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Introduction

Introduction

Welcome to TheBrain™, your ultimate digital memory and no limits mind mapping
software. Intelligence comes from the mind’s ability to think associatively—that is,
to leap from Thought to Thought, building webs of greater and greater complexity,
until new ideas are built. Associations are our inspirations. TheBrain allows you to
organize your information in the same way, without limiting you to a pre-
determined file structure. In fact, with your digital Brain there are no limits. You
can create a small project-focused Brain or grow your Brain to hundreds of
thousands of Thoughts!

Now you don't have to force any idea or project into a single folder. TheBrain
organizes information as Thoughts. Unlike folder directories and search lists, a
“Thought” in your Brain can have many connections and contexts. Moreover,
TheBrain displays your Thoughts by concept or project, linked according to how
you think. Now you can get the big picture and discover information that might
otherwise be overlooked.

Thoughts contain relevant notes, web pages, and files and can be synced for
easy access from your desktop to TheBrain Cloud or your mobile devices.

@ TheBrain - O X
File Edit Thought View Options Online Help
L-lJane's Brain | Jane's Brain (= Philosophy | Dialogues | —Product Research | Product Resea... ’:i:‘ g
CARS A R @ | 1z @
2 Personal Life Goals  # Hobbies ‘ Jane's Brain
INotes| +

Notes to self

@ane's brain) Meet-the-new-neighbor
Smile at the mirror

Smile at strangers!
L)
o Go.als °.n NTy Work
of I'm Most.ln’gerested In... o2 Per.sorlal Life
o® My Latest.Prgoccupations o" WhatI'm fhir:king About...

1 va

< > What I'm Thinking .. Goals §Jane's Brain

=

Figure 1. TheBrain Interface
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Thoughts are Information

TheBrain Thoughts can represent just about any type of information, including
concepts, people, documents, spreadsheets, images, videos, shortcuts, and web
pages. By letting you create links and associations between Thoughts, TheBrain
expands to become a visual interface that reflects the way you think.

Using simple click-and-drag techniques, you’ll be able to create and navigate
through networks of Thoughts in a conceptual space unique to your work habits.
When you begin using TheBrain, you will find that your computer becomes easier
to use—faster, more enjoyable, and less frustrating—helping you use your time
more efficiently.

TheBrain’s Dynamic Graphical Interface

TheBrain lets you create a simple, dynamic graphical map in which to input and
navigate all your information. Your Brain starts with a single Thought, to which
several other Thoughts can be visually linked. These Thoughts have their own
links to other Thoughts and, possibly, to each other. TheBrain’s flexible structure
allows any Thought to be linked to any other Thought, so you are never more
than a few steps away from the information you are seeking. It's simple to make
connections between Thoughts so that they reflect the connections you make in
your mind.

Cross Platform Accessibility

Brain data is accessible from virtually any device with rich full-featured clients on
Windows and macOS plus mobile clients for iOS and Android. Additionally, you
can access your Brain via a web browser by logging in at www.thebrain.com.
TheBrain’s sync service keeps all your data backed up and synchronized over
the cloud for seamless access.

This user guide is focused on the Windows and macOS software. Please visit
www.thebrain.com for information about the mobile clients.

About this Guide
The following icons are used throughout this guide to flag categories of
information:

) This icon is used to identify notes.

' This icon is used to flag tips and suggestions.

TheBrain 9 User Guide 2
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Introduction

TheBrain is offered in two editions—Free and Pro. Icons are used throughout the
guide to flag features that are specific to the Pro edition. Features that are
available in both editions are not designated with a special icon.

IP[r@ This icon is used to indicate that the feature is available in the Pro edition only.

Because TheBrain works on Windows and macOS. OS-specific features are
flagged with icons throughout the guide. Features that are available for both
Operating Systems are not designated with a special icon.

#_ This icon is used to indicate that the information applies only to computers
‘ running macOS.
([ |
L[

This icon is used to indicate that the information applies only to computers
running Windows.

In addition:

Labels Names of buttons, menus, commands, keys, and icons appear in this font
throughout the guide in order to stand out.

Note to Macintosh Users

#_  Right-clicking: Most features in TheBrain can be accessed with just a single

' click of your primary mouse button. However, there are several context-sensitive
shortcuts available in context menus which appear when right-clicking. On a
Macintosh, many systems do not have a right mouse button. For trackpad users,
click or tap with two fingers. Alternatively, hold down the Control key while you
click. Note that many mice can be set up to interpret clicks on each side of the
main button differently so that Control-clicking is not necessary. To enable this,
alter the Mouse settings in the System Preferences area of your Mac. Select
“Secondary Button” for the right side of the mouse.

Ctrl key: Some features are accessed by clicking while holding down the Ctrl
key on Windows. For macOS, use the Command key.

Here is a list of working definitions for the basic terms used throughout TheBrain.

Brain A collection of associated Thoughts, each of which can have
content. You can create multiple Brains.

TheBrain 9 User Guide 3



Thought

Plex

Content Area

Introduction

The topics that you link together in your Brain are called
Thoughts and are the basic unit of a Brain. A Thought can
represent anything you want it to. It can include an icon, notes,
and one or more attachments (such as files and web sites) or it
can have no content at all and simply act as a subject heading
or organizer. Minimally, a Thought has a name.

The visible, graphical portion of your Brain that displays your
Thoughts.

The portion of the Brain window that displays content that can
be associated with the active Thought or link. Types of content
include Notes, attachments (such as worksheets,
presentations, documents, videos, and images), links, URLSs,
and events.

/ Clicking any Thought or link in the Plex displays its associated content in the
. Content Area.

::5 TheBrain

4O ARS

2A

File Edit Thought View Options Online Help

—Jane's Brain | Jane's Brain

4 Personal Life

Goa

@ Meetthe-new-neighbor

- O X
- Philosophy | Dialogues — Product Research | Product Resea... > RAIN ()
s N . r o
Plex pies ( L Content Area ]m~

Notes <

Notes to self

Smile at the mirror
Smile at strangers!

g .Go.als ° nNTy \‘Vork
I'm Most.lnterested In... 2 Per.sonal Life
o® My Latest.Prgoccupations What I'm fhiQking About...
4 P What I'm Thinking ... Goals [Jane's BraiJl
Figure 2. TheBrain Plex and Content Area
Active The active Thought appears in the center of the Plex and is the
Thought current focus. Any items attached to the Thought, like notes,
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e

.

A Thought=—"*

Same Thought ,
= ——
when active 4 B

B I\/Ty Work
S—

Circle and
‘ — border

My Work]"

I\
Same Thought with
mouseover, but not active
(border, but no circle)

Figure 3. What a Thought Looks Like

As shown below, when you click a Thought it moves to the center of the Plex and
it becomes the active Thought.
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o2 Personal Life Goals ¢#Hobbies
L]
{@Jane’s Brain)
— "\\\-._,\—\
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it, git “Fog ovEAy.Pet
to the center o[ Health and Fitness o Personal Finance
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. :
o % Home erOJects

4

> Go...

© Company Goals .gMy Work 4 Travel [jJane's Brain 4 Personal Life

Figure 4. Activating a Thought
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A Thought is said to be a “parent Thought,” “child Thought,”
“sibling Thought,” or “jump Thought” based on its relationship to
other Thoughts with which it is linked.

In your own life, you may be someone’s parent, and someone’s
child, and someone’s sibling, and someone’s peer, advisor, or
colleague. So, who are you? The answer to that question is
relative—it depends on the circumstances and what hat you're
wearing at the moment.

>

/

You may be ...

\

a child of

a parent J
\—a sibling

a colleague

ks

a parent
of a child

LY

Figure 5. Relationships are Relative to You

The same applies to Thoughts. The relationships between
Thoughts are displayed automatically, based on which Thought
is active at the moment.

Whether a Thought is a parent, child, or sibling depends on its
current relationship to the active Thought.
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Figure 6. Thought Relationships are Relative to the Active Thought

Child Thought
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Thought

Sibling
Thought
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Child Thoughts are subtopics of the active Thought. They
appear in the “child zone,” below the active Thought. In the
picture above, the active Thought “Hobbies” has seven child
Thoughts.

Parent Thoughts represent super ordinate topics of the active
Thought. They appear in the parent zone, above the active
Thought.

Sibling Thoughts share a parent with the active Thought. They
appear in the sibling zone, to the right of the active Thought. In
the picture above, “Family,” “Food,” “Health and Fitness,”
“Home Projects,” “My Passion,” “My Pet,” and “Personal
Finance” are siblings of “Hobbies” because they are all children
of “Personal Life.”
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Jump Thoughts are related to the active Thought but are
neither child nor parent topics. They appear in the jump zone to
the left of the active Thought. Jump Thoughts have an “equal
weight” relationship with the Thought to which they are related.
For example, as shown above, “Hobbies” has the various
hobbies “Art and Culture,” “Gardening,” “Music,” “Snorkeling
and Diving,” “Sports,” “Technology,” and “What I'm Reading
Now” linked as child Thoughts since they are types of hobbies.
“Budget” affects the amount of resources available to spend on
the various hobbies and so it is closely related, but it is not a
hobby itself. Therefore, it makes a perfect jump
Thought—related, but not part of the main Thought grouping.

” o«

Thoughts in the Plex have three circular “gates,” each of which
is used to link a specific type of relation: The parent gate is
above a Thought, the child gate is below it, and the jump gate
is to the left or right of it. A gate is hollow when there are no
links attached to it and solid when one or more links are
attached. Solid gates in a contrasting color have links to
Thoughts that are not currently showing in the Plex. The color
of gates is based on the current color scheme. When you point
at a gate, a highlighting circle appears around it.

é_}: TheBrain

File Edit Thought View Options Online Help

— Marketing | Marketing

- Product Research | Product Re...

4O ARS

2 Personal Life

Travel Agent Coe.

A A+ @

Goals Hobbies

Jump gate

‘Company‘Presentations
e £ v
oData Collection

My Web.Selvices

Jane's Brain | Web Marketing

Parent gate

Child gate

Online‘Meetings
Re;ea rch

oIT Resources
o Tecr:nology
>Web Clients

4 > Data C...

Graphics  Online Meetings  Research Talent Web Clients

‘vGra.aphics oTalent

IT Resources  Technology ~Web Marketing

Link
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Figure 7. Thought Gates

A link is the line that connects two Thoughts. When used as a
verb, to “link” is the act of connecting Thoughts to establish
close relationships. Links can also show direction to help you
visualize relationships.
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Installing TheBrain and Creating an Account
The first time you download and install TheBrain, you’ll be prompted to log in or

create an account if you don’t already have one. The log-in window provides the
ability to create a new account or log in to an existing account.

3 X

T H&E
. BRAING

| = |

Forgot Password

Create Account

Figure 8. TheBrain Log-in Window

Here are the fields to complete if you're creating a new account:
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TTH&e=
® S SRAIN

Your first name

' /Your last name

L Email address to
&4 be associated with

A username [

you create this account
(no spaces —V A password
and at least 2 4 You create

characterS) ’=]‘ » Confirmation of
your password

Newsletter [ | Interested in TeamBrain

| Create Account |

Login

TheBrain Cloud (https://api.thebrain.com/)

Figure 9. Creating a New Account

After you click the Create Account button, TheBrain will send an email to the
address you specified.

, Check for a message from no-reply@thebrain.com. Make sure to check your
. spam folder if you don’t receive the message promptly.

When you open the message you will see a green Activate Brain Account link.

After you click the link, you’ll see a notice confirming your success.

TheBrain 9 User Guide
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THE&E
S BRAIN'

Your Brain account is almost ready!

To activate your account, click the button below.

Activate Brain Account
For more resources on getting started with your BraX, visit our online support center.

Enjoy!
TheBrain Team )

THE b
BRAIN'

Questions? Call us at

el | Activation Successful: LeeSharpe67@gmail.com

Thanks for verifying your email address. Your account has been activated.
Return to TheBrain application to login.

TheBrain Technologies LP, 11522 W Washington Blvd, Los Angeles, CA 90066

Figure 10. Activating a New Account

Now you can return to TheBrain and log in.
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Edit Qptions Help
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Nt of your dig e TheBrain
Create a Quick-Start Brain
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Figure 11. Welcome to TheBrain
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Introduction

Click “Create a Quick-Start Brain” and follow the directions on the screen to enter a
personalized name for this Brain. The Quick-Start Brain is actually a dynamic
resource for learning more about using your Brains and you’ll find a wealth of
useful information in it. Click any of the links to see what is displayed.

v

You can always create a new Quick-Start Brain by selecting the Create a
Quick-Start Brain command on TheBrain Help menu.

Opening Older Brains

When you’re looking at old and new Brain files, note that Brains created in
TheBrain 7 or 8 have filename extensions of .brain. Brains created in some earlier
versions have a .brn filename extension.

To open a .brn file that you created in a version older than TheBrain 8, first open
[ it using TheBrain 8 and then import the resulting Brain in TheBrain 9, as
described in the steps below.

To open a Brain that you created in TheBrain 8:
1. Open TheBrain.

2. Click the File menu, then click the Import command.

&

[ (® Create a new brain ]
() Add to "Jane's Brain™ and link to "Web Marketing"

U TheBrain 8 Brain (brainzip, brain) ] TheBrain 8 Brain

| Brain Archive (brz)

All of the data from your Brain will be imported
Text Outline (txt) into TheBrain 9. Your existing version 8 Brain will
not be changed and will remain available. Note

MindManage! mmap,

* ager:  (mimme) that any changes you make in version 9 cannot
FreeMind (mm) be migrated backward to version 8.
Folders

To import data from earlier versions of TheBrain,
open it using TheBrain 8 first then import the
resulting Brain here.

TheBrain 8 XML  (xml)

l Select File... ll Cancel

Figure 12. Import Box for Opening an Older Brain

3. Click the Select File button, navigate to the Brain of your choice, then click
the Open button when the file is selected. You will see a running progress
report.
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Introduction

4. When TheBrain has finished converting, you will see a “Conversion
complete” message as shown below. Click the Import button.

2

(® Create a new brain

(O Add to "Jane's Brain" and link to "Web Marketing"

TheBrain 8 Brain
Brain Archive
Text Outline
MindManager
FreeMind
Folders

TheBrain 8 XML

(brainzip, brain)
(brz)

(txt)

(mmap)

(mm)

(xml)

Source: | A Writer's Brain Streamlined.brain

I Import

] I Cancel

Figure 13. Import Conversion Progress

5. When TheBrain has finished importing, you will see the following dialog
box. Click the Open button to open the Brain you just imported in a new tab
of TheBrain window.

TheBrain 9 User Guide

Import Complete

Do you want to open the imported brain?

Open

I I Cancel

Figure 14. Open the Imported Brain in a New Tab
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Introduction

Suggestions for Transitioning to Your New Brain

Here are some tips for establishing a happy relationship with your Brain:

v

Begin by taking yourself on the guided tour provided in the next section of
this guide. As you exit the tour, you'll already have hands-on skills for getting
your Brain up and running quickly and easily. You may also want to attend one of
TheBrain’s free online seminars on getting started—TheBrain 101. To learn more
about TheBrain 101, go to http://www.thebrain.com/101.

Avoid “converting” to a Brain-only environment all at once. Make the
transition on a file-by-file basis so that every piece of information your Brain
contains will be useful.

Build your Brain as you go—associating Thoughts as they occur naturally.

Avoid the temptation to move large folders into your Brain. TheBrain can
handle this, but your Brain will be cluttered with Thoughts you may not need.

Remember that your first Brain doesn’t need to be your only Brain or your last
Brain. Experiment! Create a Brain just for fun, to try out the possibilities—give
yourself room to stretch and explore. Your Brain is waiting!
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A Guided Tour of TheBrain

A Guided Tour of TheBrain

t e

The best way to build your comfort level with your Brain is to build one yourself—
with your very own hands. This guided tour will walk you through the basics,
pointing out items of interest along the way. There’s no need to take notes and
you’ll never get left behind, because you’ll be going at the most strategic pace—
your own.

During this tour, you'll be asked to enter specific information to make it easier to
refer to items and areas as the tour proceeds. Naturally, when you’re on your
own, you'll use your own ideas to create Brains that reflect your thinking.

Here are the sign posts you'll see along the way:

Enter here—the startup action for this phase of your guided tour

Point of interest—take out your virtual camera

Tip—where you can find more details about this step of your guided tour

Take five—this is a good place to take a break if you want one

Exit here—this marks the end of your guided tour

Let’s go!

Part 1: Start Up and Explore the Brain Window

Itinerary: You'll start up TheBrain, create a new Brain, and tour through the
components of the Brain window.

Q Start up TheBrain, unless it's already running. You can select TheBrain from the

Start menu or the desktop icon.
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0 S Filters \v/

Best match

TheBrain
Desktop app E
' ' TheBrain 9 7

Figure 15. Starting TheBrain

Log in to your Brain account. This enables integration with any subscriptions you
may have.

=

T H&E
® P SRAIN

Username or
Email address

| | ‘/ Your Brain
r%y password

| |

Forgot Password

Create Account

TheBrain Cloud (https://api.thebrain.com/)

Figure 16. Logging In to TheBrain

1. Click the File menu in the menu bar at the top of the window on the
welcome screen (or click the File menu, then click the New Brain

command).

TheBrain 9 User Guide
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2.

3.

TheBrain 9 User Guide

A Guided Tour of TheBrain

@TheBrain
File | Edit Options Help
New Tab Ctrl+T

New Window Ctrl+Shift+N

| Create Braiq\
NS

Import...

Create a New Brain
Utilities 3
Close Tab Ctrl+W

Close Window

Exit Alt+F4

Figure 17. Create Brain Command

In the empty field, type: Tour

6> Create Brain X |

| Tout B

== | |

Figure 18. Create Brain Dialog

Press the Enter key or click the OK button to finish creating your new
Brain. It will appear in a new tab named “Tour.” Your screen should look
similar to the one below. Note that you can minimize, maximize, or restore
TheBrain window using standard Windows’ techniques.
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E Edit Thought View Qptions Online t{_elp‘—Menu bar
= Tour | Tour ]4_ Brain tab — Name of Brain | Name of active Thought =~ ¢
fi® % A A & <4 TheBrain button bar Search box — LY

Name of the active Thought—p[Tou ]

The Plex i

First
[ Thought in
your Brain

y — (o)
The Content Area
Select a Theme
- Classic Dark Blue
- Light Blue Default A
# 20 Years >_Bl'aln Theme
#20 Years-Light selection box

# Brain Animals

# Brain Animals-Light

# Brain Waves 1

Figure 19. New Brain in the Plex

TheBrain creates your first Thought for you. It has the same name as your Brain
(which you can change later if you want to). Since it's the only Thought, it’s also
the “active Thought”—the Thought that’s currently selected.

4. Take a few minutes to click some of the Brain Themes to see how the
background of the Plex changes. Then click the Theme named “- Light Blue

Default” to select it. Click the “X” or press the Esc key to close the Brain
Theme box.

You can always return to the Brain Themes box by right-clicking within any
blank area of the Plex and selecting Brain Theme.
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@ The Brain Toolbar

Adjust the Display

Activate Open the size of the Plex
the Home list of text in the layout
Thought~ Types Plex options
Activate | ; i ; g Sync this
previous [ |~] [ ] [ ]D[ ] [ ]‘_ Brain with
Thought _.BB ﬁ A ‘ AA ‘k ‘ . the server
— 4 A [
Activate the Open the Show 1 fewer Show 1 more
next Thought list of Tags generation generation

of Thoughts of Thoughts

Figure 20. TheBrain Toolbar

1. Point at each one of the buttons in the Brain toolbar so that you see a brief
explanation in the pop-up tool tip.

Note that since your Brain has only a single Thought so far, some of the toolbar
options are currently disabled.
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@ The Brain’s Content Area

@TheBrain - o %
File Edit Thought View Options Online Help
= Tour | Tour 7 ' BRAIN 5
AR A A+r@ 0
<z Toh
Notes
A NB 7 d | = =

My tour of TheBrain

|

3

-
d p Tour % )

Figure 21. A Note in the Content Area

1. Click in the empty white space of Content Area, then type: My tour of
TheBrain. You've just created your first Note, which is associated with the
“active Thought"—Tour.

Notes are saved automatically and always stay associated with the active
Thought, even when you activate other Thoughts or close your Brain.

2. Experiment with any of the buttons in the Notes tab toolbar if you want a
quick peek at some of the functionality.

/ Tip: See the section beginning on page 143 for details about working with the

Content Area.
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Part 2: Create New Thoughts

Itinerary: You'll create a single Thought, multiple Thoughts, a Thought from an
existing file, and a Thought “pin,” and modify the relationship between two
Thoughts.

Your Tour Brain should be on the screen, as you left it in Part 1.

1. The three small circles in the border around the Tour Thought are called
“gates.” The bottom circle is called the child gate because it provides a
gateway towards creating a child Thought. Drag the mouse from the child
gate down a short distance, then release the mouse button. The Create
Child dialog will open.

/ Tip: If you prefer not to drag the mouse to create a Thought, right-click the Tour
Thought and then click the Create Child command on the context menu.

Child gate

@ AJ

N/

|TB Buddieq

Figure 22. Dragging from the Child Gate
2. Inthe empty field, type: TB Buddies

This Thought will organize Thoughts about people you're going to talk to
about how they use TheBrain, so you can share experiences.

3. Pressthe Enter key. A larger circle appears around a new Thought for a
few seconds, highlighting it for easy visibility. Your Tour Thought now has a
child Thought named “TB Buddies” (short for “TheBrain Buddies”).

@ Creating Multiple Thoughts at Once

You can create more than one Thought at a time by typing a semicolon to
separate each Thought.

1. Create four new child Thoughts for Tour, all at the same time. To begin,
drag Tour’s child gate down a bit, then release the mouse button.

2. Inthe empty field, type: Tips; Reminders; To-Do; New Brain Ideas

TheBrain 9 User Guide 21



A Guided Tour of TheBrain

\
|
|
’Tips;Reminders;To—Do;New Brain Ideas
|

Figure 23. Create Multiple Thoughts at Once

/ Tip: The semicolon (;) between each Thought name tells TheBrain that these are
separate Thoughts. Typing a space after each semi-colon is optional.

3. Press the Enter key.

/ Note that the new Thoughts are arranged in alphabetical order.

@ Create a Thought by Dragging and Dropping an Existing File

You can create a Thought by dragging a file from the desktop or from your file
manager (such as File Explorer on Windows or Finder on a Mac). The new
Thought will have the same name as the file (minus its extension) and it will
automatically have the file as an attachment. It will become a child of the active
Thought. You'll learn more about attachments in the next part of this tour.

1. Choose any file, from your desktop or from any other location. Your original
file will not be affected—by default, drag and drop creates a copy of the file.

2. Size the TheBrain window so that you can also see either the portion of the
desktop containing the file you're going to use or the window in which the
file is listed.

3. Drag the file into the Plex.
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Y. E 3 | |
ﬁ New  Open Select
e
and... v O | Search Ma. =
A =i : i g 1
Name '/ // sk N \
mEER
; R P o Dlrectlons oTB Buddles
@-| After Sho‘wﬂaces.docx
€ Directions.docx oNew Bram Ideas OTIpS
@-) Guides.docx ORemlnders OTo Do
@=| Revival Theaters.docx

Figure 24. File Dragged into Plex Becomes a Child Thought

The new Thought will appear in the Plex and it will include an icon that
represents the type of file. Any time you click this icon in the Plex, the
related file will open.

@ Thought Pins

€2 TheBrain — Od X
File Edit Thought View Options Online Help
/ 2 Jane's Brain | Health and Fitness ©) °> BRAIN ()
N " Thought pins ==
OARS A |
4 Personal Life Goals <% Hobbies J
~
Personal Life i,:,- o amlly
S & Food
o —— ﬁobbles

i) ~H0me PrOJects

ol My Passion
oW K/Iy Pet

ol Personal Finance

g e ¥
°o# Fltness Goals % Med|ca|
4 Fltness Plan 0‘(§pgrts

o HeaTthX Living

Figure 25. Thought Pins in an Existing Brain

The area at the top of the Plex, just below the Brain toolbar functions like a
bulletin board on which you can “pin” Thoughts you want to keep at your
fingertips. These quick-access shortcuts to Thoughts are called “pins.” No matter
where you are in the Plex, the pins remain visible.

1. Right-click the Thought named “Reminders,” then click Create Pin on the
context menu.
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Unlink
i l Create Pin
e ] Setp==i+ i -
og:| Direction! Toggle a pin for this Thought
& ,O Private
oNew Brain Ide :
e © Show History
o Remlngers Show Thought Properties

Figure 26. Create a New Pin

2. Click any other Thought in the Plex. When you want to return to the
Reminders Thought, click the Reminders pin to get there instantly.

@ Relationship Changes

1. Create a new child of Tour named “Experiments.” (Drag from Tour’s child
gate down a bit, type: Experiments and then press the Enter key.)

2. Now you’ve decided that the Experiments Thought should really have an
equal relationship with Tour, and not be one of its children—because you'll
use experimenting as much as touring to develop your Brain skills.

Drag Experiments up to the left side of the Plex so that it is level with Tour,
then release the mouse button.

Dragging Experiments ... 4

T ' oEXpe.rit’r\]’entS ™

““-
“‘ i -
K ¢ Tour i -
D og Directions
L _. (0]
L
:/ e - -
od" Dirbctions .- then releasing the mouse
ey when Experiments is in the
¢ Experiments bess .
n jump zone” of Tour
oNew Brain Ideas
320

LD Expé)I’irqentS'

Experiments is now a
jump Thought of Tour™

' Pt
og | Directions

é/ 0
oNew Bralq Ideas

Figure 27. Dragging a Thought to Change its Relationship

TheBrain 9 User Guide 24



A Guided Tour of TheBrain

/ Tip: See the section beginning on page 87 for details about changing Thought
relationships.

<>
This is a good place for a break if you'd like to take one. You can leave your
Brain open or close the Brain window. Just start up TheBrain again when you’re
ready to continue.

Part 3: Find, Add Attachments, Link, and Delete Thoughts

Itinerary: You'll find Thoughts, add an attachment to a Thought, add a web page
to a Thought, use a Thought to open an application, link some Thoughts, and
delete a Thought.

Your Tour Brain should be on the screen, as you left it in Part 2. You'll begin by
creating a few more Thoughts for a little more scenery along the way.

1. Create four new child Thoughts under TB Buddies: John; Jill; Fred; Ann
(Drag from TB Buddies’ child gate, then type each name, separated by a
semicolon, then press the Enter key.)

oTB §uddies

%)

| Jlohn; Jill: Fred: Ann

Figure 28. Four New Thoughts

2. Click TB Buddies to make it the active Thought. It should be in the middle of
the Plex.

3. Enter a Note for TB Buddies: We should compare Brains sometime

4. Point the mouse at the Tour Thought and notice how the Note you just
entered for TB Buddies is still in the Content Area.
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5. Click the Reminders pin at the top of the Plex to go quickly to your
Reminders Thought. Notice that the Content Area is blank, since you
haven’t created content for that Thought yet.

@ Instant Activation

“Instant Activation” is a Brain feature that lets you quickly find a Thought by
typing a few letters, and choosing from a list of “hits.” After you click the Thought
of your choice, that Thought is automatically activated.

Say you’re ready to work with Fred’s Thought—you want to add an attachment to
it. With such a small Brain, you could click around and find it pretty quickly, or
you could speed things up:

1. Click in the Search field in the top-right area of the window and type: f

=R |% ©
4 matches [] Childward only |=| Reminders |
Notes :Thoughts, Links and Even't'sm" =
“B Fred 4
Notes and Attachments Lk

= Tour
= TB Buddies
@ @ Directions.docx ¢ Directions

Figure 29. Instant Activation

Because you only have one Thought that begins with the letter “f,” it is
found instantly. If other Thoughts begin with the same letter you will see
them in the box. The more characters you type, the more finely-tuned your
search will become.

2. Click on “Fred” in the Search field below Thoughts, Links, and Events. Fred
will be activated.

3. Type the letter " in the Search field to activate Jill. Notice that the two

Thoughts beginning with the letter “” appear in the list. Activate Jill.

/ Tip: See the Searching Your Brain section beginning on page 47 for details
about more complex searching and the Navigating Your Brain section on page
39 for more on cruising around your Brain.

TheBrain 9 User Guide 26



A Guided Tour of TheBrain

@ Attachments

3.

Back to Fred. Activate Fred by clicking his Thought in the Plex.

Click the Add Attachment button, which displays as a + sign, next to the
Notes tab in the Content Area. As you see below, you can add many kinds
of attachments.

Fred

Notes +%
) Add Attachment

(] Link to File || Enter URL

| Open Folder | | Create Event |

| Capture Image | | Templates... | I Paste Image |

Create File

Microsoft Access Database
@ Microsoft Excel Worksheet
£ . Microsoft PowerPoint Presentation
@ Microsoft Publisher Document

& . Microsoft Word Document

1 & . Text Document |/

Figure 30. Add an Attachment

You can add an existing file or you can create a new one. For now, select
an existing file on your computer. To do so, click the Link to File button.

Navigate to any file on your computer, then click the Open button to attach
it to the active Thought. As soon as the file is attached you will see a
Preview button so you can look at the file right away if you want to. Or you
can double-click the file’s icon in the Content Area.

With Fred still active, click on the Notes tab and notice that the name of the
file you attached now appears as a new tab in the Content Area. Now you
can click on it whenever Fred is active to access and open the file. You
might use this function to add a file you're collaborating on, or a worksheet
with data for a project you’re completing together.

@ Web Page Thoughts

1.

2.

TheBrain 9 User Guide

Activate the John Thought.

Open your Internet browser and navigate to a web page of your choice.
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Arrange the browser window and the Brain window so that you can see at

least part of both of them.

Drag from the address bar icon in your browser to an empty area of the

Plex, then release the mouse button.

3 Welcome to the Eagle Sc X
< @ eaglescout.org
.
n
-

_,.

Wm csentong W

P1cow(~g~g‘onl; and h{("u E, TheBrain

. and 2he| File Edit Thought View Options Online Help
.

“ I Tour | John

*

Welcome ro‘E‘aglesco O AP A A+ @
*
We've collected a lsfgf rel Reminders
celebration to follows ¢
materials. Whether you are¢,

is supporting your very o] *
hundreds, you'll k3 ~
- oTB Buddies

We've also collected a bit o A %

the Boy Scouts of A

¢John

Figure 31. Inserting a Web Page as an Attachment

The web page will be added as a child Thought of John. When you click the
Thought the web page will launch in TheBrain’s built-in browser in the Content

Area.

/ Tip: If you want to add the web page to a Thought instead of creating a new child
Thought, drop the web page on top of the Thought. See the Adding Attachments
to Your Thoughts section beginning on page 158 for details about attachments.

@ Creating Attachments from a Thought

1.

TheBrain 9 User Guide

Activate the New Brain Ideas Thought by typing an “n” in the Search field

and then clicking on “New Brain Ideas” in the list.

Click the Add Attachment button in the Content Area.

Click Microsoft Office Word Document in the Create File tab (assuming
this application is installed on your computer—if not, select any other
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application in the list). The new document will be named “New Brain Ideas,”
matching the active Thought.

/ TheBrain automatically detects file types for many applications that you may

. have installed on your computer and populates the list of available files to create.
You can also add templates for any file that you’d like to use as a basis for new
files yourself.

= Click the Templates... button to open the folder where templates are stored,
then copy empty files of the types you want to be able to create from within
TheBrain into the folder.

»  When you are done, click the Add Attachment button again and chose one
of the templates you added.

Once you select a file type, two things will happen:

= First, a new file will be created and added to the Thought (in this example, a
Microsoft Word document named “New Brain Ideas”).

= Second, the file will be automatically opened so that you can work on it (in
this case, starting Microsoft Word).

After you add content to the document and save it, it will be saved internally
within your Brain. When you click on the Thought, the document will open again.

4. Close the new document before moving on to the next section.

@ Linking Thoughts

One of the most powerful features of TheBrain is the ability to connect Thoughts
to each other. Remember, you can connect any Thought to any other Thought.
For example, say one of your TB Buddies, Ann, is full of ideas on how to use
your Brain. You might want to link her to the New Brain Ideas Thought.

1. Activate the New Brain Ideas Thought (if it isn’t still active).

2. Drag from the jump gate on the left side of New Brain Ideas as if you are
going to create a new jump Thought and release the mouse button.

®

@m New.Brajn Ideasj

<4
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3. Type the first few letters of the Thought you want to connect (Ann) in the
Create Jump dialog box. Notice that the existing Thought is displayed in
the list below.

Ann -

4. Either double-click on Ann in the list of found entries or click Ann once then
press the Enter key.

Ann -

(@]
e Tour
@

)
Anne {m New Brain Ideasj
o] o

Figure 32. Jump Thought Linked to an Existing Thought

Now that Ann is connected to New Brain Ideas, whenever you look at this
Thought, her Thought will be just a click away. Also, when you are at Ann’s
Thought, the New Brain Ideas Thought will be conveniently available.

There are many ways to link existing Thoughts. The method above is convenient
when the Thoughts you want to connect are not both visible, however if the
Thoughts are both visible, you can simply draw the link between the two, starting
from either one of the Thoughts’ gates. Both the Past Thought List below the
Plex and the pins can be used for linking Thoughts visually. When you connect
two Thoughts visually, the resulting relationship will be determined by which gate
you selected to start the linking—it does not matter where you release the mouse
button over the destination Thought.

TheBrain 9 User Guide 30



A Guided Tour of TheBrain

@ Forgetting and Deleting Thoughts

If you've entered a Thought in error or you simply don’t need to keep it around
anymore, you can easily remove it from your Brain. TheBrain offers two ways to
remove Thoughts—forgetting and deleting. When a Thought is forgotten, it can
be remembered later if need be, however, deleting is permanent.

Let’s forget the Thought Jill.
1. Make TB Buddies the active Thought.
2. Right-click the Jill Thought.
3. Click the Forget “Jill” command on the context menu.

Jill disappears from the display. Now, if you want to show Jill again, turn on
Forgotten Thoughts:

= Click the Options menu, then click Show Forgotten Thoughts.

Any forgotten Thoughts will appear faded.

Showing Forgotten Thoughts x
Reminders
o4four
(2]
»
og Directions
o ©
oz New Bra...
. o ©
TB Buddies >Reminders
& ©
oTips
i
oTo-Do /
] ® '
.Ann o) 4______—"
9. < o ©
og Frgd CdJohn

Figure 33. Forgotten Thoughts

A message above the Plex reminds you that forgotten Thoughts are showing.
You can permanently delete Thoughts or remember them individually or all at the
same time, which is explained in the Deleting and Forgetting Thoughts section on
page 96. To turn off the display of forgotten Thoughts, simply click the X button
next to View Report or click the Show Forgotten Thoughts command in the
Options menu to toggle it off.
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/ Tip: If you want to permanently delete a Thought without first forgetting it, hold
down the Shift key as you right-click on it and then select the Delete command.

Concluding Your Tour

If you click the Home button in the Brain toolbar, your Brain should look
something like this:

| € TheBrain - O X |
File Edit Thought View Options Online Help

|
| / =i Tour | Tour

GO ARS A Ar@ ‘ o

Reminders Tour
‘ Notes <
| L
! My tour of TheBrain
‘ Experimentse
| y )
g Directions oTB Buddies
k]

oa- New Brain Ideas Tips
‘ ‘ Ren:inders To-Do
|
|
\
\
\
|
| <
} »
i 4 > o New Brain Ideas TB Buddies [@John Tour;

Figure 34. Completed Tour

Where to go from here? You can stay and experiment more with your Tour
Brain, begin reviewing sections of interest throughout this guide, open the Quick-
Start Brain, or dive into creating your own Brain. You may want to glance at
some of the example Brains at https://thebrain.com/apps for more ideas—but you
probably already have plenty of your own!

/ Tip: If you are ready to dive into beginning your own Brain, start by creating a
few Thoughts for broad categories before you go to the detail level. For example,
if your name is Ed, “Ed’s Brain” might be the name of your Brain (and your first
Thought) and its first children might be Work, Family, Hobbies, and Friends.

=

This concludes your guided tour—-thanks for coming along!
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Understanding Thought Relationships

There are no rules governing the relationships between Thoughts—whatever
makes sense to you is the way your Brain ought to be organized. The three
primary relationship types—child, parent, and jump—can be used to express
different types of relationships. Sibling is a relationship that is derived from
child/parent relationships.

The examples in this section can help you understand the variety of relationships
and how they are used. The core concepts behind each type of relationship are
as follows:

= Children: Child relationships are usually used to link more specific
information or information that represents a subcategory.

= Parents: Parent relationships are usually used to link more general
information. Parents can also be thought of as higher level categories to
classify groups of information. They serve to indirectly connect their child
Thoughts as siblings.

= Jumps: Jump relationships are usually used to link two pieces of information
that are exclusively related, meaning that the two items are related to each
other but neither represents a group that the other is a part of.

Let’'s move on to an example to explore these relationship types. Imagine that
you are the owner of a company and you are reviewing personnel files. Each
employee has a file. You decide it makes sense to organize your employees by
department. Your Brain is called My Brain. From My Brain, you create a child
Thought called My Company (see Figure 35). My Brain is now My Company’s
parent Thought. You create four child Thoughts from My Company—
Manufacturing, Sales, Service, and Billing. These departments are sibling
Thoughts of each other.
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2 TheBrain = O X
File Edit Thought View Options Online Help

/ =My Brain | My Company @ ‘L’;,?:’x IRAIN

OARS A é

o] -
oMy Br.aln

My Company

9. [23
oBilling oSales
) o) o o]
©Manufacturing oService
4 p Manufacturing My Brain  Billing Sales Service My Company

Figure 35. Sample Brain

Now you go to each department and create more child Thoughts, one for each
employee of the department. If an employee splits time between two
departments, you can make him a child Thought of both departments—he’ll
appear in both and you won’t have to duplicate his file. In this example, Bob is a
child Thought of both Manufacturing and Sales (see Figure 36). This is one of the
most powerful features of TheBrain—having one Thought under more than one

heading.
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@ TheBrain
File Edit Thought View QOptions Online Help
=My Brain | Bob ®

OCARDS A A+ @
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— O X
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' o R.angy
®)

My Company Manufacturing Bob

Figure 36. Child Thought with Two Parents

If you own more than one company, but have one accountant for all of them, you
might want to make a Thought called Accountant and link it as a jump Thought to

each company, as shown below.
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@TheBrain = O X
File Edit Thought View Options Online Help
_/ngy Brain | Accountant \\\ (O] .>I’3RF\IN (‘Q)
CARS| A Aa- I |
My Cc

y Companye e
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My Otheor Co...e { o ]
4 > Manufacturing My Other Company  Accountant

Figure 37. Jump Thoughts to the Active Thought

TheBrain 9 User Guide 36



Understanding Thought Relationships

Imagine that Joe’s company has just purchased one of your companies. Since
Joe’s company now owns this company, Joe’s Company becomes a parent (see
below).

@TheBrain — O >4
‘File Edit Thought View Options Online Help

| / =My Brain | My Other Company
CARS A A+ @

oJoe's Eowpany o My Br.ain

$My Other Company | *My C.Orqpany

Figure 38. New Parent Thought

Because Joe wants to avoid a conflict of interest, the acquired company (My
Other Company) no longer uses the same accountant. So its jump gate is hollow,
while its sibling’s jump gate (My Company) maintains that Link and is filled.

As you use TheBrain, you will develop a sense of the types of relationships you
wish to make between Thoughts. It is always easy to change relationships by
adding and removing links (see Changing Relationships Using Drag and Drop on
page 104).

Families of Thoughts

It is tempting to view Thought relationships as families, and indeed these
different parts of your Brain are types of families, with their ancestry visually
spread before you, represented by subjects and categories. But unlike human
families, a child Thought can be a parent of one of its siblings and a Thought can
have more than two parents.

The complex relationships you can form in TheBrain are the source of its power.
Let’s consider sibling Thoughts that also share a parent/child relationship.

Let’s say you are studying philosophy. You might have a Thought called
Philosophy. Individual philosophers such as Plato and Aristotle could be child
Thoughts of Philosophy. Each of these siblings, in turn, may have child
Thoughts. Aristotle was a student of Plato, so you may want to make Aristotle not

TheBrain 9 User Guide 37



Understanding Thought Relationships

only a child of Philosophy, but of Plato, so that when you’re working with
Aristotle, Plato is only a Thought away.

3 TheBrain = O X
File Edit Thought View Options Online Help

— My Brain | My Brain Philosophy | Aristotle f
AR A Ar@ (Y

>Philosophy

[ Aristotle Theories

Dialogues Meaning of Life

Philosophy Dialogues Theories Meaning of L.. Plato Aristotle

Figure 39. Example of Parent/Child Relationships

Notice that when Philosophy and Plato are in Aristotle’s parent zone, their
relationship (Philosophy is a parent Thought of Plato) is shown by the line linking
the child gate of Philosophy to the parent gate of Plato.

Clearly, TheBrain is a powerful method of organizing ideas and information. No
hierarchical file structure can provide as much cross-referenced information at a
glance. And our example is pretty basic—a fully developed Brain can hold many
more relationships and much more information.
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Navigating Your Brain

All Thoughts can be connected—directly or indirectly—even Thoughts that may
seem to have nothing to do with each other can be related through a chain of
links.

Let’s look at an example, say, the Queen of England and asparagus. You have a
Thought called Queen of England. One of its child Thoughts is Prince of Wales,
which has a parent Thought Famous Princes that is also linked to the story of the
Frog Prince.

oFamous Princes éQueen of England

e,

»Prince of Wales ofrog Prince

The story has another parent Thought called Fairy Tales. A sibling of Frog Prince
is Jack and the Beanstalk.

o Falry Tales oFamous Prlnces

¢Jack and the Beanstock])
olLittle Red R|d|ng lwood
9 © “Mother Goose

oPrince. of Wales

Jack and the Beanstalk has child Thoughts called Giant and Jack. Giant has
another parent Thought called Famous Giants.

$Famous .Giants oJack and tT\e.Beanstock

(Giant)

oJolly GFee.n Giant

Famous Giants has a child Thought called Jolly Green Giant. Jolly Green Giant
has child Thoughts named after canned vegetable products, one of which is
Asparagus. Thus, the Queen of England is connected to asparagus!

o]
oFamous Glants

>Jo|ly Greehmnt

s
oAsparagus oPeas
s © o
oCorn
(o]
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Depending on the relationship you create between them, Thoughts may be
closely or distantly related. Thoughts are considered to be closely related when
they are linked directly or are siblings. In the default view of the Plex, only close
Thoughts of the active Thought are always displayed in the Plex. Thoughts that
are one additional step (generation) away from the active Thought can be
displayed by expanding the view. See Advanced Navigation and Alternate Views
on page 135 for information about the different view options.

Opening a Brain

When you
Brains will
assuming
thumbnail

log into TheBrain 9, and no Brain is open, all local, synced or online
be displayed as thumbnails in the Brains tab, as shown below. This is

£ TheBrain
File Edit Options
: Brains

‘e. C |~z |H

[

that you have already created one or more Brains. Clicking on a Brain
opens that Brain.
- [m] X
F —
Product Research Jane's Brain
Marketing

Figure 40. Example of Three Available Brains on the Brains Tab

By default, Brains are listed according to how recently they have been accessed.
You can also see the list of Brains sorted alphabetically using the Brains tab
toolbar, shown below. All Brains that are locally available are shown first,
followed by Brains that are available online.
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@TheBrain
File Edit Options Help

(1)

/ |:=| Brains )

Sort Brains by Ia;t
/ >l o+ o ][A‘Z] < accessed date

Create a

new Brain H
Refresh Sort Brains by name

Figure 41. The Brains Tab Toolbar

The status of whether each Brain is available locally, online, or both is also
displayed. Each Brain in the Brains tab will have an icon appearing in the lower
right-hand corner of the thumbnail. Right-click on a Brain or click on the status
icon to display a menu of options for that Brain, as shown below. The
appearance of the icon(s) help you identify whether the Brain is Local, Synced
(local and online) or Online only.

Product Research

Figure 42. Icons Indicating Local, Synced, or Online Only

Local
Synced
Online

Figure 43. Status Indicator Icons
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Opening a Brain that Doesn’t Appear in the Brains Tab

If you have a Brain from an older version or from a backup, it will not appear in
the Brains tab until you import it. Click the File menu, then the Import command.
Choose the type of file you want to import, then click the Select File button,
navigate to the .Brain file of your choice, then click the Open button when the file
is selected. Click the Import button after TheBrain has finished converting the
Brain.

Managing Brains Using the Tabs

The tabbed interface of the Plex lets you switch instantly between Brains or even
keep the same Brain open in multiple Brain tabs or windows

To re-open the Brains tab to display the Brain thumbnails, click the + icon to the
right of the last tab.

@ TheBrain

File Edit Thought View Options Online Help

— One Brain for It All | I'm Most Interes...

ARS A A+ @

4* Personal Life %! My Work

Figure 44. Click the + Icon to Open the Brains Tab

open a Brain it will appear in a separate tab. Switch from Brain to Brain
instantaneously by clicking its tab. All tabs and their states are automatically
saved and restored when you quit and restart.

/ There is no limit to the number of Brains you can open at once. Each time you

= Float tabs into their own dedicated window by dragging a tab out of TheBrain
application window. This creates a new Brain application window with just a
single tab.

= Merge tabs into one window by dragging and dropping. Click the tab of one
Brain window and drag the tab to another open Brain, hovering over the tab
area. Then release the mouse button.

= Open the same Brain in multiple tabs to view and edit multiple areas at a
time. This lets you view different areas of your Brain at the same time, and, if
you like, use a different layout in each tab. Note that tabs are simply views
into the same Brain data and changes made in one tab affect all other tabs of
that Brain.
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Opening Content Associated with a Thought

As you navigate through your Brain, the content associated with the active
Thought is displayed in the Content Area. Notes associated with the Thought are
displayed automatically. There are several ways to open an attached file or web
page:

= Click on the tab for the attachment, then click the Open icon.

= Click on the attachment icon in the Plex.

= Right-click on the Thought, then click Open Attachment on the context
menu.

Showing Thought Content on Hover

By default, the content for the active Thought displays in the Content Area. If you
prefer, you can display content for any Thought your mouse pointer hovers over
by changing the setting. To do so, click the Options menu, click Preferences,
click the Ul tab, then select the “Update displayed content on hover” check box.
Close the Preferences window when you're finished.

Previewing Thought Content

Certain types of file attachments are automatically previewed inside of TheBrain.
These include web pages, images, text and PDFs. Simply click on an
attachment’s tab and its preview will be shown. In the example below, Tropical
Getaways is the active Thought and there are two attachments in the Content
Area—a Word document and an image. The tab for the image has been
selected.
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Figure 45. Content Area for the Active Thought
Pins

As you saw if you went along on the Guided Tour of TheBrain earlier, pins are
shortcuts to Thoughts to which you want quick access. They appear at the top of
the Plex, just below TheBrain toolbar. No matter where you are in your Brain, the
pins remain visible.

TheBrain = O X
File Edit Thought View Options Online Help
3 i z T 46 O
_/ ] One Brain for Everything | My Brain f... \ @® .> BRAIN )
Thought pins
CARS A | |
£ Personal Life .y My Work 4“/

{My Brain]

o~ Goals 3 Personal Life
off I'm Most Interested In... o* What I'm Thmklng About Now
o l\zy \‘Vork
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To create a pin:

» Right-click the Thought for which you want to create a pin, then click Create
Pin on the context menu

My Br.aln

¢ Goals Open in New Tab
Jd o1

— One Brain for It All | My Brain @ Open in New Window
i Create Child

CARS A e Pins before .... il
Create Jump

—

2 Personal Life [l My Work] Set Type
Set Tags

S Vacati.. *< Airlin

S S Add Attachment
Create Event
— One Brain for It All | My Brain @ basteimage

Open Thought Folder

‘ ﬁ '2 ‘ AA ‘ Select Stock Icon

Capture Image

Paste Icon

[ﬁPersonaI Life My Work | Goals]

Copy "Goals"
Copy Local Thought URL

... after creating the new pin J

Copy Path to Thought's Folder
Duplicate Thought

b

Create Pin

Set 2 Hoo Thoyoht

Figure 46. Creating Pins
To remove a pin:

= Right-click the pin or on a Thought that has a pin, then click Remove Pin on
the context menu

l Removing a pin does not remove or delete the associated Thought; it deletes
. only the reference to it at the top of the Plex.

To use a pin to link Thoughts:
= Drag from one of the Thought gates to the pin, or

= Move your mouse pointer over a pinned Thought and gates will appear; drag
from one of these gates to the Thought you want to link

Activating Recent Thoughts: The Past Thought List

TheBrain keeps a running breadcrumb trail of your Thoughts based on activation
and displays it in the Past Thought List. You can think of the Past Thought List as
the visual representation of the phrase, “train of thought”—a scrollable list of
Thoughts in the order you activated them. The Past Thought List is displayed at
the bottom of the Plex window.
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Clicking on any Thought in the Past Thought List activates that Thought. Also,
when a new Thought is created it appears in the Past Thought list immediately.

Scrolling arrows

[- 4ii> i Tropical Vacati... "Airline Rewards...  {i Jrban Travel § New York My Brain

a-v-3-£1

Figure 47. Past Thought List

The arrows located to the left of the Past Thought List enable scrolling to see
items that don’t fit on the display.

The most recently activated Thought (the current active Thought) appears at the
right end of the list.

To use a Thought in the Past Thought List to link Thoughts:

= Drag from one of the Thought gates to one of the Thoughts in the Past
Thought List, or

= Move your mouse pointer over a Thought in the Past Thought List and gates
will appear; drag from one of these gates to the Thought you want to link

In the example below, Tropical Vacations is going to become a parent of Airline
Rewards; the mouse is being dragged from the parent gate of Airline Rewards to
Tropical Vacations.

File Edit Thought View Options Online Help

' L) One Brain for Everything | Goals @

CARS A G |

¢ Tropical Vacations)
o

S

| é
< > . o AirIiQ %eward...

Figure 48. Creating a Link from the Past Thought List
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Using the Back and Forward Buttons:

= |n addition to the Past Thought List, you can also use the Back and Forward
buttons, located near the top of the Window, to quickly retrace your steps;
these buttons work just like they do in a web browser

@ TheBrain

File Edit Thought View Options

I One Brain for It All | Tropical Vacations

[<>ﬁl2$ Al A+ @

= Click the Back button to go back to the last active Thought

= Once you have clicked the Back button, the Forward button can be used to
re-activate the Thought you came from

Ml Back and Forward Mouse Buttons: The back and forward buttons available on
some mice (typically on the left side of the mouse near where you place your thumb)
may be used to navigate backward and forward in your Brain. These mouse buttons
perform the same navigation as the Back and Forward buttons in the Brain toolbar,
shown above.

Searching Your Brain

Instant Activation

TheBrain includes powerful search capabilities. The Search box is in the top-right
area of the Plex.

[
\

Figure 49. The Search Box

The term “instant activation” refers to TheBrain’s ability to quickly find whatever
you’re searching for and activate the related Thought. You can easily scan the
search results as you type in the Search box. There's no need to click in the
Search box, your cursor is always there by default, unless you are actively typing
in the Notes tab or another field.
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To activate one of these results, click it with your mouse or use the up-arrow,
down-arrow, page up, and page down keys on the keyboard then press the

Enter key.

N

b Site... |\ oF BRAIN (

4 matches [] Childward only | =

Thoughts, Links and Events

.............................................................................................

Restaurants < Food;My Passion
i Human Resources
m Product Research

Figure 50. Instant Activate Finds Matches Based on Thought Names,
Labels, Notes, and Attachments

Accents are ignored when matching Thought names. Also, when two or more
matches with the same name are found, the names of their parent or jump

Thoughts are also displayed so you can differentiate them.

You can search for Thoughts by typing the first letter(s) of separate words and
the letters can be in any sequence; for example, to find the “Family and Friends

Thought you could type “fa fr,” or “fr fa,” or “fa and fri.”

=

A

@ ‘?’ BRAIN (™)
fa fr

| 1match [] Childward only |

Thoughts, Links and Events

.............................................................................................

Figure 51. Use First Letters of Separate Words for Instant Activate
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Attachments and Note search matches are identified with a yellow piece of paper
icon for Notes and a paper clip icon for Attachments.

mar

14 matches [] Childward only | =

Market Trends &

:_ Vice President of Marketing
@ Target Markets
Online Marketing
Notes and Attachments

=) __'_ Increase Sales

- Territories
VIP Clients | 3
Marketing Events

Marketing Events.xlsx « Marketing Events
Marketing Events.docx « Marketing Events v

[ © W W

Figure 52. Search Results

When you do a search, the results are sorted with results that match Thought
names first, then notes, then attachments. Within the Thought name matches,
they are ranked in groups:

» Exact Matches—where the entire name of the thought matches the entire
query

= Starting Matches—where the entire query occurs at the start of the Thought
name

= Continuous Matches—where the entire query occurs anywhere in the
Thought name

= Matches—where every term in the query occurs somewhere in the Thought
name

Within each group, Thoughts that have been activated in the last 30 days will be
shown first, ordered with the most recently activated first. Thoughts that have not
been activated within 30 days are sorted alphabetically.

Searching within Attachments

0) Pro

. Your searches automatically include matches based upon the contents of
attachments. If the text you’re searching for exists within documents including
PDFs, Word, Excel, PowerPoint and many other file formats, the documents
containing the text will be found.
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On Windows, TheBrain utilizes Windows Desktop Search to provide search
results to internal notes and file attachments.

TheBrain integrates with Spotlight on macOS to provide search results from
within internal file attachments. No setup or additional steps are required to
enable this functionality.

& i
~ AR

For searches in TheBrain to return accurate results, Windows Desktop Search or
Spotlight will need to have access to the location where your Brains are being
stored. For more information on your Brain storage, see page 75.

N\
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Customizing Your Brain’s Environment

You may choose to use your Brain just as it’s offered “out of the box” or you may
choose to change some of the environmental settings to suit your personal
preferences.

TheBrain’s Default Settings
Without making any changes, here’s what your Brain looks like:

= The area where your Thoughts appear (the Plex) will be the color and design
of one of TheBrain’s “Themes.” The initial theme is randomly selected and
you can change it at any time.

= The left half of TheBrain window will display your Thoughts and the right half
of the window will display the “Content Area” which holds Notes and any
other items you will attach to your Thoughts—files, web pages, Events, etc.

Your Thoughts will be displayed in “Normal” view, meaning that you will see
only the direct parents, children, jumps, and siblings of the active Thought.

I‘H@

ile Edit Thought View Options Online Help

— One Brain for Everything | My Brain

ARS A A+ eé 0o
| & Personal Life .gMyWork | Goals My Brain
\

Notes

o .Go.als o Per.sorlal Life
off I'm Most‘lnt.erested In... o What I'm TthKlng About Now
o.n N?y \‘Vork

1 va

< Marketing ¥ Territories 2 Personal Life My Brain .o

Figure 53. TheBrain Window with Default Settings
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Using Smart Splitter to Arrange TheBrain Window

The smart splitter controls let you manage where the Plex and Control Area
display relative to each other in TheBrain window.

&
File Edit Thought View Options Online Help

o

- One Brain for It All | New York &) "";)""i 3IRAIN
ARS A A+@ (4
2: Personal Life AMy Work h The Empire State Building New York
Notes |5 ¢ = +
&) h https://www.nyctourist.com/empire1.htm g
TOURIST
°
offa Urban’TraveI Photo Tour Homepage
7 T Photo Tour Homepage
OChlca(go

“loshngeles | pe EMPIRE STATE BUILDING

oSan prancis...
'Y o
<>Tok¥o

Toggle maximizing left side [4
Toggle maximizing right side side 9 p ——
Toggle Plex on left/Plex on right —bot-o
Toggle side-by-side/over-under —>1_{1

4 > » Airline Rewar... &, Urban Travel Y New Yorl

Figure 54. Smart Splitter

= Click the individual left- and right-arrows (or up- and down-arrows if the
window is in “over-and-under’ mode) to maximize the area the arrow is
pointing towards (either the Plex or the Content Area).

= Click the double-headed arrow icon to toggle the Plex to the right or left side
of the Content Area.

= Click on the two-arrow icon that forms a box to toggle between seeing the
Plex and Content Area "side-by-side" or “over-and-under.”

= You can also point at the border between areas and click and drag when the
double-headed arrow appears to move the border.

Moving Thoughts in the Plex

When the default settings are in use and the Plex is in “Normal” view, you can
move the Thoughts in the Plex up or down by dragging (up or down) in any blank
area of the Plex background.
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Figure 55. Dragging the Plex Vertically
Resizing the Thoughts in the Plex

The Plex is the heart and soul of TheBrain. You can change the size of Thoughts
in the Plex by using TheBrain toolbar or your keyboard and mouse.

To change the size of Thoughts using the toolbar:

Click the AA button to activate the slider, then click and slide the bar up or
down to grow or shrink the size of your Thoughts.
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Figure 56. Resizing Thought Size with the Slider
To change the size of Thoughts using the keyboard, mouse, or trackpad:

= Hold Cmd (Mac)/Ctrl (PC) on your keyboard and scroll up or down on your
mouse wheel or trackpad while your mouse pointer is in the Plex.

1

cm-,/ % e + or /1

Figure 57. Resizing with the Mouse or Trackpad

= Hold Cmd (Mac)/Ctrl (PC) on your keyboard and press - to make Thoughts
smaller or + to make Thoughts larger.

- +
Ctrl-_|/ 38 6‘ + 3 or =

Figure 58. Resizing with the Keyboard
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= Pinch to zoom on a Mac Trackpad.

LARGER SMALLER

Figure 59. Resizing on a Trackpad
Customizing Your Brain’s Appearance

Selecting a Theme

The Themes feature lets you choose from many built-in designs to customize the
look of your Brain, including the appearance of the Plex and Notes in the Content
Area. You can change many of the default colors and the style of Notes
associated with the Theme, then save the look of your Brain as a new Theme.
This lets you quickly switch from one saved Theme to another.
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Figure 60. Sample Themes

To select a Theme:

1. Ether click the Options menu in TheBrain toolbar or right-click any blank
space in the Plex.

2. Click the Brain Theme command.
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In the Brain Theme window, you'’ll see a scrollable list of available themes in the
left panel and Colors and Options tabs in the right panel. Click on any Theme to
see how it looks in the Plex.

€2 Brain Theme X
Themes Colors ( Options
- Classic Dark Blue O Background, center
- Light Blue Default O Background, top and bottom
# 20 Years @ Thoughts, text
# 20 Years-Light © Thoughts, text shadow
# Brain Animals O Thoughts, background
# Brain Animals-Light @ Highlighted Thoughts
# Brain Waves 1 © Links
# Brain Waves 2 @ Highlighted Links
# Brain Waves 3 ® Gates
# Cold Ocean @ Highlighted Gates
# Dark Garden @ Active Thought, outline

Figure 62. The Brain Theme Window

Customizing a Theme’s Colors

, Have the Brain Theme window open when you want to customize a Theme
. (right-click a blank area of the Plex, then click the Brain Theme command).

The default colors for virtually all items in the Plex vary based on the selected
Theme. The current color for each item is shown in the circle to the left of the
item’s description. Scroll through the list in the Colors tab to get an idea of all of
the items that can be changed.

To change the colors in the selected Theme:

1. Click the item whose color you want to change to display your choices.
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£3) Brain Theme X
o} Go.als/ h
of I'm Most Interest s Y \Dptors
e ® - Classic Dark Blue (o) £ O Background, center £
*«a My \‘VOI’k - Light Blue Default O Background, top and bottom
# 20 Years @ Thoughts, text
# 20 Years-Light © Thoughts, text shadow
# Brain Animals O Thoughts, background
# Brain Animals-Light @ Highlighted Thoughts
# Brain Waves 1 | %Links
# Brain Waves 2 M Highlighted Links
# Brain Waves 3
# Cold Ocean 3
# Dark Garden utline X

Custom

Figure 63. Color Choices in the Colors Tab

Click the color of your choice, then click outside of the box of colors to close

It.

e
o Goals

)
of" I'm Most/ n'gerested In
e.g My \i\/ork
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Themes / Colors { Options
Custom Settings ol O Background, center 2
- Classic Dark Blue O Background, top and bottom
- Light Blue Default @ Thoughts, text
# 20 Years © Thoughts, text shadow
# 20 Years-Light O Thoughts, background
# Brain Animals @ Highlighted Thoughts
# Brain Animals-Light @ Links
# Brain Waves 1 M Highlighted Links

# Brain Waves 2

# Brain Waves 3

L #Cold Ocean utline v
. Custom
Figure 64. New Selected Color for Links
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Note that while you can change the color of the shadow for Thought text using
the theme’s Color tab settings, you can toggle whether or not text shadows are
, displayed using the Look & Feel tab of the Preferences window (as explained in
: the Look & Feel Preferences section on page 71). By default, text shadows are
displayed.

When you are happy with your color selections, click the close button (X) in the
Brain Theme window.

Defining and Selecting Additional Colors

You can add additional customized colors if you don’t see the exact shade you
want.

1. Inthe color selection box, click the color that’s closest to what you want,
then click the box next to “Custom,” then click the Define Custom Colors

button.
X
Default @ Thoughts, text I— [_ - [_
M Thoughts, text sha |_ - -
ght - . - -
als - - . .
als . . . -
s . - I_ .
s 2
- ! Custom colors:
I AEEEEEN
b HEEEEE.
Define Custom Colors >> b I
| OK l Cancel l

2. The Color window will expand to provide a slider to fine-tune the shade.
You can also select a different color and fine-tune it or type in specific RGB
or HSL numbers. Click the Add to Custom Colors button when you’re
happy with the sample color, then click the OK button.
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Color X

H EECEEE ¢

H TEENEN

EREENEEER

HENMEEEER

EEEEEER

EEEENE N

lu_mlidcl)il_l_l_l_ =
Hue:P00  Red:[255

EEEEEREE Sat[240  Green:[206

[ e Custom C | | Color|Solid Lum:|21—7 Blue:lﬁ "

Selecting a Custom Image for the Plex

If you want to use an image of your own instead of using one in the Themes list
of the Brain Theme window, it's very easy to do so.

To select your own background image:

1.

TheBrain 9 User Guide

Click the Options tab in the Brain Theme window, then click the
Wallpaper check box.

@ Brain Theme
& .
Themes v ' Colors t} Options ]
Custom Settings 7 Plex
- Classic Dark Blue D'Wéiiii'auﬁéﬁ
- Light Blue Default R ;
# 20 Years Font I Helvetica v
# 20 Years-Light
# Brain Animals Notes

# Brain Animals-Light Style

# Brain Waves 1
# Brain Waves 2
# Brain Waves 3

# Cold Ocean v

Figure 65. Options Tab in the Brain Theme Window
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2. Inthe Select image file as the wallpaper window, navigate to the location
of your image file, click on it, and then click the Open button. Supported
wallpaper file formats include .jpg, .gif, and .png.

3. Click the close button (X) in the Brain Theme window to save your new
image for the Plex.

To replace or remove a wallpaper image:

= To replace the image, click the Select button next to the Wallpaper check
box to navigate to a different image.

= Toremove the image, click the Wallpaper check box to toggle off the check
mark and remove the image from the Plex.

Colors / Options
Plex
allpape
Font | Helvetica b

Notes

Style | Modern v

Figure 66. Replacing or Removing Wallpaper
To dynamically select new Wallpaper from a web site:

1. Goto a web site that offers Wallpaper files, right-click the design of your
choice, then select Copy on the context menu.

2. Return to your Brain, right-click in any blank area of the Plex, then select
Paste Wallpaper on the context menu.
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Paste Image

Paste Wallpaper |\

\X

Arrange Thoughts by 4
Layout ’
Expand All Ctrl+0
Collapse All

Report

Timeline

it Brain Theme...

<

Figure 67. Context Menu on the Plex

Changing the Default Text Font in the Plex

By default, the font for text that appears in the Plex is Helvetica. You can change
it to any font installed on your machine:

1. Click the Options tab in the Brain Theme window, then click the drop-
down button for Font.
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@ Brain Theme

Themes

Custom Settings

- Classic Dark Blue
- Light Blue Default
# 20 Years

# 20 Years-Light

# Brain Animals

# Brain Animals-Light
# Brain Waves 1

# Brain Waves 2

# Brain Waves 3

# Cold Ocean

Colors

Plex

) Options

[C] Wallpaper

Font

Notes

Style

Helvetica

Colonna MT

Comic Sans MS  ~
s

Consolas

Constantia

Cooper Black
Copperplate Gothic Bold
Copperplate Gothic Light
Corbel

Courier New

Curlz MT

| DengXian

DengXian Light
DFKai-SB
Dotum
DotumChe

i (o]

Figure 68. Changing the Font for Plex Text

2. Click the font of your choice. You will see the text in the Plex update

automatically.

Changing the Default Notes Style

By default, the Notes in the Content Area of your Brains appear in a style called
“Modern,” which is a sleek and clear combination of font, color, and size.

To select a different style for Notes:

1. Click the drop-down button for Style on the Options tab in the Brain

TheBrain 9 User Guide

Theme window.
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€2 Brain Theme X
Themes Colors ) Options
Custom Settings Plex
- Classic Dark Blue [] Wallpaper
- Light Blue Default
# 20 Years Font | Helvetica v
# 20 Years-Light
# Brain Animals Notes
# Brain Animals-Light Style | Modern ‘1\
# Brain Waves 1 Modern
# Brain Waves 2 Classic
# Brain Waves 3 Codex
# Cold Ocean a Console
Dark
DelRey
Draft
Custom

Figure 69. Changing the Style of Notes

If you have a Note visible in the window, you will see the appearance of the text
change as you click each Style option.

2.
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Optionally, you can select “Custom” in the drop-down Style list and then on
the Options tab in the Brain Theme window. This provides additional
options:

/ Colors ) Options
Plex

[[] Wallpaper

Font L Helvetica il

Notes

Style Custom Vv |

Font (Default) v

Base Style | Modern ¥ ET

Figure 70. Custom Note Style Options
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To do this ... Do this ...
Select a different font Click the drop-down button for the Font field and
for Notes select from any installed font

Select a different Base
Style for Notes

Click the drop-down button for the Base Style field
and select any of the styles in the list

Swap background color
with text color for Notes

Click the double-headed arrow next to the two boxes

o

Base Style | Modern v ‘

Change either the text
color or background
color for Notes

Click either box, then click a new color in the palette;
click outside of the palette to close it

Base Style | Modern v q

3. When you are happy with your Notes choices, click the close button (X) in
the Brain Theme window to save your new Notes styles, which are applied

immediately.

Reverting to the Original Theme’s Default Settings

) As soon as you make any changes to a Theme, “Custom Settings” will be

selected in the Themes list.

Colors Options
Plex
[] wallpaper
Font | Helvetica v
Notes
Style | Custom ¥
Font | (Default) \/
Base Style | Modern v Er

Figure 71. Custom Settings Indicator

To switch back to the original settings for any Theme, select the Theme name in
the Themes list within the Brain Theme window.
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Sav

1. Make sure the tab with the Brain that has the Theme you want to save is
active in the Plex.

ing Themes

Unless the Brain Theme window is already open, either click the Brain
Theme command on the Options menu or right-click a blank area of the

Customizing Your Brain’s Environment

Plex, then click the Brain Theme command.

Click the Save Theme button, then type a nhame for your new theme in the

field.

ok

Themes

Colors ( Options

Custom Settings

- Classic Dark Blue
- Light Blue Default
# 20 Years

# 20 Years-Light

# Brain Animals

# Brain Animals-Light
# Brain Waves 1

# Brain Waves 2

# Brain Waves 3

# Cold Ocean

O Background, center

O Background, top and bottom
@ Thoughts, text

© Thoughts, text shadow

O Thoughts, background

@ Highlighted Thoughts

@ Links

£ Save Theme X

[My New Themel l

I OK Ml Cancel I
N

Figure 72. Save a Theme

4. Click the OK button. Your new Theme will be inserted into the list of
Themes, ready for use in your other Brains.
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@ Brain Theme

Themes

# Mist Covered Mountains *
# Mystic Lake

# Painted Sky

# Polygon Gray

# Relaxed Ocean

# To the Woods

Dark Gray

Dream Logic

Light Gray

My New Theme %

Purple Prince 24

/ Colors

O Background, center

O Background, top and bottom
@ Thoughts, text

© Thoughts, text shadow

O Thoughts, background

@ Highlighted Thoughts

@ Links

@ Highlighted Links

® Gates

@ Highlighted Gates

@ Active Thought, outline v

¢ Options

Figure 73. Newly Saved Theme in the Themes List

Renaming a Theme

1. Inthe Brain Theme window, click the Theme you want to rename, then

click the Rename button.

2. Type or revise the current name, then click the OK button (or press the

Enter key).

@ Brain Theme

Themes

# Mist Covered Mountains »
# Mystic Lake

# Painted Sky

# Polygon Gray

Colors

O Background, center

O Background, top and bottom
@ Thoughts, text

© Thoughts, text shadow

\ bptions

Fename] [t

# Relaxed Ocean ]
£ Rename the Selected Theme X
# To the Woods
Dark Gray |MY New Themei ]
Dream Logic I OK | | Cancel l
Light Gray W Gartes
My New Theme @ Highlighted Gates
Purple Prince v @ Active Thought, outline v

Figure 74. Renaming a Theme
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3. Click the close button to close the Brain Theme window.

Deleting a Theme

1. Inthe Brain Theme window, click the Theme you want to delete, then click
the Delete button.

@ Brain Theme

Themes

# Mist Covered Mountains *
# Mystic Lake
# Painted Sky

# Palvoon Grav -
# F@ Delete Theme X

#1
Da
Dr
Light Gray

This theme will be deleted. Are you sure?

Delete ;\L [ Cancel
R

My New Theme Favorite

Purple Prince

Figure 75. Deleting a Theme

2. Click the Delete button to confirm that you’re sure you want to delete the
Theme.

3. Click the close button to close the Brain Theme window.
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Importing and Exporting Themes

€2 Brain Theme X
Themes Colors ( Options
- Classic Dark Blue O Background, center
- Light Blue Default O Background, top and bottom
# 20 Years @ Thoughts, text
# 20 Years-Light © Thoughts, text shadow
# Brain Animals O Thoughts, background
# Brain Animals-Light @ Highlighted Thoughts
# Brain Waves 1 @ Links
# Brain Waves 2 @ Highlighted Links
# Brain Waves 3 ® Gates
# Cold Ocean @ Highlighted Gates
# Dark Garden @ Active Thought, outline

Figure 76. Importing or Exporting a Theme
To import a Theme:

= Click the Import button, navigate to the location of the Theme you want to
import, select it, then click the Open button.

To export a Theme:
= Make sure the Theme you want to export is in the active Brain tab.

= Click the Export button, navigate to the location where you want to save the
Theme, then click the Save button.

= Click OK in the confirmation box.

Setting Other Preferences

TheBrain’s Preferences dialog box is where you’ll find many of the settings for
adjusting how your Brain works, both mechanically and visually. Preference
settings affect how TheBrain works globally—no matter which Brain is open
when you make your choices.

To open the Preferences dialog box:

= Click the Options menu, then click the Preferences command (on macOS,
the Preferences command is located in the TheBrain menu)
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£>) TheBrain - O X
File Edit Thought View | Options | Online Help
/'gOne Brain for Everything Arrange Thoughts by 2 ') BRAIN CQ)
Web Search F4 I =
CARY A I B
Show Forgotten Thoughts .
& Personal Life .5 My Hide Private Thoughts by Btaln
Wander S
Brain Theme...
| Preferences... Ctrl+, |

ol Go.als o2 Persorlal Life
of I'm Most In.terested l.. ©" What I'm.Tlginking Ab...
°.q My Work

(
>
-

hxd

4 > # Territ... 2 Personal Life g Urban Travel

Figure 77. Accessing Preferences

TheBrain Preferences are organized into these categories:

* Look & Feel
= Ul

= System

= Keyboard
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Look & Feel Preferences

€2 Preferences X

Look & Feel ( Ul ) System | Keyboard

Animation

Speed: Fast Slow

Wander Delay: Short (0s) Long (20s)

Thoughts

Spacing: Narrow Wide

Tags text Show on hover v
Tags icons Show always v

[] Show notes and events indicators
Show siblings in normal view
Context sensitive Thought names
[] Show label for active Thought
Text shadows

Links
Curved links

Timeline
Always show Thought or link name on events

Figure 78. Look & Feel Preferences

Animation
Preference Description
Speed Drag the slider right to reduce or left to

increase the speed with which a Thought
becomes active when you click it in the Plex.

Wander Delay Wandering is an option to step randomly
through TheBrain, to let you see Thought
associations. Drag the slider to specify the
amount of delay between Thought activations.
The delay is shortest by default.
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Thoughts

Preference Description

Spacing Drag the slider to decrease or increase space
between Thoughts. The wider the spacing, the
larger and more spaced out the Thoughts will
be.

Tags text You can choose to never show, always show,
or only show Tag text on hover (mouseover).

Tags icons You can choose to never show, always show,

or only show Tag icons on hover (mouseover).

Show notes and events
indicators

Note and event icons will appear in the
bottom-right area of thoughts that include
Notes and/or events. This preference is off by
default.

Show siblings in normal

This preference is on by default.

view
Context sensitive Thought Context sensitive Thought names are
names explained on page 86. This preference is on

by default.

Show label for active
Thought

This preference is off by default.

Text shadows

This preference is on by default.

Links

Preference

Description

Curved Lines

When selected, links will be curved lines and
when not selected, links will be straight lines.
This preference is on by default.

Timeline

Preference

Description

Always show Thought or
link name on events

This preference is on by default.
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@ Preferences

Look & Feel /Ul

Thoughts

Content

Content tab location:

Other

On click active Thought:
Automatically capitalize Thoughts on creation

[] Activate last created Thought
Download Icons for Attached Email Addresses from Gravatar

On drag and drop of files:

[C] Update displayed content on hover

[] Show details when selecting attachment to open
Embedded browser for web links

[] Show attachments as a list

Use compact toolbars for Notes

Replace URL with page title in Notes on paste
[] Custom date/time format for Notes

[] Maximize on double-click of plex background or content tab background
[] Calendar week starts on Monday

( System ) Keyboard

Open Properties ¥

Copy dropped files ¥

Automatic ¥

Figure 79. Ul (User Interface) Preferences

Thoughts

Preference

Description

On click active Thought

By default, the Thought’s properties will
display when the active Thought is clicked.
The other option is to do nothing.

Automatically capitalize
Thoughts on creation

The first letter of the name of the Thought will
be automatically capitalized. This preference is
on by default.

Activate last created
Thought

A Thought will become the active Thought as
soon as it's created. This preference is off by
default.
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Description

Download Icons for
Attached Email Addresses
from Gravatar

This preference is on by default.

Content

Preference

Description

On drag and drop of files

By default, files will be copied when dragged
and dropped. The other options are that they
will be either moved or linked.

Content tab location

The Content tab location is automatic by
default. The other options are to the left and at
the top. This applies to the tabs in the Content
Area, not the Content Area itself.

Update displayed content on
hover

This preference is off by default.

Show details when selecting
attachment to open

This preference is off by default.

Embedded browser for web
links

Web content will appear in TheBrain’s built-in
browser. This preference is on by default.

Show attachments as a list

Attachments will show in the same area
instead of on separate tabs within the Content
Area. This preference is off by default.

Use compact toolbars for
Notes

This preference is on by default.

Replace URL with page title
in Notes on paste

This preference is on by default.

Custom date/time format for

When this preference is selected, you can

Notes enter a different syntax for how dates and
times are displayed. The default date and time
format is: yyyy/MM/dd HH:mm

Other
Preference Description

Maximize on double-click of
Plex background or content
tab background

Double-clicking either the Plex or Content
Area background will maximize that part of the
Brain and the other part will be hidden. This
preference is off by default.

Calendar week starts on
Monday

This preference is off by default and the
Calendar week starts on Sunday.
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System Preferences

@ Preferences X
Look & Feel /Ul ) System ( Keyboard
Updates
Check for updates on channel: Beta v
Localization
Interface Language Automatic y
Spelling Dictionary Automatic ¥
Storage

Brain data is stored in the following location. WARNING: Do not set this to a
network share or to removable media such as a USB drive. Doing so will
result in data corruption.

C:\Users\TheBrain\Brains Select Folder

Use default working directory for Import and Sync.

CA\WINDOWS\TEMP\TheBrain Select Folder

Proxy Settings
[] Use proxy server

Proxy server requires authentication

Figure 80. System Preferences

Updates
Preference Description
Check for updates on This preference affects which kind of updates
channel you'’ll see as available when you click the
Check for Update command on TheBrain’s
Help menu. The default is Stable and the
other choices are Beta and Alpha.
Localization
Preference Description
Interface Language The default is Automatic.
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Description

Spelling Dictionary

The default is Automatic and there are many
other languages to choose from in the drop-
down list. After you select another language,
you'll be prompted to exit TheBrain and restart
so that your change can take effect.

Storage
Preference Description
Storage The location of your Brain data.

Proxy Settings

Preference

Description

Use proxy server and proxy
server requires
authentication

If you are unable to synchronize your Brain
with TheBrain Cloud due to a proxy server or
restricted ports on your network, the Proxy
settings can be used to customize the
synchronization process. Check with your
network administrator for the appropriate
information for these fields. By default, the Use
proxy server preference is off.

Keyboard Preferences

Most Brain commands can be accessed by keyboard commands, which you can
customize based on your preferences. You can even export your settings to
share them with others or to transfer them from one computer to another.
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£ Preferences X

/ Look & Feel ) Ul // System ) Keyboard

WV Application A
About
Check for Update
Exit Alt+F4
Hide Others
Hide TheBrain
Manage Endpoints...
Perform Data Integrity Scan
Preferences... Ctrl+,
Show Account Info
Show All
Show Tips
Tutorials
Upgrade Services

WV Attachments
Add Attachment
Copy
Copy in or out of Brain
Copy to Icon
Cut

Dalak

| |Expand All| | Collapse All

Figure 81. Keyboard Preferences
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Using the Keyboard Preferences Tab

To do this ...

Do this ...

Find a command quickly

Begin typing the command in the Search
commands field in the bottom-left corner of the
Keyboard tab of the Preferences window.

WV Attachments |
Add Attachment ‘
Copy
Copy in or out of Brain ‘

Copy to Icon
Cut ‘

Dalai

] [ Expand All I I Collapse Alll

.-

As you type, the list will shorten to match what
you've typed. When you see the command
you’re looking for, note its shortcut or click it to
define a new shortcut.

Collapse the list to see only
major headings

Click the Collapse All button.

WV Attachments
Add Attachment ‘
Copy
Copy in or out of Brain ‘
Copy to Icon ‘
Cut ‘

Dalai

—
| Expand All | I Collapse All |

You can also collapse an individual heading,
for example “Application,” to collapse or
expand just that section.

Restore the full list

Click the Expand All button.
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P> Application
P> Attachments
P> Brain

P Edit

P> Link

P> Navigation
P Notes

P> Options

P> Report

P> Selection

P Thought

P Thought Icon
P Timeline

P View

P Window

IExpand All |  Collapse All

To do this ...

Do this ...

Import shortcuts

Click the menu in the bottom-right corner of
the Keyboard tab, then click the Import
Shortcuts command.

Export shortcuts

Click the menu in the bottom-right corner of
the Keyboard tab, click the Export Shortcuts
command, select a location for the file, then
click the OK button. The file will be named
“KeyboardShortcuts.txt.”

Restore default shortcuts

Click the menu in the bottom-right corner of
the Keyboard tab, then click the Restore
Defaults command.

Next Brain Tab

Next Content Tab
Previous Brain Tab
Previous Content Tab
Rotate Splitter
Splitter Left or Up
Splitter Right or Down
Swap Splitter Panes

Ctri+1ab
Ctrl+Q
Shift+Ctrl+Tab
Shift+Ctrl+Q
Shift+Ctrl+D
Shift+Ctrl+A
Shift+Ctrl+S

Expand All | [ Collapse All I @L&

Import Shortcuts

Export Shortcuts

Restore Defaults
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To define a new shortcut:

1. Inthe left column, click the command for which you want to create a shortcut.
The row containing the command will be highlighted and an instruction will
appear under the Preferences tabs.

2 Preferences X

Look & Feel (Ul / System / Keyboard

[ Type keyboard shortcut. Esc to cancel. Delete to remove. ]

heck for ar

WV Application
About
Exit Alt+F4
Hide Others
Hide TheBrain

Figure 82. Creating a New Shortcut

2. Click on the command of your choice in the left column, then press the
function key or keyboard combination of your choice. For example, you might
choose to assign the “Check for Update” command to Ctrl+Shift+U.

) You can’t assign keys that are already used for common operations (such as
: Ctrl-C) nor can you use letter or number keys by themselves.

Your new shortcut will display in the list. You can delete the shortcut by pressing
the Delete key while the command is highlighted.

WV Application
About [
[ Check for Update _ Shift+Ctrl+U ]
Exit ' Alt+F4
Hide Others

Figure 83. The New Shortcut in the List

([ _
Bl Default Shortcuts for Windows

Application Commands Shortcut
Exit Alt+F4
Preferences Ctrl+,
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Edit Commands Shortcut
Copy Ctrl+C

Cut Ctrl+X
Paste Ctrl+Vv
Paste and Match Format Shift+Ctrl+V
Redo Ctrl+Y
Select All Ctrl+A

Undo Ctrl+z
Navigation Commands Shortcut
Activate Tag Ctrl+G
Activate Type Ctrl+E
Backward Shift+Ctrl+Left
Expand/Collapse Current Thought Space

Forward

Shift+Ctrl+Right

Navigate Down

Down

Navigate Enter Enter
Navigate Escape Esc
Navigate Left Left
Navigate Right Right
Navigate to Pin 1 Ctrl+1
Navigate to Pin 2 Ctrl+2
Navigate to Pin 3 Ctrl+3
Navigate to Pin 4 Ctrl+4
Navigate to Pin 5 Ctrl+5
Navigate to Pin 6 Ctrl+6
Navigate to Pin 7 Ctrl+7
Navigate to Pin 8 Ctrl+8
Navigate Up Up
Notes Commands Shortcut
Find & Replace Ctrl+F
Insert Date/Time Ctrl+D
Open in Browser Ctrl+O
Print Ctrl+P
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Notes Commands Shortcut
Toggle Bold Formatting Ctrl+B
Toggle Italic Formatting Ctrl+l
Toggle Underline Formatting Ctrl+U
Options Commands Shortcut
Web Search F4

Thought Commands Shortcut
Create Child F6

Create Jump F8

Create Parent F7

Forget Ctrl+Del
Open Attachment Ctrl+O
Open Folder Shift+Ctrl+F
Show Thought Properties Ctrl+Enter
Thought Icon Commands Shortcut
Select Stock Icon Alt+Ctrl+l
View Commands Shortcut
Collapse All Ctrl+9
Expand All Ctrl+0
Expanded Shift+Ctrl+4
Mind Map Shift+Ctrl+3
Normal Shift+Ctrl+1
Outline Shift+Ctrl+2
Zoom In Ctrl+=
Zoom Out Ctrl+-
Window Commands Shortcut
Close Tab Ctrl+wW
Keyboard Focus to Notes Ctrl+N
Keyboard Focus to Search Ctrl+S

New Tab Ctrl+T

New Window Shift+Ctrl+N
Next Brain Tab Ctrl+Tab
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Window Commands

Shortcut

Next Content Tab

Ctrl+Q

Previous Brain Tab

Shift+Ctrl+Tab

Previous Content Tab

Shift+Ctrl+Q

Rotate Splitter

Shift+Ctrl+D

Splitter Left or Up

Shift+Ctrl+A

Splitter Right or Down

Shift+Ctrl+S

’

. Default Shortcuts for macOS

Create Child

Alt+Command+Down

Create Parent

Alt+Command+Up

Create Jump

Alt+Command+Left

Rename Alt+Enter
Focus on Plex Cmd+S
Focus on Notes Cmd+N
Search Web Cmd+E
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Creating Thoughts

Creating a Single Thought

There are many ways to create a Thought, but most start with the same step—
choosing the Thought with which the new Thought will have a relationship. You
will use the chosen Thought as a starting place when creating the new Thought.

Generally speaking, you’ll create child Thoughts more often than parents or
jumps. There are certainly exceptions, but usually, using a “top-down” approach
is helpful if you are just getting started: Create children (and jumps, as
appropriate) and let parents happen naturally.

Once you have activated the Thought that will have a relationship with your new
Thought, use any of these techniques to begin creating a new Thought:

» Drag from the Thought’s parent, child, or jump gate

Drag up from
Drag left from here to create a
here to create parent Thought

ajump
Thought
—> - Drag down from

W¥___——here to create a
parent Thought

Figure 84. Gates to Drag for Creating Thoughts

= Or click the Thought menu, then click the Create Child, Create Parent, or
Create Jump command

File Edit | Thought | View Options Online H
1 0One TI Create Child F6

Create Rarant =
Create a child Thought |,

} Create

A3 |

= Or, right-click the Thought, then click the Create Child, Create Parent, or
Create Jump command
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—
o JCustomer ...
Open in New Tab

¢ Clients

Open in New Window

| CreateChild |\ F6

Create Parent E7
Create a child Thought

Create Jump

= Oruse akeyboard shortcut:

’

On Windows, press the F6 key (for a child Thought), F7 (for a parent
Thought), or F8 (for a jump Thought)

On macOS, press the Option+Cmd+Down Arrow (for a child
Thought), Option+Cmd+Up Arrow (for a parent Thought), or
Option+Cmd+Left Arrow (for a jump Thought)

No matter which of the above methods you use to begin creating your new
Thought, the next thing you’ll see is the Thought Creation dialog box with the
cursor blinking in the field for typing in the name of your new Thought.

| J :
Type a Thought

name here

xvZ & |

| Type | [

Tags ]

Figure 85. Thought Creation Dialog Box

1. Type the name of your new Thought in the field provided.

2. Press the Enter key or click in a blank area of the Plex to save your new
Thought (or press the Esc key to cancel the process and close the box).

Automatic initial-capitalization: If you type a Thought name using all
lowercase letters, the first letters of words will be capitalized for you

s

automatically. TheBrain uses “smart rules” to determine which words should be
lowercase (such as “a,

and,” and “of”). For example, if you've typed “visit the

statue of liberty” the Thought name will automatically become “Visit the Statue of
Liberty.” This feature is active, by default, but you can turn it off in the Ul tab of

the Preferences dialog box.

Creating Multiple Thoughts at Once

TheBrain offers a timesaver (affectionately known as the “semi-colon trick”) for

creating more than one Thought at a time.
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= Type a semicolon (;) to separate multiple Thought names in the Thought
Creation dialog box

{ABC;Best YetCo;New Guys;TriedNTru |

[ Type ] [ Tags l
l BN
4 new ¢m Clients) 5@ 0p
children — — Pyt
created at the ' |
same time

&@ =)
oABC oNew %uys

o Besz Y%tCo OTrie.d I\(J)Tru

Figure 86. Creating Multiple Thoughts

Creating Context-Sensitive Thought Names Using Commas

It's always good to be specific with your Thought names. TheBrain has some
time savers to help you if you have repetitive information that needs to be added
to your Brain. For example, say you have Thoughts for each of your clients, each
of whom has a billing department. You’d like a child Thought named “Billing Info”
for each of your client Thoughts. However, you may not want to have identical
Thought names because when you see these Thoughts later you won'’t be able
to tell them apart without looking at their parents.

To remedy this potential dilemma, when you type the name of the new Thought,
start or end the name with a comma. The parent Thought name will be added
automatically. When this Thought is displayed, its name will vary depending on
the context in which it's viewed. If the client Thought is active, the client’s name
will be hidden and it will appear as just “Billing Info.” But when you activate this
Thought, the full name along with the client’'s name will appear.
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comma

G}iilling Info % _ |
When this is &fitered .. — i :I

.. it appears as this

®
oNew @ys

-~

@
= o oNew Guys
New Guys oB||||ng/!nfO ’ :

.. except when the

e it 5 . Thought is active
New Guys, Bill Inf
. ’ ew Guys, Billing In oﬁ : E‘

Actual name in {New Guy? Billing Info]
]hought Propertles v -

Modified:  Today, 8:32:59 AM
Created: Today, 8:32:59 AM
1D: 33f4d395-0d70-4bc1-9a8b-65a4e687362e

Figure 87. Sub-Category Thoughts

The Thought will display its full name when it is active. When its parent Thought
is active, you'll see only the portion of the name that does not repeat the parent’s
name. Ensuring that each of your Thoughts has a unique name will help you find
and identify them more easily.

Tip: The part of the Thought’s name that is hidden is context sensitive.
Say for example that you wanted to have a single place to see the billing
information for all your clients. You might create a Thought called “Billing Info”
and then link to the billing information Thoughts for each of your clients, such as
“‘NewGuys, Billing Info.” If you do this, when Billing Info is active “NewGuys,
Billing Info” will appear as just “NewGuys,” whereas when NewGuys is active,
that same Thought will appear as Billing Info. Try it—you’ll see how this can be
very useful.

Creating Orphan Thoughts

When you create a Thought in your Brain, you usually first decide what
relationship it will have with an existing Thought, but sometimes you just want to
create something without making a relationship.

To create a Thought independently of other Thoughts, type into the Search box
and click the lightning bolt icon. This works well especially when you are looking
for something and discover you haven’t yet put it into your Brain. When no
search results appear, you can just click the icon to add it to your Brain without
having to retype it.
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File Edit Thought View Options Online Help

= One Brain for Everything | TriedNTru = My Brain | Bob @ o> BRAIN ()
29 A A+ [‘ Talent Express l { ]°
R
:; Personal Life b My Work P Goals 0 matches ] Create an orphan Thought using the text in the search box !‘,—i NTru
‘ Notes <
..
oM Clients
% Talent Express | «— |
¢TriedNTru

oZenith |

Figure 88. Creating an Orphan Thought

Changing the Display Order of Thoughts

You can use TheBrain’s hidden ordering system to change the default
alphabetical ordering of Thoughts in the Plex to any order you prefer. To do this,
type a period and a number as the first characters of any Thought name. These
characters will not be displayed in the Plex. For example, try creating the
following group of child Thoughts in one area:

e .01 Zebra
e .02 Walrus
e .03 Aardvark
The Thoughts will appear in the order of Zebra, Walrus, Aardvark (without the

periods or numbers), rather than alphabetically. You can always delete or revise
the numbers in the Thought Properties dialog box.
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|
il —% Before inserting
fNew Petaldeas] hidden numbers

{Nmet_ldeas]

= Z’ebga
After inserting 5| \Walrus
hidden numbers _ q

A.a rdvark

Figure 89. Changing Thought Order

Copying Thoughts Within and Between Brains

Thoughts, including all of their notes, properties, events, and attachments, can
be copied and pasted between Brains or duplicated within a Brain. When
Thoughts are copied, associated Thought types and link types are automatically
copied as well.

To copy a Thought within the same Brain:

1. Right-click the Thought to be copied and then click the Copy “name of
Thought” command on the context menu.
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° :.Food
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ginal Thoughtj%

I
Ky <€ Restaurants

My Brain  4# Personal

Open
Open

in New Tab

in New Window

Create Child

Create Parent

Create Jump

Set Type

Set Tags

Add Attachment

Create Event

Paste

Open

Image
Thought Folder

Select Stock Icon

Capture Image

Paste

Icon

Copy

" Restaurants",\

Copy

Local Thoughl{\{JRL

2. Activate the Thought that will be the parent of the newly copied Thought.

3. Right-click within any blank area of the Brain and click Paste Thoughts on

the context menu.

O Health and...

ActiveThought \\; 3 e
- iz Hobbi
@My PSSIOH\ R oo

o .
o4* Home Proi...

|

Paste Thought

hs
Arrange Thoughts by

Layout
Expand All
Collapse All
Report

Timeline

Ctrl+0
“trl+9

Brain Theme...

4. The copied Thought will automatically be linked as a child of the active
Thought and it will also retain all of its original relationships.
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Figure 90. Copied Thought with Two Parents

licate of a Thought:

If you just want to make a duplicate of a single Thought without retaining any of

its links, you can

use the Duplicate Thought command.

1. Right-click the Thought to be duplicated and then click the Duplicate
Thought command on the context menu.
2. The duplicated Thought will appear as a child of the original, as shown in
the figure below.
Perd Copy Local Thought URC
O'M; Passi Copy Web Thought URL
\\ Copy Path to Thought's Folder
Original // ) Duplicate Thought |
Tho tht f/ Forget "L\% 2 L
\ {: Create a duplicate of the selected Thought as a child ‘
—p Books Create Pim
Set as Home Thought
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Figure 91. Duplicating a Thought Within a Brain
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To copy a Thought to another Brain:

1. Right-click the Thought to be copied and then click the Copy “Thought
name” command on the context menu (or activate the Thought, click the
Edit menu, and then click the Copy Thought Thought name command).

Open the Brain into which you want to copy the Thought.

Right-click on the background of the Plex and then click the Paste Thought
command on the context menu (or click the Edit menu and then click the
Paste Thought command).

4. The Thought will be pasted into the Brain and linked as a child of the active
Thought. It will include any attachments, Thought Types, Notes, or other
attributes it had in the original Brain.

same technique. Right-click anyplace within the Selection box to open the
context menu. See Selecting Multiple Thoughts beginning on page 93 for
complete instructions about selecting multiple Thoughts.

) If you have selected multiple Thoughts, they can all be copied at once using the

Undoing and Redoing Actions

Changing your mind about your actions is easy. You can undo up to 100 actions
during your current session. Actions that have been undone can also be re-
executed using the Redo command.

‘File Thought View Options Online Help

‘ ‘ Undo | » Undo Paste Thoughts Ctrl+Z
< Redo ” t Undo Paste Thoughts
Cut Ctrl+X Undo Create Thought
o _Copy Thought My Brain______ Cir|+C Undo Delete "Restaurants”

Figure 92. Undo and Redo Commands

To undo an action:

1. Click the Edit menu and then click the Undo command. The list on the
secondary menu displays your most recent action first.

2. To undo your most recent action, click the first item in the secondary menu.
To undo multiple actions, select the oldest action to be undone from the list.
All actions above that action will also be undone.

To redo an action you have undone:
1. Click the Edit menu and then click the Redo command. If there are multiple
items that can be redone, a secondary menu will be displayed.

2. Click the action of your choice. As in the list of actions that can be undone,
the list is in most-recent-action-first order. All actions above the item you
click will also be undone.
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The Undo and Redo lists are cleared when you sync your Brain (including an
auto sync) and when your Brain is closed.

Editing Thoughts and Links

Renaming Thoughts
You can easily rename any Thought in its Thought Properties dialog box.

= Click the Thought to make it active, then click it again. You may also click the
Show Thought Properties command in the Thought menu or Alt-click a
non-active Thought. In the Thought Properties dialog box, make any edits
you want, then press the Enter key or click in the Plex.

o oNew F’et.ldeas
Original °New Pet Ideas

Thought i — R
name
\ ‘T'rge} Cat ‘ E['
= +
[ ] o
E x I Type l | Tags |

Modified: ~ Today, 11:33:28 AM

[ M
oNew Pet Ideas
Created: Today, 11:33:28 AM After .

D: 21e53bd0-683e-4f55-8ea1-6e10. F€VISING
h the name ‘
-
>

Figure 93. Renaming a Thought

Selecting Multiple Thoughts
You can select multiple Thoughts in three ways:
= Hold down the Ctrl key as you click each Thought you want to select, or
= Hold down the Ctrl key as you drag to form a box around the Thoughts, or

= Hold down the Ctrl key as you click a gate to select all the Thoughts
connected to that gate
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Figure 94. Selecting Multiple Thoughts by Ctrl-Dragging

Selected Thoughts are then added to TheBrain’s Selection box for making mass
edits on large groups of Thoughts at one time.

After the multiple Thoughts are selected, you can apply actions—Iink, unlink,
forget, set Thought type, and other actions you would apply to an individual
Thought—to the selected Thoughts en masse. When multiple Thoughts are
selected they are listed in a Selection box on the left side of the Plex and they
are highlighted in the Plex itself.

o o)
Selected (3) ®

2 Personal Life .gMyWork | Goals

£ Bob Jones

9 Cher Wilson . o Family.an.d Friends

» Dan Brown Selection

box 2
- > o '.‘. .
{# Friends] od Family
(5.5‘_ ob_Jone_& ;_D_an_B_rov;n'

Soogsf-oo
o9l Cher Wllsonl

o's Debble Miller

Figure 95. Selection Box and Selected Thoughts
To de-select individual Thoughts:

= Hold down the Ctrl key as you click a Thought (either in the Plex or in the
Selection box) to de-select just that Thought.
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To close the Selection box and de-select all Thoughts:

= Click the close button in the top-right corner of the Selection box. The button
will turn red as you point to it and after the box is closed the Thoughts will no
longer be selected in the Plex.

) Selected (3) ’3% l;PersonaI Life
£ Bob Jones

9¢ Cher Wilson
» Dan Brown

Figure 96. Closing the Selection Box
To perform actions on selected Thoughts:

= Right-click in the Selection box and select the action of your choice on the
context menu. The entries in this menu are also displayed in the Edit menu.

Selected (3) ® 4 personal Life .g My Work | G¢
& Bob Jones
5 Cher Wilson ol Family.ar
+ Debbie Mi...
b Copy 3 Thoughts Ctrl+C
9

Copy as Text Outline

-

Copy as Text Outline with Notes

\al

A
\\

Forget 3 Thoughts

Set Selection Tags »
Set Selection Thought Type »
Set Selection Privacy »

Unlink Selection

Link Selection as Children of "Friends"
Link Selection as Parents of “Friends"

Link Selection as Jumps of “Friends"

Show Common Children

Select Path Between

Figure 97. Selection Box Context Menu
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Other Selection Uses

Once you have created a selection, you can also use it for other things besides
what you see in the menu. For example, you can limit searches to selected
Thoughts. In the example below, only “Debbie Miller” is found because it is the
only Thought name beginning with “D” that is currently selected.

ARS A @ q |
Selected (3) ® ﬁg:(ectlon I 1 match election only | "] Childward only |=
& Bob Jones Thoughts, Links and Events
o Cher Wilson ;% DebbieMiller
+ Debbie Mi...

e Bob JoneSI ol Da.n Brown

@?ggCher Wllson' Debble Miller!

Figure 98. Limiting Searches to Selected Thoughts

Deleting and Forgetting Thoughts

When you no longer need a Thought, it can be forgotten or deleted. A forgotten
Thought may be remembered and restored later, or deleted. A deleted Thought
is gone forever. This is similar to the Recycle Bin/Trash feature on your desktop
which stores your deleted files until you choose to remove them permanently.

To forget a Thought:

» Right-click the Thought to be deleted, then click Forget Thought Name in
the context menu, or

= Click the active Thought to be forgotten, click the menu button in the

Thought Properties dialog box, then, click the Forget Thought Name
command.
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Figure 99. Forgetting a Thought in its Thought Properties Dialog Box

Once a Thought has been forgotten it will disappear from the display. If you want

to access it again later temporarily, you can do so by turning on the display of

forgotten Thoughts. You can also permanently delete forgotten Thoughts or you
can remember them.

To access forgotten Thoughts:

1. Click the Options menu, then click the Show Forgotten Thoughts
command. Any forgotten Thoughts will appear grayed out in the Plex.
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Figure 100. Forgotten Thoughts in the Plex

2. Notice the “Showing Forgotten Thoughts” message above the pins. This

reminds you why some Thoughts are grayed. You can use forgotten

Thoughts just like normal Thoughts as long as they are displayed. Click the

View Report button to work directly with the forgotten Thoughts.

o> BRAIN ()

=

Thoughts: | Forgotten 7

Time: Any |
Search: v

Access: All v
Sort: Name v | (&, =

Figure 101. Forgotten Thoughts in the Report Tab

3. You can click on a Thought in the Reports tab to activate it.
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To delete all forgotten Thoughts using the Reports tab:

= Click the Reports tab menu button, then click the Delete All command. You
will be prompted to confirm the deletion. Alternately, you can use the Ctrl key
to select multiple individual forgotten Thoughts and then delete only those.

(N |

Thoughts:
Time:
Search:
Access:

Sort:

Forgotten n
| Any J
Reports tab
All

Name v | (7 @ <-—)

menu button

Add All to Selection

Remove All from Selection

l Delete All I I
Wy
‘ Delete all the Thoughts in the report
Save as...
Saved Reports »

Figure 102. Using the Report Tab to Delete All Forgotten Thoughts

* You can click the Refresh button on the Reports tab to update the list.

Closing the Forgotten Thoughts dialog box hides the forgotten Thoughts. You

can also reinstate forgotten Thoughts by clicking the Remember All command in
the Reports tab menu. You can also reinstate an individual forgotten Thought by

right-clicking in the Plex, then clicking the Remember Thought name command

on the context menu.

It is generally recommended to forget Thoughts when you don’t need them so

that you can easily retrieve them if you change your mind. If you are sure you will
never need a Thought again and you do not want to be able to remember it in the
future, you can delete it immediately without forgetting it first.

To delete a Thought instantly:

1. Hold down the Shift key as you right-click the Thought to be deleted. The
context menu will be displayed, showing the Delete Thought name
command in place of the Forget Thought name command.
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Duplicate Thought

Delete "Dinner” %

Create Pin

Delete this Thought
Set as Home rriougnt :
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o WhatImThmklng Private
Show History

Show Thought Properties

Figure 103. Shift-Right-Click Context Menu for a Thought

2. Click the Delete Thought name command. The Thought will be
permanently deleted. See Selecting Multiple Thoughts on page 93 for
forgetting or deleting multiple Thoughts at once.

)

Tip: If you delete something by accident you can still recover it if you use
the Undo command immediately.

Unlinking Thoughts
To unlink a Thought:

» Right-click the link, then click the Unlink command on the context menu

)

Tip: If you are moving a Thought from one place to another by linking and
unlinking it, it is generally easier to do the unlinking after you have done the
linking. This avoids making the Thought into an “orphan,” a Thought with no
relatives.

If you have difficulty telling which link you are pointing at with the mouse, just
look at the highlighted Thoughts. When the mouse pointer is over a link, it is
highlighted along with the two Thoughts it connects. This makes it easy to tell
which Thoughts will be unlinked if you click on the link.

In addition to being able to unlink Thoughts one link at a time, you can also select
multiple Thoughts to unlink several of them at once. To do so:

= Select the Thoughts you want to unlink by holding down the Ctrl key and
clicking on each one, or Ctrl drag a box around Thoughts in the same area

= Activate the Thought from which you wish to unlink the selected Thoughts

» Right-click in the Selection box and select the Unlink Selection command
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Linking Existing Thoughts

As noted previously, links are power. Not only do links allow for associations that
group Thoughts conceptually, they allow information to be stored in and
accessible from numerous places.

A single Thought may have relationships with multiple Thoughts. For example,
you may want a Thought named “Aunt Mary” to be a child of your “Mentors”
/ Thought and also a child of your “Family” Thought. If your Aunt Mary is also
: helping you plan your next vacation, her Thought may also be a child or jump
Thought to your “Vacation” Thought. The possibilities are endless.

There are several ways to link to existing Thoughts, as described in the following
sections.

Link to Thoughts Visible in the Plex

When the Thoughts you want to link are both visible in the Plex, you can simply
drag from the desired gate of one Thought in the Plex to another Thought in the
Plex. Note that the Thought you drag from or to does not have to be the active
Thought.

In the Normal view, the display of Thoughts is limited to close relations. You may
find it useful to expand the view when linking Thoughts, because you can see
more Thoughts at once.

Link by Dragging to a Pin

You can Link to a Thought that is not visible in the Plex if it has a pin. Simply
drag from the appropriate gate to the pin. When you want to link a Thought to
many other Thoughts, create a pin of the Thought so you can quickly link to it. A
pin’s gates appear when you point at the pin with the mouse.

File Edit Thought View Options Online Help

—! One Brain for Everything | Upcoming...
CARS A @ I

) 2 Personal Life

N

b4 Upcom?'r’ingrip Plans)

Figure 104. Link by Dragging to a Pin
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The relationship you establish by linking a Thought to a pin is between the
Thoughts; if you delete the pin, the Link between the Thoughts is still intact.

Link by Dragging to the Past Thought List

You can link a Thought in the Plex to a Thought in the past Thought list. Like
pins, gates for a Thought in the Past Thought List appear when you point at the
past Thought with the mouse.

£
< P> {14 Upcqeing Trip Plans)
e AR = T2 N

Figure 105. Link by Dragging to a Thought in the Past Thought List

Link by Selecting a Thought in the Create Dialog Box
You can also link by using the Thought Creation dialog box:
1. Make the Thought you want to link from the active Thought, then start

creating a Thought by dragging or using the Thought menu. The Thought
Creation dialog box appears.

2. Type the first few letters of the name of the Thought you want to link to.

Double-click on the Thought you want to link when you see it in the list (or
click it once, then click in the Thought name field and press the Enter key).
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Figure 106. Create a Link by Starting to Create a Child Thought

Link Using the Selection Box

Thoughts in the Selection box can be linked to the active Thought using the
Selection menu:

1. Select the Thought or Thoughts you want to link using Ctrl-click or by
holding down the Ctrl key as you drag a box around the Thoughts if they’re
next to each other.

2. Activate the Thought in the Plex to which you want to link.

3. Right-click the Selection box, then click the link command of your choice in
the context menu.
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Figure 107. Linking Using the Selection Box

Cancel Creation of a Link

Press the Esc key while dragging a link to abort the process. (The mouse button
should still be held down while you press Esc.)

Changing Relationships Using Drag and Drop

Say that you decide that your “Product Promotions” Thought shouldn’t really be a
child of your “Customer Service” Thought. Instead, it should be the child of
“Business Development.” You can quickly change relationships between
Thoughts in a single step: Hold down the Shift key while linking a Thought to a
new parent. All of the current parents will be unlinked automatically. Note that
even if a Thought has more than one parent, all of the former parents will be

unlinked.
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Figure 108. Shift-Dragging to Change Relationships
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Customizing Thought and Link Properties

Theme window (see the Customizing Your Brain’s Appearance section on page

l You can change the colors of Thoughts and links globally using the Brain

55). This section explains how to view and manage the properties of individual
and selected Thoughts and links. Changed settings override the global defaults.

Changing the Properties of a Thought

To open the Thought Properties dialog box, use any of these methods:

= Click the active Thought, or

= Click the Thought once to select it, then a second time to open the box, or

= Alt-click the Thought (whether or not the Thought is active), or

» Right-click the Thought, then click Show Thought Properties on the context
menu, or

= Click the Thought to select it, click the Thought menu in the menu bar, then
click the Show Thought Properties command

Thought

Thought name Thought label ("‘

icon

Actions

menu \’. ‘ I Type I D Tags
N

History 7

Created:

Modified:

‘— Thought detalls

Goals ,/ m

I l il‘/

e,

Jul 13, 2018, 5:33:37 PM \

Change or swap
text or background
color of Thought

Public or private

Switch name
and label text

May 20, 2013, 2:36:24 PM — Thought Tag

cbaf55b1-f80b-5384- 8d00 dce7cdeeall

Expand or collapse

- the dialog box

I \

Thought Activate/modify
type Type “pencil”

Figure 109. Thought Properties Dialog Box

Press the Enter key or click anywhere outside of the dialog box to close it and
save any changes.

You can use the Thought Properties dialog box to:

= Rename a Thought

= Add or edit a Thought Label
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= Add or change a Thought Type

= Click the pencil icon next to the Thought Type button to activate the type if
there is one associated with the Thought and modify its appearance

= Add or change a Thought Tag
= Mark the Thought as Private or Public

= Customize the Thought text or background color (just this Thought; global
changes are done in the Themes window)

= Add or change the Thought's icon

= Review the Thought's creation/modification history and ID. The ID is not
normally needed but may be useful when troubleshooting.

= And, using the Thought Properties menu button:
o Forget the Thought
o Create a Pin
o Set as the Home Thought

Changing the Colors of a Thought

While Thought colors are set globally in the Brain Theme window, you can
override these settings for individual Thoughts. To begin, activate the Thought,
then click on it or Alt-click on any inactive Thought.

/ Note that the individual changes you may make to Thoughts, such as their color
: and background, override the settings in the Brain Theme window.

To change the text color of a Thought:

= Click the upper color square, click the color of your choice, then click outside
of the box of colors.
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Figure 110. Text Color in the Thought Properties Dialog Box

To change the background color of a Thought:

= Click the lower color square, click the color of your choice, then click outside

of the box of colors.

Retiring at 50

..I-

@{acations

=/E |

Type

I:‘ Custom I:] Default

Figure 111. Background Color in the Thought Properties Dialog Box

To swap a Thought’s text color with its background color:

= Click the double-headed arrow next to the two color sample squares in the
top-right area of the Thought Properties dialog box.

.1._.

Retiring at 50 G‘_]

o'

=X |

Tags |

Figure 112. Swapping Text and Background Colors
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You can use the same techniques to fine-tune new colors for Thought text and
, background as you can use to define colors globally in the Brain Theme window.
. Please see the Defining and Selecting Additional Colors section on page 59 for
details.

Adding a Label to a Thought

Labels are hints that appear below Thoughts when you point the mouse at the
Thought.

Qou Prodlﬁrct De;velopment)

Figure 113. A Thought Label
To add a label to a Thought:
1. Activate the Thought, then click on it or Alt-click on any inactive Thought.

2. Type the text for the label in the Label field, then press the Enter key.
When you point at the Thought, the label text will appear in a box below the

Thought.
Open New Office ﬁ
i
I]Phoenix | ’ &
= K | Type | | Tags |

Modified: ~ May 20, 2013, 2:36:24 PM
Created: May 20, 2013, 2:36:24 PM
ID: 9b9a14ee-31eb-50a0-b662-6c5e085d3c3f

b,

Figure 114. Label Field in Thought Properties Dialog Box

Swapping a Thought’s Name with its Label

You can swap a Thought’'s name with its label by clicking the Switch button in
the Thought Properties dialog box. This can be very useful when the default
label and name are assigned based on a URL and the automatic naming isn'’t
optimal for your purposes.
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Figure 115. Swapping Label and Thought Names

Adding a Picture to a Thought

You can attach an icon from TheBrain’s built-in selection, an image from a file of
your own, or a screen capture to any Thoughts. These pictures provide a visual
boost to your Brain. When you point to the icon next to the Thought, the picture
zooms to a larger size automatically.

P

Before mouseover

During mouseover
\_—/

Figure 116. A Thought Icon
To insert an icon from TheBrain’s built-in icon library:

1. Click the Thought icon box, then click the Select Stock Icon command.

=

e i -

| Seleft\Stock lcon Ctrl+Alt+1
W

- Ch d'
O
1 Select an icon from the built in set of icons
Capturemmage T Tags
Paste Icon
v

Copy Icon

Delete Icon

Figure 117. Select an Icon from the Built-in Library

2. Either click any of the categories in the left panel or select All Icons to
scroll through them all. (See the TheBrain Icons section on page 190 for
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more about icon choices.) Click an icon of your choice to add it to the
Thought and close the Thought Properties dialog box.

fﬁ@f‘gPﬁA*QOM
aomion R UL B R o
- A

Clothes

@
=, |Hw@ITLWD
e I0 B9 2
Energy .. B
Files _L 2 4 4 ‘ -
Flags d ) e 9 00 1%
Food * “ °!° ... ‘:
Furnature - D |
i o Y X FYE L L-¥g
Holiday
= L T ARMNG O
Multimedia
Objects ’
People
School
Shopping
Social Media

Figure 118. Icon Choices
To insert an image from a file as a Thought icon:

1. Click the Thought icon box, then click the Choose File command.

i 2l

Select Stock Icon Ctrl+Alt+! —l &
| Choose File |
Captni:\} Imaae ¢ | Tags |
Pacte Choose an image stored on your local machine
v
Copy lcon
Delete Icon

Figure 119. Choose a File to Use as an Icon

2. Navigate to the file of your choice, then click the Open button. Supported
file formats for images include .jpg, .png, and .gif.

To insert a screen capture of an image as a Thought icon:

1. Make sure the screen item you want to capture is visible, then activate the
Thought and click on it or Alt-click on any inactive Thought.

2. Click the Thought icon box, then click the Capture Image command.
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i | L

Select Stock Icon Ctrl+Alt+]
o

Choose File

l Capture Image I | Tags |
&

Paste Icon py an area of the screen and set it as the icon |

Copy Icon

Delete Icon

Figure 120. Capture Something on the Screen to Use as an lcon

3. Your Brain will be hidden temporarily and red cross hairs will appear on the
screen. Drag a rectangle around the area to be captured by dragging the
mouse in a diagonal line from one corner of the rectangle to the opposite
corner, then releasing the mouse button.

oK Persor;al Llfe =

\{%3 Pat Green|

Figure 121. Using the Crosshair to Capture an Image

4. When you release the mouse, the image will be in the Icon area of the
Thought Properties dialog box.

! Tip: To capture from the Brain window itself, press the Tab key to toggle

its visibility. You will see the crosshairs and you can drag to select the area of
your choice.

While the captured item will become a picture, the source can be anything—a
company logo, a photo, or part of an Excel worksheet or PDF file.
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To paste an image you copy from somewhere else:

1. Copy the image using standard techniques. For example, you may right-
click an image on a web page, then click the Copy Image command.

2. After the image is copied, from the Thought Properties dialog box, click
the Thought icon box or right-click on a Thought in the Plex and select the
Paste Icon command.

7 7 -

Aristotle ﬁ

Select Stock Icon Ctrl+Alt+]
o'

Choose File

Capture Image | Great Influencer |

Paste Icon |
N ‘ -

Copy Iqg
Use the content of the clipboard as an icon

]

Delete

Figure 122. Capture Something You’ve Copied to Use as an Icon

To copy an image from the Thought to someplace else:

Images you capture can be copied and pasted as attachments, pasted into Notes
or the Plex, or used as icons.

1. Click the Thought icon box, then click the Copy Icon command.

7 - —

Aristotle ET

Select Stock Icon Ctrl+Alt+I “\

Choose File

Capture Image | Great Influencer |

Paste Icon

l Copy Icon N |

hy”
Delete Ic
—1 Copy the current Thought icon ‘

Figure 123. Copy the Icon to Use Elsewhere

2. Theicon you copied can be pasted elsewhere, such as in a Thought’s
Notes tab or elsewhere on your computer.

To change a Thought’s icon, repeat the steps above. The icon will be replaced.
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To delete a Thought’s icon:

1. Click the Thought icon box, then click the Delete Icon command.

Retiring at 50 I.‘_T q

=
- Select Stock Icon Ctrl+Alt+] &
Choose File
Capture Image | Tags I
Paste Icon
v
Copy lcon

Delete Icon N I

Delete the current Thought icon

Figure 124. Removing a Thought Icon

IPW@ Thought Types

If you have several Thoughts with which you want to share common attributes,
such as color and an icon, you may want to create a Thought type so that these
attributes can be easily applied to many Thoughts. This is one use of Thought

types.

For example, you may want to create a “person” type for all Thoughts that
represent people in your Brain. This type might have a label— “Person”—and a
specific color and icon so that all people in your Brain stand out and can be
easily recognized.

Type Thoughts can be edited by activating them and using the Thought
[ Properties dialog box, just as you would for any other Thought. You can assign
attributes, such as icons, Notes, and attachments, to type Thoughts.

@ . l

o® Friends |
- \

|
g ® . l
o & Cher Wilson|

L8
o ¢ Dan Qrown ‘

{4 Bob Jones)

Figure 125. Three “Person” Type Thoughts

Once a type has been applied to a set of Thoughts, it can also be used tocreate
reports of all Thoughts of that type.
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When a type has been assigned to a Thought, that Thought is said to be an
“instance” of the type. For example, if you have a Thought named “Jane” of the
“Person” type, the Jane Thought is said to be an instance of the Person type.

Creating a Thought Type
To create a Thought type:

1. Activate the Thought you want to be the first instance of the new type, then
click the Thought to open its Thought Properties dialog box.

2. Click the Type button, then click the New Type command. Alternately, you
can right-click the Thought, click the Set Type command, then click the
New Type command.

3. Enter the name of the type you want to create, then press the Enter key.
Click outside of the Thought Properties dialog box to close it.

4. If you used the context menu to create the new type, the type will appear as
a Thought in the Plex. Type Thoughts are special and have a dotted outline
to distinguish them from other Thoughts.

oBob Jones

Figure 126. An Active Type Thought (“Person”)
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To do this ... Do this ...
Locate and Type the Type’s name in Search box as you would to
Activate a Type search for any other kind of Thought.
Thought —
& e BRAIN ( :
‘persor{ ’ 2 °
OR

Activate any Thought associated with that type, then click
the Activate Type button.

.‘
Bob Jones
E
o

E X | Person ‘ﬁ
Activate Type Y

Tags I

OR

Click the Activate Type button in the menu bar, then click
the type of your choice or begin typing the name of the
type to locate it quickly if the list is long.

4 ARS A A+ @

2 Persn| |
100% Probability

150 Drobaalailibyg

Delete the active Click the active Type Thought to open its Thought
Type Thought Properties dialog box, click the menu button, then click
the Delete Thought name command.

Note that unlike normal Thoughts, types cannot be
forgotten and remembered. Deleting a type removes it
from your Brain permanently.
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To do this ... Do this ...
Set a Thought’s Use any of these methods:
Type
= Open the Thought’'s Thought Properties dialog box,
click the Type button, then click the type of your
choice, or
* Right-click the active Thought, click the Set Type
command, then click the type of your choice, or
= Click the Thought menu when the Thought is active,
click the Set Type command, then click the type of
your choice
= Link the Thought as a child of the type
Set a Thought's Click the Set Type button in the Thought Creation dialog
Type during box, then click the type of your choice

Thought creation

Remove a Type
from a Thought

Use any of these methods:

= Open the Thought’s Thought Properties dialog box,
click the Type button, then click the Untyped button, or

= Right-click the active Thought, click the Set Type
command, then click the Untyped button, or

= Click the Thought menu when the Thought is active,
click the Set Type command, then click the Untyped
button

Create new
Thoughts linked to
the active Type
Thought

Drag down from the Type Thought’s child gate and
continue creating the Thought as usual.

Create a Super
Type

Drag up from the parent gate of a Type Thought, then
continue creating as usual or link to another existing Type
Thought.

Reuse a Type in
another Brain

Copy and paste Type Thoughts from one Brain to another
the same way you copy and paste other Thoughts.

Tip: To arrange your display by Thought types, right-click on the Plex
background, click Arrange Thoughts by, then click Type.
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Attributes that are assigned to a Thought type are inherited by all instances of
the Type but will be overridden if there are attributes assigned directly to the
Thought itself. For example, if you have a Thought named “Jane” of the type
“Person,” you can assign an icon of a smiley face to the Person type and it will
) appear next the Jane Thought and all other instances of the Person type. But, if

: you then assign a picture of Jane as the icon for that Thought, the picture will
appear on that Thought (only) instead of the smiley face. Likewise, a label
assigned to a specific Thought would override the label of any Thought type
assigned to that Thought.

Super Types

TheBrain supports multiple levels of types for advanced modeling. Just like a
Thought can have a type, each type may in turn have a super type. Super types
are set on the dialog box for the type in the same way a type is set in a Thought’s
Thought tab. The attributes assigned to a super type are inherited by its sub
types and instances.

Super types can be used when there is a category of Thoughts which is subset of
a larger category. For example, the Thought type “Person” could be the super
type of the type “Executive.”

) To see how to find groups of Thoughts that share one or more of the same Type,
. please see the Running Reports section beginning on page 172.

Using Thought Tags

If there are multiple attributes you would like to add to your Thoughts, you can
create Thought Tags. Tags are useful for flagging Thoughts that you want to be
able to reference as a group, without them having to share a common parent. For
example, you may want to create a “To do” Tag so you can get a list of all of
these Thoughts very quickly.

Properties dialog box, just as you would for any other Thought. You can assign

) Tag Thoughts can be edited by activating them and using the Thought
: attributes, such as icons, Notes, and attachments, to Tag Thoughts.

Thoughts can have one or many Tags at the same time. Tag Thoughts are global
for a Brain and displaying Tag text and icons can be toggled on and off in the
Look & Feel tab of the Preferences window.
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.
Thought tag
MVBJ with an icon
Bus
e |

Figure 127. A Thought with a Tag
To create a Thought Tag:

1. Activate the Thought to which you want to attach a Tag, then click the
Thought to open its Thought Properties dialog box.

2. Click the Tags button, then start typing a name for your new Tag.
Alternately, you can right-click the Thought, click the Set Tags command,
then click the New Tag command and start typing a name for your new
Tag. You can also create multiple Tags at the same time by typing a semi-
colon between each Tag name, just as you can do to create multiple
regular Thoughts at the same time.

3. Press the Enter key. Click outside of the Tags list to close it, then click
outside of the Thought Properties dialog box to close it. The new Tag will
be attached to the active Thought.

75 : New tag in
$San Francisco the Plex
b alifornia Travel
: £2Y
San Francisco I.—_]

New tag
d' being created

= X | Type l | Tags N_‘ /

[Callfm nia Trave| —— ‘

Figure 128. Creating a New Tag

Alternately, you can right-click the Thought or click the Thought menu, click the
[ Set Tags command, then click the New Tag command and start typing a name
for your new Tag. Press the Enter key when you’ve finished.

You can also assign one or more Tags to a Thought while you're creating the
Thought by clicking the Tags button in the Thought Properties or Thought
Creation dialog box.
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Assigning and Removing Tags

You can assign and remove Tags using the same general technique as for
creating them. The only difference is that instead of typing a new name, you
select (to attach) or deselect (to remove) the Tag hame(s) in the list.

As shown below, currently assigned Tags are preceded with a check mark. Click
an assigned Tag to remove it and click any Tag in the list to assign it to the active
Thought. This makes it easy to assign and remove multiple Tags at a time.

2 Tags assigned to

nE Los Enéeles ! “Los Angeles”
= \?—; y Bus - *Healthy 4—-—/

<
Los Angeles E] X
+ >California
= X l Type | ‘ By Bus, Healthy M
[ |
+ New Tag
2 Currently _ypv " By Bus

assigned Tags Q California Travel Other
\ © Funded available
v

* * Healthy Tags

Q High Cost
Q Low Cost

Q Medium Cost

QNOW
©

s ©Medium Cost San Francisco  #l| © secure Funding

A" Sports for the Whole Family
Q This Week

Q Urgent —_—

Figure 129. Assigning and Removing Tags

Assigning Tags to Multiple Tags at One Time

If you want to assign Tags to multiple Thoughts at once, first select them, then
right-click in the Selection tab. Click the Set Selection Tags command, then
click the New Tag command or on any of the Tag names in the list.

Deleting a Tag

1. Click the Tags button on the toolbar, then click the Tag of your choice to
activate it.
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©
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¢ © This Week
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Figure 130. Opening the Tags List

2. Either right-click the Thought or click the Thought menu, then click the
Delete “Thought name” command. You can also open its Thought
Properties dialog box, click the menu button, then click the Delete
“Thought Name” command.

To delete multiple Tags at one time:
1. Click the Tags button on the toolbar to display all Tag names in your Brain.

2. Ctrl-click each Tag you want to delete. The Tag is added to the Selection
tab to the left of the list.
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Figure 131. Deleting Multiple Tags List

3. When all the Tags you want to delete are selected, right-click in the
Selection tab, then click the Delete (#) Thoughts command. (Remember

that Tags are also Thoughts themselves.)

Unlike normal Thoughts, Tags cannot be forgotten and remembered. Deleting a
: Tag removes it from your entire Brain permanently.

Renaming and Adding Attributes to a Tag

1. Click the Tags button on the toolbar, click the Tag of your choice, then click
the Tag Thought to open its Thought Properties dialog box.

2. You can make the same customizations as you can to any Thought while
you’re in the Tag’s Thought Properties dialog box. When you’re finished

making revisions, press the Enter key.

, Renaming a Tag changes the Tag throughout your entire Brain.

Displaying Thoughts Based on Their Tags
You can show all Thoughts with the same Tag by using Search:

= Begin typing the Tag name in the Search field, then click the Tag name when
it appears. Tags may be indicated with any icon that has been assigned to

TheBrain 9 User Guide 122



Customizing Thought and Link Properties

them. When you click the Tag name in the Search hit list, all Thoughts
assigned to that Tag will be displayed in the Plex.

Tag Abbreviations

Along with adding icons to Tags and customizing their names with color, you can
also attach an “abbreviation” for the full Tag name. Abbreviated forms of the

name can serve as hints for what the
cleaner appearance.

Tags represent while giving the Plex a

s

In the Look & Feel tab of the Preferences window, you can change the Tags
text setting to “Show always” if you want the abbreviations to show. Hovering

over a Thought with Abbreviated Tags or Tag icons will then display the full Tag

name.
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o® Texas ﬁete Burritos oThree Bean Chlfn R
B Ready in 10 Minutes '® Best in Class OFav OGluton |

Figure 132. Tag Icons and Abbreviations
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Figure 133. Pointing at a Thought Hides the Abbreviation and Shows the Full Name
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To enter a Tag abbreviation:

» |Inthe Tag’s Thought Properties dialog box, type the abbreviation in the field
below the Tag’'s name, then press the Enter key.

N W|Favorite | ET
;Fav »

E| B

Figure 134. Creating a Tag Abbreviation

Making Thoughts Private

Thoughts may be marked “Private.” Private Thoughts will appear with a small
lock icon shown below and to the right of the Thought. The lock appears whether
the Private Thought is active or not. If you make your Brain publicly viewable on
the web, private thoughts remain hidden from view by read only visitors. To mark
a Thought as “Private,” click the lock icon in the Thought Properties dialog box,

o What I'm Tthk.ing About Now

.’Nappmg x
+

R
_ip: Tipe | E/ B Jéﬂl

<€NappinLﬁ| //:]

Figure 135. A Private Thought

Using Thought URLs

Each Thought in TheBrain is available via a unique URL. A Thought URL can be
used to create links to Thoughts from external third party applications or from
other Brains. Thought URLs can also be used within TheBrain as another way to
connect Thoughts via links within Notes or as attachments to Thoughts.

, Thought URLs can be added as hyperlinks in many third party applications so
: that when the link is activated, TheBrain will go to the referenced Thought.
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To copy a Thought URL.:

» Right-click the Thought (or click the Edit menu), then click the Copy Local
Thought URL command.

Editl Thought View Options Online Help

.1

Undo »

Redo

Cut Ctrl+X
\ Copy Thought Classic TV Shows Ctrl+C
Copy Local Thought URL

king About Now
Copy a link to this thought that will open locally

Copy Web Thought URL

Duplicate Thought

Copy as Text Outline

TV Shows
Copy as Text Outline with Notes :

Paste Ctrl+V e e
Select All Ctrl+A N

Add to Selection

Select Related Thoughts

Clear Selection

Show Common Children

Select Path Between

Figure 136. Copying a Thought URL
To paste a copied Thought URL so it will be another Thought’s attachment:

1. Activate the Thought to which it should be copied (which may be in the
original Brain or any active Brain), then right-click the Thought (or click the
Edit menu).

2. Click the Paste Web Link command. The URL will be added to the
Thought as an attachment.

TheBrain 9 User Guide 125



Customizing Thought and Link Properties

Open in New Tab
omA.risto Open in New Window
Create Child

Create Parent

Meaning o Create Jump

Set Type
Set Tags

Add Attachment
Create Event

Paste Web LiRk

Open Thoug Paste on Item

Select Stock Icon

Figure 137. Pasting a Thought URL

To paste a Thought URL after it has been copied so that it becomes a
hyperlink in a Note:

= |nthe Note, select the text that will be the link, click the Note’s menu button,
then click the Insert Link command. A URL will appear under the Note and
then disappear as soon as you click in the Note.
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Figure 138. Inserting a Hyperlink in a Note
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‘/ To launch the link, click the link icon to the right of the highlighted text.

Changing the Properties of a Link

Links between Thoughts are normally unnamed. You can name a link by giving it
a “label.” Just like Thoughts, links can have Types, Notes, and Attachments. You
can control the way they appear in order to clarify relationships or just to create a
more pleasing view of your Brain, based on your personal preference. You can
also manipulate links in order to add or change relationships between your
Thoughts.

Just as each Thought has its own Thought Properties dialog box, each link has
its own Link Properties dialog box.

To open the Link Properties dialog box, use any of these methods:
=  Double-click the link, or
= Click the link once to select it, then a second time to open the box, or

= Alt-click the link (whether or not the link is connected to the active Thought),
or

= Right-click the link, then click Properties on the context menu, or

= (Click the link to select it, click the Link menu in the menu bar, then click the
Properties command

............. Change this

— link’s color
Type a label that will

appear in the Plex \

{ JE] |, Make the tinkcs
/ direction one-way
Select a new thickness / I Defautt J O“e'way F—

for this link /’I e |Q link’s direction

Unlink this Thought

from its parentor  View the history Change properties of the current link Type
Jump Thought of actions taken
on this link Create and attach a link Type or

select an existing Link type

Figure 139. Link Properties Dialog Box
To add a label to a link:

1. Open the Link Properties dialog box for the link, then type a label name in
the Label field.
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Figure 140. Adding a Label to a Link

2. Pressthe Enter key, or click outside of the Link Properties dialog box to
close it. The label will appear on the link and will be enlarged when the

mouse points at the link.

To change the color of a link:

1. Open the Link Properties dialog box for the link, then click the color box.

2. Click the color of your choice in the color palette, click outside of the palette
to close it, then press the Enter key, or click outside of the Link Properties

dialog box to close it.

Original color —1/ ——

c@f[.\ What I'm R

o2 Hobbies

Default

8

| O [ ] One-wa

o R I-Tobbies

]

New color —4 \\{

¢7]What I'm Readir

. Custom . Default

Custom Default

Figure 141. Changing the Color of a Link

, This changes the color for the individual link. You can set link colors globally in
. the Brain Theme window (please see the Customizing a Theme’s Colors section

on page 57 for details).
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To change the thickness of a link:

= Open the Link Properties dialog box for the link, click the Default button,
click the thickness of your choice, then click outside of the Link Properties
dialog box to close it.

L
[l Default ﬂo [[] One-way
o | Def L ALY
: i o 2 Hobbies
05 - - %
- Original
. thickness
15
—20 { TeEhnﬁoIogy]
3.0 ' SH.
o 2 Hobbies
50 e
— 1 New
— thickness — &
- 6
150 $.. Technology]

Figure 142. Changing the Thickness of a Link

/ Tip: You might want to thicken links to illustrate the strength of particular
relationships between Thoughts.

-
IP[?@ Link Types

Link types are used to assign commonly-used relationships between Thoughts
that share a label, color, and thickness so they can be easily recognized. Link
properties and types will be retained even if the two linked Thoughts change their
relationship but remain linked (for example, if a child Thought becomes a jump
Thought of the original Thought).

In addition to setting their color, you can add labels to link types and you can
change the thickness of the link to call special attention to relationships.

1. Openthe Link Properties dialog box for the link, then click the Untyped
button.

, This button will display “Untyped” if there is currently no Type assigned to the link
: and it will display the type name if there is already a Type assigned.
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2. If there’s an existing Type in the list that you want to use, click on it to
select it. Otherwise, click on New Type, then type the name for the new link
in the field that will be displayed.

oJames Fglding

OGrad‘y F(l)JIton

[[]]
28
=
=
<
o
®
o

v Untyped
+ New Type

— Alone
Gear Required

[V

[[Works for{ I]

Figure 143. Creating a New Link Type

2. Pressthe Enter key to close the Link Properties dialog box.

-
¢James Felding

S
\4_“}
Lo

©
oGrady Féjlton

Figure 144. Appearance of a Link Type in the Plex

, If a Link has both a Type and a label, the label will show in the Plex. While the
. Type won’t be displayed in the Plex in this case, it can still be used to find all
Thoughts connected to links of that Type.

/ Tip: Point the mouse at a Link Type or label to magnify it in the Plex.
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Customizing Thought and Link Properties

1. Open the Link Properties dialog box for the link that has the Type you
want to delete, then click the Edit button to open the Type Properties box.

2. Click the menu button then click the Delete command.

| | |
| Default | O [ ] One-way
= X Boss 3
Jﬂ
Edit type
lBoss ]l:]
| Default | © [ ] One-way
L 7 Delete{\ "
— ] RS

| Delete this link type }

Figure 145. Deleting a Link Type

s

To see how to find Thoughts that share one or more of the same link Type,
please see the Running Reports section beginning on page 172.

Showing Link Directionality

By default, links do not show a directional arrow. You can add directional arrows
that will appear on the link that points to or from the source Thought.

oCh

P —
$James Fe?zldmg]

oJaq

3 for— .~
aResponsible 2
[ ..‘Reports [\&O'

t/ -
Report to ]\

OForcas}ing
PS 9
oGrady FéJlton

ORanay B)Iake

Figure 146. Directed Links

= Adirected link shows an arrow in the middle of the link. If the link has a label
or a Type, the arrow will be next to the text. The arrow is magnified when the
mouse hovers on it. Directional arrows can provide visual cues that are
particularly useful when there’s a link label. For example, for the link label
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“Inspired” (shown below), the link’s directional arrow shows that “Hank
Williams” was a source of inspiration for Elvis. This is also very useful when
you want to represent flows between items like financial relationships.

: ogyLi
(B a5
4/’4\\\\\\\
OBlue H;wau - o OH?Jund Dog
OHank Wllllams OJallhouse Rock
OHeartbreak Hotel OReturn to Sender

Figure 147. Hank Williams Inspired Elvis

To set link direction:

1. Open the Link Properties dialog box for the link to which you want to add

direction. Then:

= Click the icon to the left of the One-way check box to switch between
non-directed, directed, and directed in the reverse.

o EIVI.S
> 4
. lains iredEs==T
oElvis =dInsp
/ - 1t click
: p— oHank Williams' .
..,.,...--\nsp\red" | 7 -
DIl .P.‘r;‘ i
‘ [ o
oHank Williams | Default ] Oy
” =& oElvis
I Default | [:] One-way =
s Syt o
= B I Inspired I Change link direction I H_.,,Aw

| Default

[:] One-way

m

B |

!
L

&

Inspired

Figure 148. Setting the Direction of a Link
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Using One-Way Links

= One-way links appear when the source of the link is active and the source
Thought is already visible.

= One-way links are indicated by an arrow with a rectangle at its base.
@ o
o, Softbal.l Team OZem;h

WorkSL{O""

{Guy Smith)

Figure 149. One-Way Link

One-way links are useful where Thought A is relevant when Thought B is active,
but Thought B is not relevant when Thought A is active.

For example, you may want to see what company a person worked for when the
person is the active Thought. However, for a large company with thousands of
employees, you may not want to see all of the employees when that company is
the active Thought. Creating a “works for” link type and making it one-way is a
good way to do this.

To make a Link one-way:

1. Openthe Link Properties dialog box for the link to which you want to add
direction. Then:

= Select the One-way check box to make the selected link one-way. Note
that one-way links cannot be non-directed.

_\Works forl»>

6 .
oGuy Smith

Change arrow direction

| Default ‘ H E/'Ig)ne-way
[ 3

=K ] Works for T"’ Make the arrow one-way

N

Figure 150. Selecting Link Direction
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Customizing Thought and Link Properties

You can also set link direction for link types. The direction of a link type is
inherited by instances of the type and can be overridden by the instance.

oGuy Smith
| ]
| Default | < One-way
El hod | Works for Hg x\
[Works forl X I.
| Default | |$ [] One-way |
E} pod | Change link direction |

Figure 151. Selecting a Link Type Direction
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Advanced Navigation and Alternate Views

Changing How You View Your Thoughts

s
There are three views for displaying your Thoughts:

= Normal view: For focusing on the active Thought and displaying information
pertaining to its parent Thoughts above, child Thoughts below, and jump
Thoughts to the left.

o .
oMy Brain
o e
== f,ij: ;;;—fflf: *’_7"'* OI Goats
C] Company Goalse- —_— . —e@Im Most Interested In...
. — My Work
.} hﬁy Teamo — s My £ Personal Life
B |\ 0% What I'm Thlnkmg About Now
o, Prqect?ﬂanagement = 5 . ——— c/',/ Meetlng Management
o Business. Development - aMy We1) Serwces
ol Chents ol Operatlons
o8 Customer Service Ows Product Development
o Marketmg @ |Sales

Figure 152. A Brain in Normal View

= OQutline view: For a more expanded, primarily hierarchical view of your
Thoughts.

e
oMy B.ranni

Company Goals& -
& My Teamm

S Pro;ect Management
ol Busmess Development
e Cllents
o8 (.’ustomer Service

o Marketmg
’O{‘/ Meetmg Management
° My Web Services
oA dperatlons
Ouww Product Development
LT Sales

Figure 153. A Brain in Outline View

= Mind Map view: For a horizontally expanding symmetrical layout.
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eCompleted Prqecﬁ <
Olkeg™ Lgneeg Iq e S S C'onferenceso
‘ oHot | e Sy pProject Ma... (‘.’crporate Brandingo
oPending Projesl O Marketin Z~""% Marketin Evemss
oStalled Project eting e el 9
Stalled = Bnline Markelmgc
oMarket Tre w.i' & = Public Relatlcr\so
oCompany Expansion Ideas oMy B o
‘ cCompet!!ors : ELr P\feetmg Managerger?t? ~
® ~\ P ’ My Web Se..0 My Clientso
olndystry Anal)sm “yoBusiness De... @ -
‘ olndustry Partnersm = — — ~: — -;(.’cmpan) Fmancec
aProduct Promotions ¥ 3 & S A dperahonso _ ’ f Human Resources
>Tar%et Markels i 'Y i & ~ ° ” ifo
@ Company Goals -o 3 My Team g
oABC . Z N 4 Launch New Producto
oBest Yet('g N 7 - Product De..o > % Product Research:
cNew Guys i _< 9CI|e.n;s a 3 * dWeb Site Developmento
o -
Tn:Zd:r[VTZ{ . k =5 Beal Stagese
é L !ncrease Saleso
oCustomer FA& 1 Saless — FfroposalTemplates
oKno\ n Issuesg A pam— e =3 T'ermoneso
‘ oNew Product Releases o SCusﬁomer S 8 = Vie Chents-
aTop Solutions "
|

Figure 154. A Brain in Mind Map View and Expanded

, In addition to selecting a view, you can expand and collapse the display of
. Thoughts in all views to show more or fewer generations.

TheBrain automatically remembers the last view you used and selects it by
default. For example, if you select Outline view and then close TheBrain, the next
time you open it, Outline view will be active.

Three ways to change to a different view:

= Click the Layout button in TheBrain toolbar, then click the view of your
choice, or

» Right-click in the Plex, click the Layout command, then click the view of your
choice, or

= Click the View menu in the menu bar, then click the view of your choice
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K‘Layout button in toolbar
AR A A @

24 Personal Life .y My Work Normal Ctrl+Shift+1
Outline Ctrl+Shift+2
Mind Map Ctrl+Shift+3

Paste Image |
Paste Wallpaper Context menu
in the Plex
Arrange Thoughts by »
[ Layout 4 E] Normal Ctrl+Shift+1
i
Expand All Ctrl+0 Outline Ctrl+Shift+2
Collapse All Ctrl+ Mind Map Ctrl+Shift+3
. E—— — L
— — 0| Goals __ N oy
i Repor . : )< View menu in menu bar
p o w @ TheBrain
H Timeline
‘ A File Edit Thoughtl View IOptions Online Help
Brain Theme... 4 AS ) 1|
Ve 1 L One Brain for Eve Normal Ctrl+Shift+1 a
Outline Ctrl+Shift+2
ARS . .
Mind Map Ctrl+Shift+3
£ P I Lif aM
[entcing G Expand Al Ctrl+0
Collapse All Ctrl+9
Zoom In Ctrl+=
Zoom Out Ctrl+-
Report
Timeline

Figure 155. Three Ways to Select a View

Tip: The check mark in the menu identifies the current view.

you’re creating Thoughts and navigating the Plex, use Outline view when you
want to see a more traditional structure, and to use Mind Map view for viewing
and analyzing the “big picture.”

' A rule of thumb for when you might use each view is to use Normal view when
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Using Outline View

o
o Goals
Q

oF R'etiging at 50
o T.rop.icai Vacations

s
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.
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o ()P
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o % 09
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O | %

.

o, PrOJ.ect Management
.
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*
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e ©

o8 Cusgomer Service

@
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o Meeting Management
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o My YVeb Services
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Osu Proc.iuct Development
® ;1 Sales

®

o0& F.am.ily and Friends
® * Food

™ ®
© Health and Fitness
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'Y ®
Home Projects
a o
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Figure 156. Plex in Outline View

Providing a clean, organized way of looking at your Thoughts, Outline view
enables a fast, easily understood overview of the active area of your Thought
network. The level of detail can go as deep as you want while maintaining an

ordered view.

When the Plex is in Outline view, you can show or hide generations of children
for individual Thoughts. To see if a Thought has child Thoughts that aren’t

currently showing, point the mouse at the Thought.

= On mouseover, a plus sign (+) icon will appear above the top edge of the

Thought'’s outline if there are child generations to display. Click the + icon to

expand and show that Thought’s children.

=  On mouseover, a minus sign (-) icon will appear below the bottom edge of the
Thoughts’ outline if child thoughts can be collapsed or hidden. Click the - icon

to hide that Thought’s children.
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+ sigh on mouseover—click
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e
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Figure 157. Showing/Hiding Additional Generations of Individual Thoughts

Using Mind Map View
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Figure 158. Mind Map View

The Mind Map view allows switching the focused Thought without changing the
layout for when you want to view and alter various pieces of content while
keeping the view mostly static. Traditional mind map layouts can be created

instantly from any Thought.

To navigate to another Thought in your Plex while in Mind Map view, right click

and select Activate Thought.
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=4 p\_ orSTE
°'ndU5tW A”aIVS'S ) \oBusiness De... i 7/ T !
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Figure 159. Changing the Active Thought without Changing the Layout

As with Outline view, when the Plex is in Mind Map view, you can show or hide
, generations of children for individual Thoughts by pointing the mouse at a
. Thought, then clicking the plus sign (+) or minus sign (-) icon to show or hide the
Thought'’s children.

Expanding and Collapsing Generations

0> Pre

. Besides expanding and collapsing individual Thoughts in Outline view or Mind
Map view, as explained in the previous section, you can also expand and
collapse generations of all Thoughts in all views.

File Edit Thought View,LOptions Online Help

1 One Brain for Eve I/I\\leormal Ctrl+Shift+1
v | Outline Ctrl+Shift+2
AR
Mind Map Ctrl+Shift+3
2 Personal Life  .gMy Work |
Expand All Ctrl+0
Collapse All Ctrl+9
Zoom In Ctrl+=
Zoom Out Ctrl+-
Report
Timeline

Figure 160. Expanding or Collapsing from the View Menu

In Outline and Mind Map view, you can also use the buttons on the toolbar to
expand or collapse all visible Thoughts by one generation.
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File Edit Thought View Options Online Help
Show one fewer géneration i

<« A R

~Show one additional generation

Figure 161. Expanding or Collapsing by One Generation

’ In Normal view, the Expand and Collapse by one generation on the toolbar work
. the same way as the Expand All and Collapse All commands on the View
menu.

o 3
offt}Jane's Brain

—0 Goals

\ot‘ I'm Most Interested In...
o2 o] persona| Life o® My Latest Preoccupatlons

/ °q NTy Work
_/"// \‘
— —) e o What I'm Thmkmg About N...

R \%

N : § ag’nily — //// ~Q\ Home Projects
o Food / ~S My Passnon
o® f!nends oW My Pet
Health and Fitness ol Personal Finance
}-Tobbles 0ﬁ~'l'ravel

Figure 162. Jane’s Brain in Normal View with All Collapsed
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owlar?e‘s Brain ) Go.als

\\)( I'm Most Interested In...

b 2 Personal Life

o® My Latest Préoccupaztions
oCt Michast i Thea
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Figure 163. Jane’s Brain in Normal View after Expanding All

*

Tip: The vertical scroll bar on the right side of the Plex indicates that
there are more sibling Thoughts in that area which not currently visible.

= Jack

OJacE's Son

<§Jack's %rindson]

oJack's Great Grandson
Jack's Great—Gre’%t Grandson

Figure 164. 5 Generations of Thoughts
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Using TheBrain Content Area

You can think of the parts of TheBrain’s Content Area as personal assistants who
are ready to help when asked. You can give any of them the day, week, or year
off if you choose not to use their services, but they’re all standing by, ready to

assist you—-at the click of your mouse.

The Content Area keeps all of your Thought-specific notes and attachments.

Attachments can be files, web pages, pictures, and more.

@
=

BRAIN

=N o

= Active Thought name

—T
My Work

- -

otes tab

Add attachments tab

+

h S

=

Link to File

Enter URL |

Open Folder

Create Event |

I

Capture Image

||

Templates...

Paste Image

Create File

Microsoft Access Database
@ Microsoft Excel Worksheet
& . Microsoft PowerPoint Presentation
g Microsoft Publisher Document
£ . Microsoft Word Document

% . Text Document

Figure 165. TheBrain’s Content Area

Content Area Overview

Here are some handy things to know about the Content Area:

= By default, the Content Area shows content attached to the active Thought. If
the active Thought has no content, the Content Area is blank. However, if you
want to see the content for Thoughts you point at with the mouse, select the
“Update displayed content on hover” option in the Ul tab of the Preferences
window. (Please see the Ul Preferences section on page 73 for more
information about setting global user interface preferences.)
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2 Personal Life

aMy Work | Goals
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o yWork = e
e Marketmg
v Get bids
m W Check refs
0% Proaucl Dev... Choose a vendor
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On drag and drop of files: Copy droppe Mouseover Thought

Content tab location:

[ Update displayed content on hover ]

|_| Show details when selecting attachment to o
Embedded browser for web links

Automatic v

“My Web Services’[’

pen

Figure 166. Content of an Inactive Thoug

ht after Ul Preference is Changed

s

preferences at any time.

Preferences are global; whatever options are selected when one Brain is active
will also be selected in your other Brains. Of course you can change your

With one click, you can move the Content Area to any side of the Plex—

above, below, left, or right. See the Using Smart Splitter to Arrange TheBrain
Window section on page 52 for details. While you're working on content you
might find it convenient to maximize the Content Area.
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Figure 167. Maximizing the Content Area

= The size of the Content Area depends on the size of TheBrain window, but
when the Plex and the Content Area are side-by-side, you’re in control of how
much of the available space each area occupies. Just point the mouse at the
line between the two areas and when the double-headed arrow appears, drag
left or right to change the proportions.
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Figure 168. Making the Content Area More Wide or Narrow

Tip: To work with the Content Area in a separate window, click the New
Window command on the File menu. Then, maximize the Plex in one window
and the Content Area in the other. Changes you make in one window will be
reflected in the other because you're working with the same Brain, however, the
windows won'’t be in synch. In other words, making a Thought active in one
window won’t make it active in the other.

Creating and Formatting Notes

Take a Note, capture your ideas, or create your next literary masterpiece!
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Travel

Notes <

Our Trip to New York

Day 1: Arrival & The Empire State Building &

First impressions of New York are great. We are looking forward to exploring the city for our first time and
visiting many of its most popular locations.

The Ezpire State Building is great for a pamoramic shot of New York.

Day 2: FAO Schwarz & & Times Square &

Made popular by the movie, Big, we finally get to see the famouse toy store in person. And, of course, you
can't come to New York without visiting Times Square!

Figure 169. A Note-Worthy Note

The Notes Toolbar

The Notes toolbar is quite robust—don’t feel like you have to use every feature
for every note. You’ll see many of the tools you're familiar with from word
processing and email applications. And when you want your note to look “just so”
you'll have an excellent array of options at your fingertips.

Depending on how wide you’'ve made your Content Area, you may see the fully
expanded toolbar or the compact version. Either way, you’ll have access to all
tools via buttons providing access to the additional commands. By default, unless
the Content Area is stretched wide, the compact version of the toolbar will be
displayed.

Tip: To show the expanded toolbar even if the Content Area isn’t very
wide, deselect the “Use compact toolbars for Notes” check box in the Ul tab of
the Preferences window. (Please see the Ul Preferences section on page 73 for
more information about setting global user interface preferences.)
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Content
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Content tab location:

Update displayed content on hovgr
[] Show details when selecting attfchment to open
Embedded browser for web li
[ 1 Show i
Click for access to additional
features on the expanded toplbar

¥ _

Compact
toolbar

‘J words

3| v k: =0 == =
Notes <+
- Expanded toolbar N
#A | N Norma B7 U SxxABAESIZOEEH
Q&0 mv SHE®

Figure 170. Compact and Expanded Versions of the Notes Toolbar

The Notes toolbar only appears in the Content Area when you need it—as soon
as you click in the Notes tab.

Text Background
Bold  Color  Color Nympered Date/Time - ———
\ \ J "St)» Indent /
Notes| | + /' Insert Special Character...
— oy [] o [ —V
’A_A][ﬁ B||/ = SIMIELE b] é ’é — Insert Link
k Insert Link to Thought
Text Paragraph Bulleted \Check ~Qutdent i
size Style Italics list box list Find & Replace...
Show Word Count
Toggle Underline Formatting Check Spelling as You Type
Toggle Strikethrough Formatting
Toggle Superscript Formatting Opea iy Beowses
Toggle Subscript Formatting Bint
Remove Inline Formatting L Notes Style )
Figure 171. The Compact Notes Toolbar
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Here are the additional buttons that show when the expanded Notes toolbar is

displayed.
Show word count
Insert link Underline Superscript Horizontal
to Thought Strlkethrough / Subscrlpt rule

v+ \ \ P (oomartn
\ =iz @)=
. . . .ﬁﬁ @-"’ Print Open in

¥ ——browser Notes
Insert style

Special Spell check as you type

Insert link
character Find & replace

Figure 172. Additional Buttons on the Expanded Notes Toolbar

_ ) All Notes features are always available no matter which Notes toolbar—compact
or expanded—is displayed.

Entering Notes

To enter a Note, activate the Thought to which the Note pertains, then click in the
open area of the Notes tab in the Content Area and begin typing. The Notes
toolbar will remain displayed whenever the mouse is focused in the Notes tab.

;) Notes are saved automatically when another Thought is activated.

You can use all of the standard techniques you use in other text editors when
you type, revise, and format TheBrain Notes:

= Automatic word wrap controls line endings. Press the Enter key to begin a
new paragraph.

= Either apply formatting as you go or select existing text before you apply
formatting such as bold, italics, underlining, and color.

= Standard text selection techniques:

+ Drag the mouse through text to select it, or

+ Click at the beginning of the text, then hold down the Shift key as you
click at the end of the text to select all text in between, or

+ Double-click to select an entire word, triple-click to select an entire line

= To apply formatting to an entire paragraph, such as lists—bulleted,
numbered, or check marked—just click anyplace within the paragraph.
There’s no need to first select the entire paragraph.
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= Standard keyboard shortcuts—such as Ctrl-C for Copy, Ctrl-V for Paste,
and Ctrl-A for Select All—work as you would expect in Notes. (On macOS,
the standard Command key shortcuts also work.) You can copy and paste
within Notes and between TheBrain and other applications.

select a formatting command such as bold, highlighting, or change in typeface or
font size, the formatting will apply to the entire word in which the cursor is
currently blinking.

, One special feature for TheBrain Notes is that if no text is selected and you

<

Tip: You can press Ctrl-Z (or click the Edit menu, then click the Undo
command) to immediately undo your most recent action in Notes.

Choosing a Notes Style

You can choose the style of your notes by clicking the Notes Style button in the
Notes toolbar. The style you choose applies globally to all Notes in a single
Brain, so you can choose a Notes Style that matches the look of each of your
Brains. You can use a different style for each different Brain in TheBrain window.

= To select a style, click in the Notes tab, click the More button, then click the
Notes Style command (or just click the Notes style button if the toolbar is
expanded), then click a style of your choice.

Compact —A[
Notes toolbar |:= E]
Expanded Outdent
Notes toolbar Indent
”3£ ;9: [ E_F Insert Horizontal Rule
Modern “ Insert Date/Time Ctrl+D
Classic 1 Insert Special Character... )
Modern
Codex Insert Link Classi
assic
Console Insert Link to Thought o
odex
Dase Find & Replace... Ctrl+F Gonsole
Deco Show Word Count Dark
DelRey Check Spelling as You Type Deca
Draft
Open in Browser Ctrl+O z DelRey
L S Print Ctrl+P Draft
l Notes Style b » Custom...

Figure 173. Setting the Notes Style
Note Styles also follow a “responsive web design guidelines” approach which is a

fancy way of saying that any Note you create will look great whether it is viewed
on a 30” monitor or a 4” mobile device.
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v

Tip: You can also create your own unique Notes Styles by selecting the
Custom command and fine-tuning the appearance.

This is a Title This is a Title

Modern

This is normal text.

This is normal text.

This is a Title THIS IS ATITLE
Classic Deco
This is normal text. This is normal text. I
This is a Title This is a Title
LG 1 hortaltent: CO?EX This is normal text. DeIRey (Dlefault)

This is a Title This is a Title

L_Console Draft

\ This is normal text. ’

Figure 174. Appearance of Notes Styles

Each Note Style has a set of paragraph styles that help you format your notes
consistently. If you don’t choose a different paragraph style, the text is
automatically attached to a paragraph style named “Normal.”

Notes <

.AA@B .[_ v| ¢

T Title

H Heading

S Sub-heading
v E Normal

<3 Code

Figure 175. Paragraph Styles

Paragraph styles apply to entire paragraphs. To select one, just click anyplace
with the paragraph, then click the paragraph style of your choice. If you change
to a different Notes Style, the text will change accordingly, based on the
paragraph styles you’ve selected.
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Changing Text Size in Notes

In addition to changing the size of text by choosing different Notes styles and
paragraph styles, you can quickly adjust text to a size that is most comfortable for
you. It's as easy as clicking the AA Text Size button, then dragging the slider up

or down!
AAText Hiatsye
size MAIN(B|Z AT v:=ZiZ@|=
button 51 Words

Notes | 4+
- HE BI[Z] A = ‘first of all, if it's on your mind,
bur mind isn't clear. Anything you

Slider consider unfinished in any way

rst of allfif it's on your mind, your m 3

u consigler unfinished in any way mu. must be Captured tha tl’usted
System outside your mind, or wh . .

llection bucket, that you know you'll SyStem OUtSIde your mlnd’ or

ﬂ" SorEthrolgh what | call a collection bucket, that
- David Allen, Getting Things Done you knOW you'[[ come regu[arly

back and sort through."

- David Allen, Getting Things
Done

Figure 176. Slider for Making Note Text Larger or Smaller

Checking Your Spelling

0) Pro

. A spell checker is automatically at work for your Notes. Potential misspellings are
automatically highlighted and you can right-click to view suggestions. Click the
suggestion of your choice to replace the misspelled word. You can customize the
dictionary by adding words to it.
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AN|B 7 ABIv:Zi=Z0@|=

13 words

Talked to Bruce about
the indegndent avant and ha caid
it was fantastic! lodependant N

Ny
interdependent
independence

Independence

denendent

Figure 177. Spell Checker in a Note
If you prefer not to see misspellings flagged as you type:

= Click in the Notes tab, click the More button, then click the Check Spelling
as You Type command (or just click the Check Spelling as You Type
button if the toolbar is expanded).

Compact —4=
Notes toolbar=

13 words

Expanded and he sa Insert Spkcial Character...
Notes toolbar

N_ Norm B U Ctrl+F
LT aEiE0EEHE Q|
RBC > = | Check Spelling as You Type ]
A28 |(EH > 3 &= i’ i
> Open in Browser Ctrl+O
Check Spelling as You Type |
Print Ctrl+P

halked to Bruce about
the indepndent event, and he said tlotesSyie »
it was fantastic!

Figure 178. Disabling Spell Checking

l This is a toggle command. When you want to turn the feature on again, follow the
. same procedure.
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Inserting Horizontal Rules

You can insert horizontal rules (lines) for organizing Notes into sections visually.

= Click in the Note where you want the horizontal rule to appear, click the More
button, then click the Insert Horizontal Rule command (or just click the
Insert Horizontal Rule button if the toolbar is expanded).

Notess 4+ Compact Notes toolbar
AN B 7 A vli= iz @|=
Notes + Expanded Notes toolbar 3 Ouident
i —= Indent
AA N N B /7 U|S XX
— — =5 % | Insert Horizontal Rule
— & |:= iz = = . E QS Insert Date/Time v’
Q  |ABC| ABC | @& i
n a8 | v || S B | E Insert Special Character.
nsert Horizontal Rule
Insert Link
Talked to Bruce about PP
the independent event, and he said
it was fantastic!

Figure 179. Inserting a Horizontal Rule

To remove a horizontal rule:

= Click within the rule to select it, then press the Delete key. If there is a rule
between two paragraphs, the rule will also be deleted if you select and delete

the paragraphs before and after it.
Creating Check Box Lists

You can create a quick check box list and mark the items as complete or

incomplete. You can either create the list as you type or turn any existing text into
a check box list after you select it.

1. Click in the Note where you want to type the first item to appear, click in any
paragraph, or select multiple paragraphs.

2. Click the Toggle Check Box List button in the Notes toolbar.
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3. When a task is complete, click the check box to display a check mark and
strike out the text (or click it again to remove the check mark and strike-out
if you decide the task isn’t complete after all).

Notes [ | Marketing Event... @ | Marketing Event... =
N A & :
AN B 7 4 ud | E

W

| Toggle Checkbox List I

To do:
Selected text

Meet with Joe a6
| Meet with Joe

Order chairs

After clicking To do:
the check box

>0

Order chairs

Figure 180. Formatting Text as a Check Box List

Linking to Thoughts in Notes

You can create a link to another Thought so that when you click the link the other
Thought will become active.

1. Select the name of the Thought within the Note text.

2. Click the More button, then click the Insert Link to Thought command (or
just click the Insert Link to Thought button if the toolbar is expanded). The
selected text will become shaded and a link icon will appear to the right of
the linked Thought name. Click the icon to activate the linked Thought.

, If there is no Thought that matched the text you selected, you will be invited to
. create a new Thought.
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Notes Compact Notes toolbar keting Event... 4
AN B 7 A E[v]i=i=

Outdent

Ask Chris Yang for input Indent
Insert Horizontdl Rule
Notes Expanded Notes toolbar 3Event.. + Insert Date/Tim

Insert Special Character...

sA | N Norm: B 7 U|S X
; S — i e Insert Link
1 Q=@ IEE=EQS
— o [ [ 5. _ o Insert Link to Thought m
E RoB | | v | e 3 . word J
>

Insert Link to Thought
ASK [SIIENEL] Tor Input

S ~———
—> ,
Ask Chris Yanor input

Figure 181. Inserting a Link to a Thought

, After the link has been created, you can change the text of the link and rename
. the Thought without breaking the link.

Creating Quick Web Links

You can add web links to your Brain by using the Add Attachments tab in the
Content area, but a shortcut is to use the Notes tab. Web links can easily be
inserted, edited, and identified within your notes for the active Thought. Use any
of these three ways:

= Typeinthe URL, or

= Paste in the URL from the clipboard after you copy it, or

» Drag the URL in from a browser

The web link will be identified and processed automatically.

, Videos from YouTube and Vimeo are embedded into Notes in a playable form
. automatically. Just drag and drop from your browser into your Notes.
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/ =1 One Brain for Everything | Volunteeri...
<A RS A A+@

£ Personal Life .gMyWork | Goals

L
o® My Passion .
R )
B e —— 0% 3
/ e e olunteer Opportunities in Your
¢Volunteering eBoaks Community | American Red Cros
o o Restaugants

o> BRAIN ()
: °

Volunteering

TheBrain 9 User Guide

Figure 182. Dragging a Web Link into a Note

= The URL will be replaced with the title of the page it links to—and you can
easily edit the title by clicking within it and using standard typing and deleting
techniques. If you delete the link icon, the connection to the URL will be
broken.

Volunteer Opportunities in Your
Community | American Red Cross

Red Cross| @

Figure 183. Revising Link Text in a Note

Printing Notes

[ |

ol To print the active Note press Ctrl-P, click the More button, then click the Print
command (or just click the Print button if the toolbar is expanded). The Print
dialog box will open and you can fine-tune your print request.
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Notess + Compact Notes toolbar
i — n AD O — ] — —)
A N B ] ; [ABRR 4 S o . — 51 words
Qutdent
"First of all, if it's on your mind, ) Incient
isn't clear. Anything you conside Insert Horizontal Rule
unfinished in any way must be ¢ nsettielc/Eme S
a trusted system outside your m iniset Spesial Chicieoek
. wihat | call a callaction hiclot + Insert Link
Notes + Expanded Notes toolbar Insert Link to Thought
sA N N B 7 U S x X ; Find & Replace... Ctrl+F
AB) d EE ‘SE == rg_l Q <)0 o n%s Show Word Count
¥ | Check Spelling as You T
% R\[y: & Eﬁ 145 words SL PR N0 B YPe
) J Open in Browser Ctrl+O
l Print N Ctrl+P ]'
Notes Style »

Figure 184. Printing a Note

Adding Attachments to Your Thoughts

In addition to Notes, each Thought in your Brain can have content associated
with it such as web pages and a multitude of files attachments. You can drag and
drop attachments, create attachments from scratch, and use any of the other
attachment options in the Add Attachment tab of the Content Area.
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Tab with an existing attachment Active Thought ~ Add a new
|  attachment

& Summer Plan
Select a file that will |NoteS [T Augustdoc: + / / Type a URL to

be linked to the —_— displa!y the we;) .
active Thought ‘[ page in a new ta

Link to File 11 Enter URL |«

L Enter a new event

Navigate to a file »| Open Folder I Create Event g in the Calendar

on your device

H Capture Image ][ Templates... [ Paste Image ]4\

M Insert a copied image

i / il \ into a new tab
Create an instant L Create File
screen capture Microsoft Access Database Add a new template
that will be a new o i b it
attachment a icrosoft Excel Workshee

—

£ . Microsoft PowerPoint Presentation

@ Microsoft Publisher Document

Launch any of

these applications

< Text Document and begin creating
a file attached to
the active Thought

& J ’ o

£ . Microsoft Word Document

7

Figure 185. The Add Attachment Tab in the Content Area

The attachment tab toolbar automatically displays when an attachment is

selected:
Rename
Properties
Open \ P Actions Menu
/ .
Upcoming Trip Plans
\ =
T Schedules.docx
p— C:\Users\TheBrain\Desktop\Summer Plans

11.52 KiB
Modified: Today, 2:03:19 PM
Created: Today, 2:03:18 PM

Figure 186. Attachment Tab Toolbar
= Open: Open the attached file in its default application
= Rename: Change the name of the selected file

= Properties: Display the file’s properties
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= Actions Menu: Display all available commands for the selected attachment

Attaching Files

0} Pro
. You can use standard “drag and drop” techniques to add file attachments into
your Brain from other programs to a Thought or to create new Thoughts.

To drag and drop an item into the Content Area of a Thought:

1. Make sure the Thought to which you want to add the attachment is the
active Thought.

2. Click the Add Attachment tab in the Content Area.

3. Position the window containing the item you want to attach so that it and
the Add Attachment tab are both visible, then drag the item to the Add
Attachment tab or into the blank area above the Content Area tabs.

. =l v v
"*"’q;;-' BEBrRAIN ;:4 Move Copy Delete §
to~ to~ -
o Organize
Summer Plans sktop » Summer Plans
d-r-a-g
Notes| =+ ‘"'"""'""""""'----..... Name
‘ e,
[ Tl b — Py o
AN B4/ Lk Y] o= §= = 0 words .ﬂi August.docx

=] July.docx

l @= June.docx

s BRAIN

New attachment
tab labeled with © | NewAdd

the filename
| T July.docx

Summer Plans | ,/Attachment tab
for inserting
Notes |IF & @ = + |« another
7 : \ | attachment
July.docx
Internal
11.50 KiB

Modified: Today, 4:48:01 PM
Created: Today, 7:39:04 PM

, 8 =

Figure 187. Dragging and Dropping a File into the Add Attachment Tab
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Specifying your Drag and Drop Preference

By default, all files that you drag and drop into your Brain will create a copy of the
original file. You can easily change the default to suite your unique environment.
Please see the Ul Preferences section on page 73 for information about viewing
and changing the “On drag and drop of files” setting.

Tip: You can also override the current drag and drop setting in the
Preferences window by holding down the following keys as you drag and drop:

_ g
il In Windows ' In macOS

" Linktofile = Alt = Link to file = Ctrl

= Move file = Shift = Move file = Cmd

= Copy file = Ctrl - Copy file = Alt

Adding an Attachment Using Link to File

e »|Pro
. You can also add a file attachment to the active Thought by clicking the Link to
File button on the Add Attachment tab in the Content Area.

= Browse to the file of your choice, then click the Open button.

TheBrain 9 User Guide 161



Using TheBrain Content Area

My Work | Goals B
Notes | 4
lE LinktoFile . 1| Enter URL |
LaMy J
| Open Folder | I Create Event |
.o .
ropical \'{acatlons | Capture Image I I Templates... I l Paste Image I
£ Link to File 4
N « Desktop » Summer Plans v U  Search Summer Plans el
»Mexico =
S Organize ~ New folder == > [l | o
4 Documer # A Name Date modified Type
D loa 2 s = :
e @) August.docx 7/22/2018 126 PM  Micra
 Fighures; @2 July.docx 7/23/2018 448 PM  Micrg
a0f8a67e-7¢ @= June.docx 7/22/2018 1:26 PM Micrd
Brain9 Grapl v < >
File name: ‘Augustdocx hid
Open ‘ Cancel

Figure 188. Using Link to File to Add a File Attachment

Attaching Web Pages

e »|Pro
. Adding URL attachments to your Brain is a simple process. TheBrain’s built-in
browser will display each web page in a separate Content Area tab.

The easiest method for linking a web page into your Brain is to simply drag and
drop it into your Brain. Click on the URL icon in the address bar of any browser
and drag into one of several different locations to add the web page as an
attachment:

= Drag and drop to the Plex area to create new Thoughts. The Thought name
will be the title of the web page.

» Drag and drop onto existing Thoughts. This will simply add the web page as
an additional attachment. The Thought name will not be updated.

= Drag and drop into a note. This will create hyperlinked text within the note.

= Drag and drop to your attachment list or tabbed attachment area. Again, the
existing active thought will then have this web page as a new attachment.
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4 P

-gMy Work | Goals

.® -
o\ Tropical Vacations

o Airline...
SN
oAsia Pacific
\e O
OMeX|§o

o[} S.ung)m...

Hawaii Travel Information | Offi... Elaval

L= +

Notes

G https://www.gohawaii.com/ E"

Jhe
AWAIIAN.

ISLANDS

-

=
m
&

[EFutur.. | Tropical Vacati... [ElHawaii

Figure 189. TheBrain’s Built-In Web Browser
Adding a Web Page Using Enter URL

You can also add a web page attachment to the active Thought by clicking the
Enter URL button on the Add Attachment tab in the Content Area.

Enter key.

Either paste or type the URL address into the empty field, then press the

Notes m

Link to File | I

Enter URL N |

[ o

hs*

| Capture Image | |

| https://www.gohawaii.com/

Templates.. | |

Paste Image |

Figure 190. Using Enter URL to Add a Web Page Attachment

Attachment Menu for Files

e |Pro
. Click the Actions Menu button or right-click anyplace in the attachment’s tab to
display all available commands.
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Actions Menu

1

g August.docx Mexico

Notes E,:_] ,' OE]‘_/ . +

August.docx
C:\Users\TheBrain\Desktop\Summer Plans
11.51 KiB
— PM
Open M

Rename

Properties

Delete

Copy

Cut

Move File into Brain
Copy File into Brain

Show in Explorer

m Attachments as Tabs

Attachments as a List

AL

Figure 191. File Attachment Menu
= Open: Open the selected attachment in its default application
= Rename: Change the name of the selected attachment

= Properties: Display all attributes of the selected file in a separate dialog box;
based on the default application, there may be properties you can change

= Delete: Delete the selected attachment (you will be not be prompted to
confirm the deletion but you can use the Edit menu to Undo the deletion)

= Copy: Copy the selected attachment to the clipboard; you can then paste the
attachment elsewhere in your Brain

= Cut: Place the selected attachment into the clipboard; the attachment will be
removed from its current location when it is pasted elsewhere in your Brain

» Move File into/out of Brain: Switch this attachment between internal and
external storage; if you are moving the file out of your Brain, you will be
prompted to specify the destination folder

= Copy File into/out of Brain: Switch this attachment between internal and
external storage; if you are moving the file out of your Brain, you will be
prompted to specify the destination folder

= Show in Explorer: Opens the folder in which the file resides

= Attachments as Tabs: Shows each attachment in a separate tab (default)
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= Attachments as a List: Shows all attachments in a single list below any text
in the Notes tab

Attachment Menu for URLs

An attachment that is a web page has a slightly different menu. Access it by
clicking the Actions Menu button or right-clicking the attachment’s tab in the
Content Area.

Actions Menu

Hawaii

iHawaii Travel Information | Offi...
B .
] https:/v Rename

Edit Location
Delete

h Copy
| Cut

| Attachments as Tabs

Attachments as a List

Notes Open

= 4
m
(=

Figure 192. URL Attachment Menu

= Open: Open the selected web page in its default application
» Rename: Change the name of the selected attachment (not the URL itself)
= Edit Location: Change the URL address for the selected attachment

The rest of the commands work as they do for file attachments.

When a Thought’s attachments are modified, the modification date of the
Thoughts is also automatically updated, improving the accuracy of your searches
and filters.
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Other Ways of Opening Attached Files

In addition to clicking the Open command on the attachment’s context menu or
Actions Menu, you can also click the file’s icon next to the Thought in the plex. If
there are multiple attachments, a list will be displayed for you to use to choose
which attachment you want to open. If there is only one attachment, it will be
opened immediately.

Previewing an Attachment

The document Preview option allows you to visualize file attachments right in the
content window of TheBrain without having to launch the file's default application.

.. Windows Instructions

Each file attachment in your Brain has a Preview button in the Content Area.

e ‘w My Work | Goals ‘ F Market Trends.docx Market Trends
iNotes H &£ O = +
[ Market Trends.docx
‘ — C:\Users\TheBrain\Desktop\Summer Plans
od Comp \Marketing
11.52 KiB
° 02 Comp Hat .
@ Busine... »  Market... Modified: Today, 2:53:46 PM
@ - OConferen... { | Created: Today, 2:53:46 PM
OCorporate... ‘
X Olndustry "
{ Market Trendsj Omlndustr..‘
z O@ Market...
OOnIme M...
o
o Produc...
-Pulec Rel...
oG Target
4
>
¢ Airline Rewards... ,> Market Trends T .
&

Figure 193. Preview Button in the Attachment Tab

= Click the Preview button to launch the Preview for this attachment.
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e .aMyWork | Goals O Market Trends.docx Market Trends
Notes |5 & @ = +
A market trend is a perceived tendency
J ComP of financial markets to move in a
® . ; N Comp = | particular direction over time.? These
> Busine... o Market... N
= — oConferen... trends are classified as secular for long
N ,i,f,;f:j;\;;LVOCorporate... time frames, primarily for medium time
\F< Olndustgy .| frames, and secondary for short time
{.w Market Trends]l\: o Industr... frames.*® Traders identify market trends
- Market... using technical analysis, a framework
KOOnIme M... | which characterizes market trends as
o Produc... predictable price tendencies within the
OPubTu: Rel,,, market when price reaches support and
o& Target resistance levels, varying over time.

Figure 194. Content Preview

’

' MacOS Instructions

1. Click Preferences on TheBrain menu.

2. On the Ul tab, check the box for Preview File for Attachments. Attached
files will automatically display in the Content Area.

Working with Multiple Attachments

IPrr@

You can add multiple attachments to Thoughts and you can have many types of
attachments for a single Thought. For example, if you have a Thought for a
person, you might attach their blog as a web page, and their resume in a file—all
in the same Thought.

When there is more than one attachment, the number of attachments is

displayed on the Thought icon. For example, the Thought shown below has two
attachments:

V=D
Sy

Figure 195. Number of Attachments Indicator
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Creating an Event as an Attachment

e |Pro

. You can use the Create Event button in the Add Attachment tab to add events
to your Thoughts. Please see the Managing Events section on page 183 for
details.

Capturing an Image for an Attachment

1.

Navigate to where the picture is so that it is ready to be captured, then
return to TheBrain. Activate the Thought to which you want to add the
image as an attachment.

Click the Add Attachment tab in the Content Area, then click the Capture
Image button. Cross-hairs will appear on the screen.

Click and drag to the two opposite corners of the area of the screen you
want to use. If you make a mistake, press the Esc key and start over. The
area you selected will instantly be added in a new attachment tab in the
Content Area.

e
oM Clients
"4 o

- J
o5 My Work _ ,ECUSEOT S
o8 Cus.to...
=W Market...
/ ~—— o
{ o Meeotin“.
(& Operations) nayiwgh
N o4s Produc...
e — o ®
— N, e Sales
é ® °
L] Companx Finance oIT.

. ©
o Human Resources
L ]

!
2, Operations ;

& Clients

a My Work

Operations
Notes | ==
| Link to File || Enter URL |
| Open Folder | [ Create Event |
| Capture Imageﬁg | Templates... | | Paste Image |
2 Personal Life .gMy Work | Goals |l Screenshot.png Sperationsi|
/"‘ ) Notes | (5 ,‘ o = +
P, Project... 2ol
) 4 | Screenshot.png
o | Bu5|.ne... Internal
537.09 KiB

Modified: Today, 3:34:03 PM
Created: Today, 3:34:03 PM

Figure 196. Capturing an Image

Adding a Template File to Your Brain

There may be types of files that you create frequently that share a common look
and feel. For example, you may prepare correspondence using a common
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letterhead. You can designate template files that will be at your fingertips
whenever you create attachments.

To create a template file:
1. Click the Add Attachment button in the Contents Area.

2. Click the Templates button.

Human Resources |
Notes | +
| Link to File [ | Enter URL |
| Open Folder [ | Create Event |
| Capture Image | | Temﬁlstes... || Pastelmage |

Figure 197. Adding a New Template

3. Click the Yes button to confirm that you want to open the templates folder.
‘ > Open Templates Folder? X

The templates folder contains files that are copied to create new attachments. For example, to
enable the creation of documents on your letterhead, copy your empty letterhead document
‘ to the templates folder.

{ Do you want to open the templates folder now?

l Yes Qy‘ I No I

4. Click the Yes button to confirm that you want to open the templates folder.

5. Drag or paste the file of your choice into the window, then close the
window.

The next time you open the Add Attachment tab, the file you added will be
available in the list of attachments.

Tip: If you edit one of the files in your templates folder, save it under a
new name in order to preserve your original template.

Pasting in an Image as an Attachment

If you have copied an image, the Paste Image button in the Add Attachment
tab will be enabled. Click the button to add the image as an attachment to the
active Thought.

TheBrain 9 User Guide 169



{ & Pasted Image.png

Notes [ﬁ S0 =

Internal
22.10 KiB

Pasted Image.png

Modified: Today, 4:02:06 PM
Created: Today, 4:02:06 PM

New Hires

Y

Using TheBrain Content Area

Notes

;,.+‘

Link to File [ |

Enter URL

Open Folder | I

Create Event

| Capture Image ||

Templates...

| | Paste Image

be

Creating New 