Kick off Your Systems Using FreeMind
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Introduction - Why Use a Mindmap? z < éb
The first steps in kicking off your systems will involve % % 2 &5 8 ¢ z@""
understanding what your business looks like right now. %%, %% S § 3 ’b@%
You can start by working from your organisation chart, S, > & g o &
but we would strongly recommend that you start out by N
looking at your business from the “what you do”
perspective, because what you do defines your
business more accurately than any organisation chart
can. FREEMIND ’
FreeMind is a great tool for capturing, organising and o
analysing what you do in your business. Once you've I"
built up a helicopter view of your business, you can
start to analyse what works well and what doesn't, Simplo Systems Kit
where the risks and benefits are. Finally, you can work -m =
out your priorities and get started on planning how >
you'll create your systems. o Luc id C h art

Why do we recommend FreeMind? Firstly, it's
absolutely free, open source software. But the main
reason we give it the thumbs up is because it's a
simple-to-use yet powerful tool that does the job very
well.

Google Sites
Whilst this webinar focuses on using FreeMind to kick
off your systems, we’re sure you'll find many other ways to use this
powerful application in your business and at home.

The mindmap allows you to capture and group items in many different ways, and by
moving and re-ordering what you’ve put on the map you can make more sense out of
the information. You start to see relationships between things you’ve listed.

Importantly, a mindmap frees your mind to create
ideas the way it prefers to - without the constraints of
lines or numbered lists.
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Downloading FreeMind

Download the Windows version of FreeMind

Open the page

Scroll down the page until you get to the Download section (shown below).

Download

Choose among the following binaries of the current FreeMind 0.9.0. depending on your operating system

os Download Size (MB) Note
MS Windows Windows Installer Min & ] A smaller version without SVG export and PDF export.
MS Windows  Windows Installer Maxg@ 14 All-inclusive version
Mac 0S5 X MAC 0S8 X & 14

All-inclusive version. Information for Mac Mountain Lion (10.8) Users: After the download, the operating system reports the application to be broken. Please see here & for the solution
We recommend that Windows users download the Windows Installer Max version.

Double-click the Windows Installer Max link (or other version) to start the download.

If your browser security stops you downloading the file, click on the yellow message bar at
the top of your screen and click “Download file”.

You should now be able to run FreeMind. If it doesn’t start when you double-click the icon, you
may need to download Java - from the same page shown in Step 2.

Starting a New Mindmap

1. Click on the FreeMind icon to launch FreeMind. Starting FreeMind gives you a blank
mindmap. B
(New Mindmap )

With ‘New Mindmap’ highlighted type your company name (eg. XYZ Company).

Windows

Press the <Insert> or <Thgio> key on your keyboard to start a new branch. Type ‘Marketing’
and press <Enter> to confirm it.

4. Move your mouse back over Home (XYZ Company), press the <Insert> or <Tgaf)> key
again.
Type ‘Sales’ and press <Enter>.

Without moving your mouse, press <Enter> again. This will create a new ‘sibling’ of
Marketing and Sales.

Type ‘Delivery’ and press <Enter>.

Press <Enter> again for a new sibling, then Type ‘Admin’ and press <Enter>.
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The table below shows the keys to use for the basic functions.

Insert

Shift Insert

Enter

Shift Enter

Ctrl 1

Ctrl &

Ctrl <

Ctrl =

Tab

Shift Tab

Enter

Shift Enter

1)

#0

¥

#=

Start a new node (branch).

Create a new node before the selected node (i.e. create
selected node parent).

Create a new node underneath the selected node (i.e. at the
same level).

Enter also confirms your typing.

Create a new node above the selected node (i.e. create
selected node sibling).

Moves the selected node/s upwards. (and loops back to the
bottom)

Moves the selected node/s downwards. (and loops back to the
top)

Moves the selected node/s left (i.e. up the hierarchy).

Moves the selected node/s right (i.e. down the hierarchy).

By using the keys above you can build a mindmap for just about anything.

Adding Information to your Mindmap

Once you've added sufficient detail, you can insert icons next to each item to indicate such things

as:

What works well and what doesn’t work well.

Who looks after what (responsibilities or knowledge/expertise)
Different priorities for action

What you have versus what you're planning to add

etc.

We suggest you use a key to make sure that you will recognise the icons well after you add them
to your mindmap. A sample of the Key is shown below.

To add an icon to a node:

Works well =

\_.
Minorissues ?

|

Inconsistent /4y
Problem J l\ Key ,Lt

Goodidea r'

wip #

1. Select the node by moving your mouse onto it (or by clicking it).

2. Press <Alt i> on your keyboard to display a pop-up icons window, and then select your

icon.

Page 3 of 8



o

o ||l x|@l
!‘ Priority 1. "\,
| \
A

Add icons by pressing
<Alt i> on your keyboard.

Click this button  Click this button
lo delete the last 1o delete all icons
icon added to added to the node
the node

|2 |2 [#[©
YA AT-1E
& |=|s @ |O]©
X[\ |=|© @<
So]e|e|o[x

[y

Priority

3. Continue adding more icons if you wish.

[ -
II( -
| % Setup equipment as per Lesson Plan __Setup Instructions

Gymnastics | ¥ Welcome children

f W Play music
| v Ty e
' . ?;f"‘_\ Conduct program  Safety policy
| .
| \_ ¥ PresentFitSchool Award _ Selection Criteria
To remove icons from a node: i Map1 - FreeMi

File Edit WView Insert
4. Click on one of the buttons (shown at right) |- QO é@

| — Delete last icon
'ﬁ — Dwlete all icons
?
PN

To Move Nodes Around the Mindmap

1. Select the node/s to move.
2. Drag them onto the target node.

3. You can have the node placed to the right of the target node or above the target node.

__ Equipment Checklist _ Equipment Checklist

I| i |I .
- s
| % Setup equipment as per Lesson Plan  Selup | 2 Setup equipmentas perLesson Plan__ Setup

Gymnastics ,M
. v Play music
\_ 9/ conductprogram _ Safety palicy
II"-\ W Present FitSchool Award  Selection Criteria

Unload equipment

Gymnastics ;w
W Play music
\_ 9/ conductprogram  Safety policy
I"'-\ W Present FitSchool Award  Selection Criteria

Unload equipment

Progial I F
{ [ Check Lesson Plan
|'/ Check Lesson Plan './7.
/" Setup equipment as per Lessan Plan J/ Setup equipment as per Lesson Flan
[~ - i .
'.._\ Fitness | Welcome children \_Fitness | Welcome children
\-\ Flay music

}-\ Flay music
I'\ Conduct program
\_Present FitSchool Award

l,l'\ Dance

II\—O .

| Athletics To move your node above the target figure, drag your mouse to
the left half of the target node text.

To move your node to the right of the target figure, drag
your mouse to the right half of the target node text.

Page 4 of 8



Alternatively, you can move a highlighted node by using the following keys:

j Left one level
"‘ Ctrl v )
J] 1
:J Right one level

or _
1
Up one level
:J Down one level

plus

To Add Notes to Nodes on the Mindmap

In addition to capturing and organising your ideas by adding nodes and moving them about, you
can add information behind each node in the form of a note. This lets you add detail to the
mindmap - you might come back to a mindmap that you created a few weeks earlier and struggle
to understand what you meant when you added a particular node. Placing a note behind the node
gets past this common problem.

To insert a note;

1. Select the node that requires a note.
2. Select the Insert Note command from the menu.

Format Mavigate Tools Maps Modes Help

[®] . 9 ‘
"y’ New Child Node Insert £ Ll On a Mac .
New Sibling Node Enter
New Previous Sibling Mode Shift+Enter
EI New P tNod Shiftal t Edit nm Insert Format Navigate Tools Maps Help
2w Parent hods It+Inser 9 Taalba ‘map-L.mme - FreeMind - MindMap Mode /Ust
Icons » R4 Secondary Toolbar “nid D Qibo #
Rectangular Selection m
Image (File Chooser or Link)... Alt+ 1 Zoom In <t B —
Hyperlink (File Chooser)... Ctrl+5hift+K Zoom Oulv i
Zoom to Fit to Page
Hyperlink (Text Field)... Ctrl+K
Note Window BTl Lets the note window appear resp. disappear.
¥ Add Graphical Link Ctrl+L
Attribut >
= Add Local Hyperlink Alt+L alclg
7> Cloud Cirl+5hift+8

[Associates a simple note editor to the current note. |

Or simply click in the Note window.
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3. In the basic text editor that appears at the bottom of your screen, type your note. There’s no

limit to the length of this note.

i Flay music u:N'D‘t’E‘ icon (Shows that this node
. has a Note attached)
X l 1-.\ 9/ Conductprogram < Safety policy

|
o | \_ 'V PresentFitSchool Awgrd” _ Selection Criteria
i

Cur Safety Policy needs to bygﬁated to include info on:
- Setting up equipment

- 2TC |
I MNote Editor window

To delete a note:

1. Select the node displaying the note to be deleted.
2. Select the Insert Note command from the menu.
That’s it, the note is gone. Once a note is deleted you can’t un-delete it, so take care.

Expanding and Collapsing Nodes

You can collapse and expand branches on the mindmap to control what is displayed on the
screen.

Press <Space>
Toggle branch between expanded and collapsed.
Click on the node text

The Gymnastics branch is expanded...

| Ordering

! _ Equipment Checklist

[ Node is expanded |-

| Setup equipment as per Lesson Plan __ Setup Instructions
' v Welcome children

. ¥ Play music

\_ €? /A Conduct program b safety policy

\\_# 4 Lonductprogram s SR PETR

\_W Present FitSchool Award __ Selection Criteria

|
FPrograms |

'\ Fitness
... and now it is collapsed...
Operations
| Ordering Node is collapsed
Gymnastics /
{,4%_0
| Fitness

Programs ,~——  ©
Bt bbbl
. Dance
. a

| Athletics
. .

I Print Report blank

Present Qutcomes Reportto Schoaol

. Outcomes Repart -

\_
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To Print the Mindmap

Most mindmaps end up containing a lot more information than you can fit on an A4 page (and still
be able to read). Printing a mindmap in FreeMind is the same as every other Windows application.
However, you might wish to click on File Page Setup... before you print, clicking on the Fit to One
Page option.

it Print Scaling
%\};E!:
Print Zoomvactor (0.0 - 2.0):

To make best use of your printed page, decide on the page orientation (landscape or portrait),
before you print.

Once you've printed your mindmap, keep it on the wall for a week or so - you'll be surprised how
much extra information comes to mind even after you think you’ve ‘finished’ with it.

In addition to printing your mindmap, consider the Export options available. These are available by
choosing the File Export command from the menu, and include the following

Branch as new map... Creates a new mindmap from the selected branch

As HTML Creates a basic browser-based text version of the chart. Notes will

not be displayed.
. Creates a very neat browser-based text version of the chart. Notes
As XHTML (Javascript) will not be displayed.
Creates a clickable browser version of the chart - click on a node
As XHTML in the chart to be taken to the detail for that node. Any notes will be

included.

[Mac doesn't like Flash] Creates a very neat Adobe Flash clickable
As Flash browser version of the chart — you can also include hyperlinks to
documents and/or web pages. Any notes will be displayed.

As PDF... Creates an Adobe Acrobat file using Freemind’s inbuilt pdf writer.
As PNG... Creates a PNG image file - often used for web pages.
As JPEG... Creates a JPEG image file can be pasted into most applications.

As Open Office Writer

Creates a document that can be edited in Open Office Writer.
Document...

What else can | do with FreeMind?

FreeMind offers a great deal more functionality than we’ve covered here. To explore further, select
Help Documentation or Help Help... from the menu.

ST,
= "FAg

Help...
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