-by-week or topic-

by-topic basis can be helpful.

2. Taking notes in lectures

Try to summarise the lecture onto a single sheet of A4, with no more than six 1% level ideas.
This can help with learning and consolidation of ideas. Extra information not included in the

lecture, such as hyperlinks, can be built into the page.

3. Assignment planning

Useful where you have already been provided with an outline of what is to be included in the
assignment along with proposed word count. These can easily be put into a mind map and

the initial planning carried out in a visual way.

4. Reading and literature review

Have a mind map open as your read, and as new ideas emerge, they can be added straight

onto the mind map. This can help you build a clear picture of what all the writers are saying.
5. Organising your time

Keeping a to-do list on a mind map can be really helpful, as you can see exactly what there is
to do, how it fits in with your other work and set priorities. Changing the view to a GANTT
chart lets you see and structure your work differently. If using GANTT charts are of interest,

please speak with the trainer at the end of the session.




Further help

MindView has some self-help videos, which open in YouTube,

Presentation | Si

|
0 QY 2
Panels
. > Mide
available through the toolbar. 5 [E] Test Hote Eator

:'7_h| Task/Timeline
In MindView, click on the View tab then click on Panels. Click on T T Multimedia Catalog
H caicuation

Quick Start. 2 Object List

|'"' Froperties
A panel appears on the left of your screen, with links to particular BE Oveniew

videos.

o Quick Start

Alternatively, go to https://www.youtube.com/ and search for "Mindview 6". You can

search through the videos for ones relating to a particular feature you would like to know

more about, or to re-cap tools and methods covered during this training session.

For further help, please contact the

Assistive Technology Service at

at-service@shu.ac.uk



https://www.youtube.com/
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