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What is Timeliner® XE?

The volume of information today is overwhelming. Timeliner XE helps students make meaning
of information by offering an all-in-one, interactive tool with powerful features and over 400
curriculum-based templates, ready-made projects, and activities. Timeliner XE supports students in:

* gathering and citing information from anywhere, including the Web
* visually organizing information on a timeline, sequence, or cycle
* communicating their understanding in rich, multimedia presentations

Timeliner XE Features:

Built-in Web Browser

Gather information from the Internet without ever leaving Timeliner XE. Switch to the Research
tool and use the Timeliner XE browser to find events, take notes, and add images that you can
see in your timeline instantly.

Timeline Mode

Organize and view information in a timeline in Banner View, Vertical View, Compact View, or
Slideshow View to help cater to a diversity of learning styles.

Sequence Mode

Create visual diagrams for any content that occurs in a sequence, such as the plot of a book,
life cycles in science, or project planning.

Event Editor

The Event Editor makes it easy to add events, and sort, cite, and categorize information in one
place. Use the Editor in any mode or view or while conducting research with the buillt-in Web
Browser.

Multimedia Library

Use the searchable Media Library to quickly find images, sounds, and video to help illustrate
projects. Timeliner XE contains more than 1000 images.

Citation Tracker

While you use the Research tools to capture images and research and gather information,
a built-in Citation Tracker keeps track of the specific information from every different source.

Categories

Help students see patterns and relationships by organizing events into categories with different
colors, or placing events above and below the timescale.

Links

The Link feature allows you to create dynamic links from project events and notes to
websites, other Timeliner files, and program files such as Microsoft Word documents, PDFs, etc.
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Notes

The Notes feature allows you to add more detailed information to any event on a timeline
or sequence project.You can also add notes that are not attached to specific events, such as
introductions, overviews, or instructions.

Cross Curricular Activities

The Main Menu organizes over 400 project templates, ready-made projects, research projects,
challenges, and Finish Me Activities into categories of social studies, language arts, and science
and math.

Project Templates

Start projects quickly with templates that offer a structure for gathering and organizing information.
Choose from timeline and sequence templates that cover language arts, science, and social studies.

Ready-Made Projects

Enhance any lesson with a ready-made timeline or sequence project. Choose from an extensive
variety of projects for all subject areas.

Research Projects

Help students construct their understanding of sequential information by pointing them to age-ap-
propriate Internet resources, including articles from the Grolier Multimedia Encyclopedia.
Create project assignments with specific, measurable requirements.

Challenges

Assess students’ understanding of sequential information by asking them to put events in the
correct order with engaging, interactive challenges.

Finish Me Activities

Invite students to analyze information more deeply by attaching notes to files that ask them
to organize events into categories, attach notes to events, and draw conclusions about cause
and effect.
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Learning to Use Timeliner XE

There are a variety of ways to learn how to use Timeliner XE. Choose the one that best fits your

own style of learning or use them all in combination.

The Getting Started Guide

This guide contains a series of six lessons designed to
introduce the basic features of Timeliner XE. Each lesson
uses sample content to walk you through the steps to learn
how to use the program and is fully illustrated with sample
screen shots so you'll know what your computer screen
should look like while you go through the lesson. Each
lesson is designed to be done in |5 minutes or less. This
guide also includes a chapter with tips for using Timeliner in
the classroom and a detailed curriculum matrix which aligns
all the Timeliner XE activity files to learning objectives.

Online Tutorials

Timeliner XE includes a series of online videos that
demonstrate how to do specific tasks such as creating a
new timeline or sequence project, using the Research tools,
searching the Media Library, and more. These tutorials can
be accessed from the Timeliner XE Main Menu by clicking
the Tutorials button.

Reference Guide

The Timeliner Reference Guide contains system require-
ments, installation instructions, and detailed information
about how to use each feature in Timeliner XE. It can

be accessed through the Timeliner Help menu and is
available as a PDF which you can view and print using
Adobe Acrobat Reader.

Quick Reference Card

Each copy of Timeliner XE comes with a handy reference
card that highlights the basic features, buttons, and tools for
the program.

Professional Development Workshops
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Tom Snyder Productions offers on-site workshops to help teachers learn how to use Timeliner XE
and integrate it into their classrooms. Our experienced trainers — all former classroom teachers
— will come to your school to deliver six hour on-site workshops.We are available to consult with
you on how we can help meet your needs.We invite you to call us at 800-342-0236.
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About Timeliner Documentation

All Timeliner instructions are written for both Mac OS® and Windows-based computers and
assume that you have a working knowledge of how to use your computer and basic commands
such as drag, select, click, etc. If you need to review these procedures, refer to the documentation
that came with your computer.

Enjoy your experience with Timeliner XE! If you have any questions or comments, please contact us
at 800-342-0236 or TimelinerXE@tomsnyder.com.
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Installing Timeliner XE

Timeliner XE System Requirements
Platform Operating Processor Memory Free Hard | CD-ROM | Internet Monitor
Systems Disk Space Access
Windows | Microsoft® Intel® 512MB of RAM I GB For Required | 6-bit colors,
Windows® 2000 | Pentium® | GHz installation [ to use 1024x768
with Service or faster (I GB only Timeliner's | minimum
Pack 4 recommended) buitt-in resolution
Windows XP browser in
with Service Research
Pack 2 Windows mode
Vista® Home
Premium, Busi-
ness, Ultimate, or
Enterprise
Macintosh | Mac OS X Intel Core™ Duo | 512MB of RAM I GB
v1049,104.11, | 1.83GHz or faster
[0.5.1 or 1053 | (recommended) (1 GB
or PowerPC® G4 | recommended)
| GHz or faster

Important reminder!
If you use hardware that just meets the system requirements, the application will run correctly;
however; it may run somewhat slower than desired. All features will be present and function
properly. Using hardware below the system requirements is not recommended or supported, and
may cause the program to run too slowly or prevent certain features from functioning properly.

To Install Timeliner XE

[. Insert the Timeliner XE CD.

AW

Installation Notes:

Double-click the €D icon.
Click Setup (Windows) or Install Timeliner XE (Macintosh).

» By default the program will be saved to:
C:\Program Files\Tom Snyder Applications\Timeliner XE\ (for Windows),

Applications\Tom Snyder Applications\Timeliner XE\ (for Macintosh)

Follow the on-screen instructions to install the program.

» During installation, you will be given a default Save location for project files and activities.
If you want students to be able to access these files from any school computer, we
recommend you choose another location on a shared network server.

» o change the default Save location for project files and activities after the program is
installed, click the Saving tab in Timeliner Preferences and browse to a new location
such as a shared folder on a network server.

» The complete Timeliner XE product contains installations of Adobe AIR (the technology
Timeliner XE is built on) and Adobe Reader.
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To Register Timeliner XE

You can register your copy of Timeliner XE at the end of the product installation process.You can
also register online at http://www.timelinerxe.com.

As a registered customer, you receive:
» Information about product updates
» Discounts on Timeliner XE upgrades

» Free telephone, fax, and email technical support

To Remove Timeliner XE

Windows

|. Click the Start button, point to Settings, and then click Control Panel.
2. Double-click Add/Remove Programs.

3. Select Timeliner XE in the list box, and then click Add/Remove.

Macintosh
Drag the Timeliner XE folder to the Trash, and then empty the Trash.

Upgrading Timeliner

When you install Timeliner XE, it does not overwrite any earlier version of Timeliner installed on
your computer. This enables you to keep files created in the earlier version of Timeliner.

Opening Timeliner 5.0 Files

Files created using TimeLiner 5.0 can be opened by Timeliner XE. However, while all events should
carry over from the original file, you may experience issues such as distorted graphics, missing
categories, and missing labels.
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Customer Service

If you have any questions, comments, or need help with Timeliner XE, you can contact us by email,
telephone, or fax.

For the latest technical information, go to www.timelinerxe.com.

Toll-free: 800-342-0236 (US. & Canada only)

Local or International: 617-926-6000

Hours: Monday through Thursday, 8 am.to 6 p.m. EST; Friday, 8 am.to 5 pm. EST
Email: tech@tomsnyder.com

Web: www.tomsnyder.com

When you call, please have the following information available:
» Software title and version number (found on the CD-ROM and in the About box)
» Your computer’s operating system (e.g, Mac OS X 10.5 or Windows 2000)
» Your computer's memory (e.g, 512 megabytes of RAM)
» Your computer'’s speed (e.g, 1.2 GHz)

If possible, please have the software running on a computer close to the telephone when you call.
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Opening Timeliner

Macintosh

Open the Timeliner XE folder, and then double-click the Timeliner XE icon. The Main Menu
screen appears.

Windows

Click the Start button, choose Programs, and then choose TimeLiner XE.The Main Menu
screen appears.

The Main Menu

The Timeliner XE Main Menu presents three tabs with all the options for creating and opening
projects, templates, and activities. It also has a Tutorials button that when clicked will open the
online tutorial videos.

» Create a New Project: Use this tab to create a new timeline or sequence project
or open a ready-made template.

» Choose an Activity: Click this tab to open or create a Research, Challenge, or
Finish Me Activity.

» Open a Project: Use this tab to access your own saved projects or hundreds of
ready-made timeline and sequence projects.

[IMELINER i

Main Menu
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Create a New Timeline or Sequence Project

Timeliner opens to the Create a New Project tab by default. From here you can open a new
timeline or sequence project, or you can open a ready-made template.

TIMELINER §

Click to open a
new timeline

Click to open a
new sequence

Timeline ready-
made templates

Sequence ready-
made templates

Scroll down to see
more ready-made
templates

Scroll down to see
more ready-made
templates

Main Menu
To Open a New Timeline
I, From the Main Menu, click the Create a New Project Tab.
2. Select the Blank option in the Timeline column, and Click OK.
3. TheTimeline Setup window appears.

To Open a New Sequence
I. From the Main Menuy, click the Create a New Project tab.
2. Select the Blank option in the Sequence column, and click OK.

3. The Seguence Setup window appears.

To Open a Ready-Made Template

Ready-made templates are timeline or sequence project templates that include events with no
dates, categories, and images. They are designed to provided a jump start for common student
projects such as family history, biographies, etc.

I. From the Main Menu, click the Create a New Project Tab.

2. Select a ready-made template from the either the timeline or sequence column, and
click OK to open the template.
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Create or Open an Activity

The Choose an Activity Tab presents the options to open or create a Research, Challenge, or
Finish Me Activity.

TIMELINER i

Select an Activity
type
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e Actvity i S A et 1) Select an Activity
new Activity
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Choose an Activity Screen

To Open an Activity

I. From the Main Menuy, click the Choose an Activity Tab.

2. Select an Activity type: Research, Challenge, or Finish Me.

3. Select a subject from the Subject column, select an Activity from the list, and click Open.

4. Follow the on-screen instructions to complete the Activity.

See the section on Timeliner Activities for more information.

To Create an Activity

I. From the Main Menu, click the Choose an Activity Tab.
2. Click the Create Activity button.

3. Select the type of activity to want to create and click OK.

4. Follow the on-screen instructions to create the activity.

See the section on Timeliner Activities for more information.
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Open a Ready-Made or Saved Project

The Open a Project Tab gives you access to hundreds of ready-made timelines and sequences.
You can also access your own saved projects from this tab.
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Choose a Project Screen

To Open a Ready-Made Timeline or Sequence
I. From the Main Menuy, click the Open a Project Tab.

2.
project from the File column.

3. Click Open.

To Open a Saved Timeline or Sequence
I. From the Main Menuy, click the Open a Project Tab.

Select a subject from the Subject column, a topic from the Topic column, and a ready-made

2. Select My Files from the Subject column (you may need to scroll down). Timeliner takes you
to the My Projects folder; where you can select your saved project.

Note:You can have multiple files open at once.When multiple files are open, each file has a tab
with the saved file name (not the title) at the top of the screen.The active file (Untitled in the

example below) has a white tab.To close a file, click the

on the right side of the tab.

Add ?\ J ( view
E % % — S‘;}*
Event Media Mote Link
My Life.tl ] Family History.tl I Untitled
lwhen Iwhat
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The Timeline Setup Window

The timeline Setup window allows you to preset many common timeline options before beginning
a new project. The window contains four tabs — General, Events, Categories, and Printing.

General Events  Categories Printing

Timeline Setup

Timeline Title:

YRl |, Standard Smanzern Emelings are cypiol cnmnslagiol
timelings. Evenis may be as general as 2008

O Yieair &ras spealic s the minute as Maren 2, 2008

B:30 P
DOne Manth
Cne Week f T I T
18ES 18EE IRET 18RR
Ona Day
Geologic
SIa sa
Cancel oK
Setup Window

There are two ways to access the Setup window:

» The window will automatically open when you start a new timeline.

» When you have a timeline project open, choose Setup from the File menu and the
Setup window will appear. Once you open a new timeline project, you cannot change the
Type of timeline you chose in the initial setup.You can change or enter the Timeline Title,
the Start date, and the End date.

m If you enter a new Start or End date and click OK, the timeline is redrawn to include
the new parameters. However, if the new Start or End date conflicts with events you have
already entered on your timeline, the conflicting date entry will be ignored and the timeline
will remain unchanged.
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General Setup for Timelines

The General Setup tab provides several options for customizing the type of timeline you want

to create.
General Evants Categores Printing
Timeline Setup
Tirmeline Thele:
[ TYPR |4 Standard Smansar tmelings am cypioal carenoiogiol
ﬂ simelines. Bveats may 58 A general as JO0A
One Year Eras apeahie s e minute 55 Maren 2, 2008
B30 P
Timeline __| One Month
Types Qne Week f T I I
18ES 16ER IRET 18R
Ona Day
| Geologic
Saan End
Cancel oK
Setup Window
Timeline Title:

This optional text field allows you to enter a title for your timeline up to 100 characters long.
The timeline title will appear on the timeline. The timeline file can be saved with a different name.

Timeline Type:

There are six different timeline options: Standard (selected by default), One Year, One Month,
One Week, One Day, and Geologic.

Standard timelines are typical chronological timelines. For this type of timeline, events
can be entered as general as 2008 or as specific to the minute as March 2,2008 8:30 PM.

When you choose this type, two optional text fields appear, labeled Start and End.
You can enter start and end dates as general as 2008 or as specific to the minute as
March 2,2008 8:30 PM.

One Year timelines can be used to chart the events of a year.

When you choose this type, a drop-down menu labeled Start appears, which contains a
list of months: January~December. Choose a starting month and Timeliner automatically
creates a timescale that begins on the first day of that month and ends |2 months from it.

One Month timelines can be used to display the events of a typical month.

When you choose this type, a drop-down menu labeled Select the number of days in your
month appears. Choose the number of days for your month and Timeliner automatically
creates a timescale using the number of days specified.
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One Week timelines can be used to show what occurs regularly on certain days
of the week.

When you choose this type, a drop-down menu labeled Start appears. Choose the day
of the week on which you want your timeline to start and Timeliner automatically creates
a seven-day timescale that starts on that day and ends seven days later.

One Day timelines show what happens at different hours of the day.

When you choose this type, a drop-down menu labeled Start appears. Choose the time
of day at which you want your timeline to start (midnight and noon are used in place of
12 AM and |12 PM), and Timeliner automatically builds a timescale that begins on that time
and ends 24 hours later.

Geologic timeline events may range from 100 billion years ago to the Present.

When you choose this type, a text field labeled Start appears. This optional field
accepts alphanumeric start times, such as 900, 900 M, 900 MYA. Enter a start date
and the program will assume millions of years ago. If you enter a date followed by
B or BYA, the program will assume billions of years ago.

If you have previously specified European date or time formats in Preferences,
the Start and End text Fields will accept these formats, and the Start drop-down menu
for One Day will display 24-hour time.

Start/End:

Different Start and End options are displayed based on the timeline type you select. Specifying start
and end times is optional.
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Events Setup for Timelines

The Events Setup tab provides several options for formatting the default text and event styles for
your timeline. Once the timeline is open, you can also change any of these styles.

General  Evemts  Categories  Printing
Default Event Style
Text Style — Taxt | Aral v|22a »|[B [ U
Flag Siyls  Flagesls Sivis
Flag Style ——— Flags — | 2 H |:|
S Style m——— ; Spes Hiyle  Spengole Syl 1
pan Style Spans : - & n
Span Location ———— (s} Put spans sbwva timesrais p:.n Fut spam malew meseale D 0
Cancel oK
Setup Window (Events)

Text:

Choose from the standard options for formatting the event text styles: Font and Font Size; Bold,
Iltalic, and Underline; and a Font Color palette.

Flags:

Click each icon to see a drop-down list of choices for the Event Flag and Flagpole style, flag fill
color, and line colorThe last flag on the right displays the choices you make.

Spans:
Click each icon to see a drop-down list of choices for the Span Event and Span Pole style, fill color,
and line colorThe last icon on the right displays the choices you make.

Put spans above timescale: Select this option to place span events above the timescale.

Put spans below timescale: Select this option to place span events below the timescale.
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Categories Setup for Timelines

Categories are terms that can be attached to events.You can assign specific text colors and
formatting styles to categories in order to help visually organize them into groups. For example,
in a timeline of presidents, you may want to create categories for Democrat and Republican. Use
the options in the Categories Setup tab to define event categories for your timeline.

Ganeral Evants Categories Printing

Categories

A calegary 5 @ keywond, such as “Democral” or "Regubican®, thal can be
assigned o events [o dsiitguish them from offar evants.

Add Category: Add
Edit Category: | Demosrar L
Arial |z »|R I U
Democrat il
Preview Box ——— Delete

| Bhow legend

Cancel 0K

Setup Window (Categories)

Add Category:

Enter the category name (up to 40 alphanumeric characters) in this text field and click Add.
Timeliner automatically defines a new font color for every category you add.

Edit Category:

This drop-down list contains all the categories that have been added to the timeline project.
Choose a category from the list, and it appears in the Preview box below, where you can choose
to format a new font style and color, rename it, or delete it.

Text options:

Contains the standard options for formatting the category: Font and Font Size; Bold, Italic, and Un-
derline; and a Font Color palette.

Preview box: Displays a preview of your category, including its color and font size and style.
Rename: Click to open a window where you can edit the category name in the Preview box.

Delete: Deletes the category that is in the Preview box.

Show legend: (Selected by default) Displays a legend on the timeline defining each category
and its associated color. Uncheck the box if you do not wish to show a legend on your timeline.
This check box is unavailable until you add a category.

19
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Printing Setup for Timelines

The Printing Setup Tab lets you choose between letter or legal paper size for printing.

General Evants Categories Printing

Paper Size

Lettar -

Cancel || OK

Setup Window (Printing)

20
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Adding Events to a Timeline

Once you have selected your setup options, a timeline window will open with the Event Editor on
top and the timeline area below. The sample below shows a few events in the Event Editor and in

the timeline. There are two ways to add events to a timeline.You can use the Add Event button
or use the Event Editor.

Add Event

button - .
1 aea r, Joon "y LAmATL P FTRE
i e P et

Event ¥ 1as 12 J0HE Wy hruttair wad Barn
Editor |
Timeline \\
My parents wire maTed I
1w (22T By DO W Do
Sample Timeline

m Events do not have to be added in chronological order. Timeliner will put events in order.

21
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Using the Timeline Add Event Button

I. Open a timeline project and click the Add Event button | &= | on the main toolbar at the
top of the screen. An Add Event window opens.

Add Event

Start: []To Click to enter
a date range
What!
Category:

Cancel

|. Enter the event date or time in the Start field.

2. If you are entering an event that takes place over a span of time, select the To checkbox
and enter the end time or date in the End field.

| Add Event

Start: EI To
End:
What:
Category: .

Cancel

m Event dates or times can be entered in several formats. For a complete list, refer to the
Date and Time Formats Accepted by Timeliner XE section.

3. Enter a description of the event in the What field.
. Use the Category field to choose or add a category for the event (optional).
5. Click OK.

22
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Using the Timeline Event Editor

The Event Editor appears by default at the top of a timeline project screen. It contains rows of six
column fields. Each field represents one event and can be used to add or edit event information.

| Category [ Notes | Citations | Medla

1 IFH - 19T Thi BFHER Avkian Lu_

LB A The Supem gi-Eaby Live

4 Chdd The B stieg-Hey ede

i Do iy B |
Evie--1 B 0 Popur Tres Bl flacy Loen |
e gt s st g -
B = o

» Enter information into the When and What fields to generate an Event Flag on the
timeline below. A new event row is then generated automatically.

» Use the other optional column fields to add additional information to an event at any time.
» Use the Tab key to move from one column to the next.
» Click in the numbered column of the Event Editor to select the entire event row.

» To change the width of a column, place your cursor on the line just before its title on the
top bar and drag left or right.

Each column field in the Event Editor is explained in detail below.

Event Editor: When Field

Use this column field to enter a date or time for a timeline event.
» Enter a single date or time (e.g, March 2, 1973) to generate an Event Flag on the timeline.

» Enter two dates or times separated by a dash (e.g, April 2004 — April 2010) to generate a
Span Event on the timeline.

» Event dates or times can be entered in several formats. For a complete list, refer to the
Date and Time Formats Accepted by Timeliner XE section.

Event Editor: What Field

Use this column field to enter or edit an event description. It is best to keep event descriptions
brief, but you can enter up to 100 characters in this field. If more text is entered than will fit in the
field, the text will truncate where the field ends.To view the entire length of text, place your cursor
over the field.

Event Editor: Category Field

This field allows you to assign, add, edit, or delete event categories. Click in a category field and
a drop-down list appears with all available categories and options to add, edit, or delete categories.

23
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Once a category is assigned to an event, its text style and color is applied to the event in the time-
line, and the name appears in the Category column of the Event Editor in its assigned color.

none

Add Category

e U ]

| Save |

Add Category Window
m The maximum number of categories a file can have is 20.

Event Editor: Notes Field

Notes allow you to add additional information to a timeline or to specific events on the timeline.
To use the Event Editor to add notes to specific events, type text into the Notes field. This will
automatically create a note as soon as you tab or click off the field.You can add a note of up to
500 characters; however, the Notes field will not grow with the amount of text entered. If more
text is entered than will fit in the field, the text will truncate where the field ends. To view the
entire length of text, place your cursor over the field.

See also Adding Notes to a Project.

Event Editor: Citations Field

|. Place your cursor over the Citations field and click the Add button.The Citation Tracker
window opens.

Note: The Citation Tracker window contains a variety of options for citing event information
and media. For more information, see the section on citing research data.

2. Once a citation has been added to an event, an icon appears in its Citations column. Click the
icon to open the Citation Tracker, and select the appropriate tab to view your citation.

Event Editor: Media Field

The Media field displays icons that represent the media types you have added to an event. The
icons are display only.
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Edit Event Text

Once you have entered events, you can edit the text directly in the Event Editor or from within an
Event Flag.

» Select the event text directly in the Event Editor, make your edits, and press Return
[Enter].

» Double-click the Event Flag and edit the text within the flag.When you have completed
the edit, click in the timeline window to deselect the text.
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Formatting the Timeline

To Format Event Flags

To modify the style of an Event Flag, click it once to select it and then use the available tools on the
Formatting Toolbar to modify it. To change the size of a flag, drag its handles in or out.

Use the Text Style tools to modify Flag Styl Flag Line
the font, font size, style, and color. I\/Iaegnu e Effects Color
| | M?nu I\’Itlenu
) ] |
Arial 1= ve1Uuld [P B g I_D@,
[l Il
I T |
Flag Pole Line Weight  Fill Color
Menu Menu Menu

To Format Span Events

To modify the style of a Span Event, click it once to select it and then use the available tools on the
Formatting Toolbar to modify it.

Use the Text Style tools to modify Span Styl Span Line
the font, font sizle, style, and color. I\’FI):r?u 7e Effects Color
| I\/I?nu Mtlenu

| ] |
- - i n  J—
Arial Il i8 | B I U . 1 DI 1985 [ |:I ?

| |
Span Pole Line Weight Fill Color
Menu Menu Menu

Tip: Choose the default span style, " click the fill color button, O and select a light color
such as yellow to make a span time period more noticeable on your timeline.

To Format Notes

To modify the style of a note, click it once to select it and then use the available tools on the
Formatting Toolbar to modify it.

Use the Text Style tools to modify Note Line
the font, font size, style, and color Effects Color
] Menu I\/I?nu

} T
. Je ~je 1 UG T T 10 Z
| .

Line Weight Fill Color
Menu Menu
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To Format the Timescale

To modify the style of the timescale, click it once to select it and then use the available tools on the
Formatting Toolbar to modify it.

Timescale Line
Menu Color
Mﬁnu
|
1935 |_ &
i
Line Fill Color
Weight Menu
Menu

To Add Color to the Background

To change the color of the timeline background, click the project background and then click the
color button # to choose a color.

To Move an Event Flag Position

To manually adjust the vertical position of Event Flags or Span Events on the timeline, click to select
an event and drag it up or down.You can even drag events into position below the timescale axis.
To adjust the horizontal position of an Event Flag on top of its pole, click to
select the flag and drag it left or right.

| was born

There are two ways to expand or compress the relative length of the timescale on your timeline.
Try them both:

To Expand and Compress Your Timeline

» Click the Expand button to increase the timescale and the Compress button to
decrease the length of the timescale.

» Move the Slider Control between the words Expand and Compress back and forth to
adjust the timescale.

Slider Control

ICDmprESS [ JN Y A A N R AN AN R A N A N BN B | Expnndl

| = % |

To Use the Zoom Controls
Zoom in to or out of a timeline window with the Zoom Controls.

Zoom Out  Zoom In
Button Button

| el | [ |

Zoom to
100%

Zoom Level
Menu

80
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Timeline Views

The data you enter into the Event Editor can be viewed four different ways — Banner View,
Vertical View, Compact View, and Slideshow View. Use the View buttons on the main
toolbar to switch views. The process for adding and editing events, media, notes, links, etc. is the
same in all but the Slideshow View.

m Only the category formatting is maintained between views. Follow the formatting steps
in the Formatting the Timeline section to format events, fonts, styles, sizes, colors, etc. in the Verti-

cal and Compact Views. For more information on setting up a multimedia slideshow, see Using the
Slideshow View.

P

Slideshow View St

- p——r -
ot e

P pa e L]

This is a sample setup window for making a slideshow.
For more information on how to set up a multimedia
slideshow, see Using the Slideshow View.
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Merging Timelines

The Merge feature allows you to combine the data from two timelines into a single timeline.When
you choose a timeline file to merge, if that file does not contain any categories, you have the op-
tion to assign all its events to a category to make it easier to distinguish between events in the
merged timeline.

To Merge Two Timelines

Open the first timeline to merge. Make sure the timeline is saved before you continue.

Click the Merge button 1;5‘1" on the main toolbar and a window opens asking you to select
the timeline you want to merge with.

Next, Browse to select your second timeline. (If you save your timelines into the default My
Projects folder, you can find that folder in the My Timeliner XE documents folder in the main
Documents folder) Click Select.

» If the second timeline to merge with does not contain any categories, you will get a win-
dow with the following message: “Would you like to assign a category to all events in this
timeline? This makes it easier to distinguish between events in the merged timeline.” If you
click Yes, the Categories window opens and you can create the new category.The one
new category will then be automatically assigned to all events in the second timeline. Then,
the merge will proceed automatically. Clicking No proceeds with the merge without as-
signing any categories.

The data from the two timelines will merge into the first timeline file. After merging, only one

timeline file is open — a merged file containing data from both timelines. Save the new file with

a new name.

Rules for Merging Timelines

»  Only similar timeline types can be merged (such as a One Week timeline with another
One Week timeline).

» Timelines cannot be merged with sequences.
» Timeliner XE files cannot be merged with Timeliner 5 files.

» The Merge operation cannot be undone.

m If you merge with a file that contains links to other files, you must save the merged file to
the same folder as the original file that includes the links, otherwise the links will be broken.
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Date and Time Formats Accepted by Timeliner XE

Timeliner XE is smart and flexible about interpreting different date formats. When you enter a
new event date, the program understands different date formats and abbreviations. For example,
you could type Dec 26, 1972 7:50 AM, or 12/26/72 7:50 AM and the program will understand it as:
December 26, 1972, 7:.50 AM.

For a Standard timeline, you can enter a variety of date formats from a year, down to the minute,
and everything in between.You can enter as much or as little detail as you choose. For example,
you might enter December 1972 or you might enter Tuesday December 26, 1972. For example:

2008

January 2008

January 5, 2008 (with or without punctuation)
1/2008

1/5/2008

January 5, 2008 02:30 PM

1/5/2008 02:30 PM

Note: By default, an hour time entered is interpreted as AM unless specified as PM.

Numeric format

When entering dates as numbers and slashes (e.g,, 12/26/72), be sure to input the date in order of
month/day/year. Do not put a space before or after a slash. If you want to use a European style of
day/month/year, you can change to that format in the Timeliner Preferences Formats tab.

Entering 20th- and 21st-century dates

Timeliner makes entering both 20th-century and 2 | st-century dates easier: Years ending in 00-30
are interpreted as 2 | st-century dates (i.e., 2000 through 2030) to make it easier to enter current

events and events in the near future.Years ending in 31-99 are interpreted as 20th-century dates

(i.e., 1931 through 1999) to make it easier to enter most 20th-century historical dates. If you want
to enter other dates, you'll need to enter all the digits for the year.

Shortcuts

To enter dates in the late 20th century (1931-1999) quickly, input the date with numbers and
slashes. For example, 12/26/72 will be interpreted as December 26, 1972.You can use other
shortcuts, including the first three letters of a month followed by either a space or a slash. Here are
some examples:

You Enter The Result
[2/26/72 December 26, 1972
dec/26/72 December 26, 1972
[2/72 December 1972
72 AD 72 AD

210 BC 210 BC

4/14/1865 April 14, 1865
[/1/00 January 1, 2000

m For years between | and 99 AD, you must enter AD after the year.
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The Sequence Setup Window

The sequence Setup window allows you to preset many options before beginning a new project.
The window contains four tabs — General, Events, Categories, and Printing.

Ganaral Events Categories Printing

Sequence Setup

Sequence Tithe:

verenl [ ] (y Circular {:}

| Branstorming area

| Show Basaling

canes | (5]

Sequence Setup Window

There are two ways to access the Setup window:

» The window will automatically open when you start a new sequence.

» When you have a sequence project open, choose Setup from the File menu and
the Setup window will appear.
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General Setup for Sequences

The General Setup tab provides several options for customizing the type of sequence you want
to create.

Belup Window

Gararal Events Categories Printing

Sequence Setup

Sequence Tithe:

| Branstorming area

Show Basalng

o

Sequence Setup Window

Sequence T Title

This optional text field allows you to enter a title for your sequence up to 100 characters long. This
title will appear on the sequence.The sequence file can be saved with a different name.

Sequence Type

There are three different sequence options: Horizontal (selected by default), Vertical, and Circular.

Horizontal sequences display events from left to right. With this type of sequence, you
have the option to select Show baseline. A baseline is a horizontal line drawn under the
sequence with Start and End labels at either end of the line.

Note: The words Start and End can be edited when the sequence is open.
Vertical sequences display events from top to bottom.

Circular sequences display events in a cycle. By default, the event at the top center of the
circle will be considered the first event and the next clockwise event will be considered
the second event and so on. Select the Counter-clockwise option if you prefer your
sequence to follow a counter-clockwise direction instead.

Brainstorming Area

The option to show a Brainstorming Area is selected by default. It provides a staging area above
the sequence where you can quickly add new events before dragging them into the sequence.
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Events Setup for Sequences

The Events Setup tab provides several options for formatting the default text, Event Box, and arrow
styles for your sequence. Once the sequence is open, you can also change any of these styles.

General Evants Categories Printing

Default Event Style

Text | Arial w20 | = HIEH

Bow Ghyld Ao Gyl
Events O e My I:l

caee

Sequence Setup Window (Events)

Text:

Contains the standard options for setting up formatting for the event text styles: Font and Font
Size; Bold, Italic, and Underline; and a Font Color palette.

Events:

Click each icon to see a drop-down list of choices for the Event Box and arrow style, fill color,
and line colorThe last box on the right displays the choices you make.
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Categories Setup for Sequences

Categories are terms that can be attached to events.You can assign them to specific text colors
and formatting styles in order to help visually organize categories into groups. For example, in a se-
quence of a story, a user may want to create categories for plot development and character devel-
opment. Use the options in this Categories Setup tab to define event categories for your sequence.

Genaral Evants Categories Printing

Categories
A caragory is a keyword, such as "Demoacrar” or "Repuhblican ™, that can be
asigmed to evenls to distingeih thern frem obther events.
Add Cabegory: Ald
Edit Category: Chamener Developr | w
Arial - b | =| B I L
Character Development Rl
Dalota

¥| Show legend

Cancel oK

Sequence Setup Window (Categories)

Add Category: Enter the category name (up to 40 alphanumeric characters) in this text field
and click Add. Timeliner automatically defines a new font color for every category you add.

Edit Category: This drop-down list contains all the categories that have been added to the
sequence project. Choose a category from the list and it appears in the Preview box below, where

you can choose to format a new font style and color, rename it, or delete it.

Text options: Contains the standard options for formatting Font and Font Size; Bold, Italic, and
Underline; and a Font Color palette.

Preview box: Displays a preview of your category, including its color and font size and style.

Rename: Click this to open a small window where you can edit the category name in the Pre-
view box.

Delete: Deletes the category that is in the Preview box.

Show legend: (Selected by default) Displays a legend on the sequence defining each category
and its associated color. Uncheck the box if you do not wish to show a legend on your sequence.
This check box is unavailable until you add a category.
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Printing Setup for Sequences

The Printing Setup tab lets you choose between letter or legal paper size for printing.

Setup Window

General Events Categories Printing

Paper Size

| Letter -

l Cancel H OK J

Sequence Setup Window (Printing)
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Adding Events to a Sequence

After you enter your setup information, a new sequence project screen appears. The Brainstorm-
ing Area is at the top of the screen with the sequence below. Use the Add Event button and
the Brainstorming Area to create events. Then drag the events from the Brainstorming Area into
the sequence below.You can also use the Event Editor to add events to a sequence.

Add Event g = P == Sy
ourton —S=t_PEWP S RS FRC S s T
e e i Fowmal  Vncs  Lmam Meetee jomr  Weos e =
Twion & wieps || 7oim 10 saps
Brainstorming —— Moty Boutr
Area
Z
Sequence _|
Area
n;.mrt an;
Ml .-1-.--.;|_:n|-_ -'_'-—_H-ﬂ

Sample Sequence Project

To Use the Sequence Add Event Button

#
|. Click the Add Event button on the main toolbar of the sequence e

2. A new Event Box containing a question mark appears in the Brainstorming Area, and a corre-
sponding blank Event Box appears in the sequence below.

Double-click the Event Box in the Brainstorming Area, and a text box appears.
Enter your event text and then click off the text box.
Repeat steps |- 4 to add additional events.

o bW

Drag each Event Box from the Brainstorming Area into the appropriate blank box in the se-
quence.

7. To move an Event Box back to the Brainstorming Area, right-click (Ctrl-click) an Event Box and
choose Move to Brainstorming Area from the menu.
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Using the Sequence Event Editor

Click the Event Editor button on the main toolbar to view the Event Editor at the top of a
sequence project screen. It contains rows of six column fields. Each field can be used to add or edit
event information. Each row represents one event.

Add — T Ve | || - - P —
TN T R ot N CS )
L Mhrhd S L i L L Wi (=28 S b L e

Owar [witse : [oute gary Isotes foitatiors [veme |

Event Editor4— ;1.
1Tw

Tace 10 piepa | Look for th
Bwdh o

Bt o The Tzke £ slegn Tusrs Fightl
b [ — ] —F | i bockcass | = ¥
start end
L T, e Brpued  [a] = T i
Arai * . v B I U ﬂ - s | o ﬂ

» Enter information into the What field to generate a new Event Box in the Brainstorming
Area and in the sequence below. A new event row is then generated automatically.

» Use the other optional column fields to add additional information to an event at any time.
» Use the Tab key to move from one column to the next.

» To change the width of a column, place your cursor on the line just before its title on the
top bar and drag left or right.

» The Order column is for display only. It will remain blank until you begin dragging Event
Boxes into the sequence.You cannot edit the number in this column. It will update dynami-
cally as you position events in a sequence.

Each column field in the sequence Event Editor is explained in detail below.

Event Editor: What Field

Use this column field to enter or edit an event description. It is best to keep event descriptions
brief, but you can enter up to 100 characters in this field. If more text is entered than will fit in the
field, the text will truncate where the field ends.To view the entire length of text, place your cursor
over the field.

Event Editor: Category Field
This field allows you to assign, add, edit, or delete event categories. Click in a category field and a
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drop-down list appears with all available categories and options to add, edit, or delete categories.
Once a category is assigned to an event, its text style and color is applied to the event in the se-
quence, and the name appears in the Category column of the Event Editor in its assigned color.

Note: The maximum number of categories a file can have is 20.

Event Editor: Notes Field

Notes allow you to add additional information to a sequence or to specific events on the se-
quence.To use the Event Editor to add a note to a specific event, type text into its Notes field.
This will automatically create a note as soon as you tab or click off the field.You can add a note of
up to 500 characters; however, the Notes field will not grow with the amount of text entered.

If more text is entered than will fit in the field, the text will truncate where the field ends. To view
the entire length of text, place your cursor over the field.

See also Adding Notes to a Project.

Event Editor: Citations Field -
|. Place your cursor over the Citations field el
and click the Add button.The Citation o T

Tracker window opens.

The Citation Tracker window contains a variety
of options for citing event information and media. For e | Fage T .
more information, see the section in this guide on using A .
the Citation Tracker.

2. Once a citation has been added to an event, an icon ap-
pears in its Citations column. Click the icon to open the
Citation Tracker, and select the appropriate tab to view

your citation. Citation Tracker

Event Editor: Media Field

The Media field displays icons that represent the media types you have added to an event. The
icons are display only.

38



Timeliner XE Reference Guide

Editing Sequence Text

To Edit Event Text
Once you have entered events, you can edit the text directly in an Event Box or open the Event Edi-
tor and edit the text from there.

» Double-click the text in an Event Box.When you have completed your edits, click in the
sequence window to deselect the text box.

» Click the Editor button to open the Event Editor: Select and edit the text and press
Return.

To Edit Baseline Labels
You can change the default Start and End labels on the baseline so that they better suit the content

of your sequence.

» Double-click either the Start or End label on the baseline to select it, make your edits, and
click in the sequence window to deselect the text box.

|
start end
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Formatting the Sequence

To Format Event Boxes

To modify the style of an Event Box, click it once to select it and then use the available tools on the
Formatting Toolbar to modify it. To change the size of a box, drag its handles in or out.

Use the Text Style tools to modify Box Line
the font, font size, style, and color: Box Style Effects Color
] IVIelnLJ Menu Menu
I 1
1 T
e e -je 1 Ul O fr— 1> 4
I I
Line Weight Fill Color
Menu Menu

To Format the Baseline

To modify the baseline style or text, click it once to select it and then use the available tools on the
Formatting Toolbar to modify it.

Use the Text Style tools to modify

Baseli
the font, font sizie, style, and color. Sg/sleelp/leenu
1
Times 2z -js 1 Uld I

To Format Arrows

To modify the style and color of an arrow, click it once to select it and then use the available tools
on the Formatting Toolbar to modify it.

Arrow
Color
Mlenu
-
Arlrow
Style
Menu
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To Add Color to the Background

To change the color of the sequence background, click the project background and then click the
Fill Color menu to choose a color.

To Move an Event Box

You can adjust the vertical/horizontal position of an Event Box, and you can change the order of an
Event Box in a sequence.

» To manually adjust the position of an Event Box on the sequence, click to select it and drag
it up or down, in the Horizontal View, or side to side, in the Vertical View. Events in the
CircularView cannot be moved out of position.

» o align all Event Boxes in a sequence, right-click (Ctrl-click) an Event Box and choose
Align all with this event from the drop-down menu.

» o change the order of an Event Box in a sequence, click to select it and then drag and
drop it into a different location in the sequence order.

To Delete an Event Box

Click on a box in the Brainstorming Area or in the sequence and choose Delete from the Edit
menu, or right-click (Ctrl-click) a box and choose Delete from the menu.

To Expand and Compress a Sequence

There are two ways to expand or compress the length of a sequence.

» Click the Expand button to increase the length and the Compress button to de-
crease it.

» Move the Slider Control between the words Expand and Compress back and forth to

adjust the sequence length.
Slider Control

I [Dmpregg Ilt_l:__l.lllllllllllllll Expnnd I

To Use the Zoom Controls

Zoom in to or out of a sequence window with the Zoom Controls.

Zoom Out  Zoom In
Button Button

aa | A [a| | £20M O
(o]

Zoom Level a0
Menu
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Sequence Views

You can view sequence data four different ways — Horizontal View, Vertical View, Circular
View, and Slideshow View. Use the View buttons on the main toolbar to switch views. The
process for adding and editing events, media, notes, links, etc. is the same in all but the Slideshow

View.

Note: Only the category formatting is maintained between views. Follow the formatting steps in
the Formatting the Sequence section to format events, fonts, styles, sizes, colors, etc. in the Verti-
cal and Circular Views. For more information on setting up a multimedia slideshow, see Using the

Slideshow View.

T 2
Horizontal View  |iianal Vertical View | oo
B B A B g LSSy R w LDy - e
s I S
e l
I
.'.'.‘.“.‘I-—ﬂ — - = J
e .ol
"N ; -n-
CircularView [ Greular Slideshow View [Sideshow
WA et R 5 ooy o | IS e iR By 4 alisye
=) e
-~ S == =

m To move a circular sequence, click in
the center of the sequence and a gray circle
appears. Click the gray circle and drag the
sequence to your desired location.

This is a sample setup window for making a slideshow.
For more information on how to set up a multimedia
slideshow, see Using the Slideshow View.
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Adding Categories to Events

Categories are terms that can be attached to events in order to help organize them into groups.
For example, in a timeline of presidents, you may want to create categories for Democrat and
Republican.You can create new categories from the Event Editor or the Setup window.

To Create a New Category with the Event Editor

I. Click in the Category column of the Event Editor none

and a small drop-down window appears.
Add Category

2. Click Add Category and the drop-down window
expands to present more options.

3. Type the category name in the field. BIU _:.j

4. Use the formatting buttons to select
a text style and color.

| Save |

5. Click Save and the new category is added to the Add Category Window
list, the drop-down window closes, and the category
is automatically assigned to the event.

To Create a New Category from the Setup Window

I. Choose Setup from the File menu. In the Setup window, click the Categories tab.

2. Enter a category name in the Add Category field and click Add. The category appears in the
Preview box. Timeliner automatically assigns a color and text style. If desired, use the text for-
matting options to assign a different color or font.

3. Click OK.

To Assign a Category to an Event

After at least one category has been created, use the Event Editor to assign categories.

I. Click in the Category column of the event to which you want to assign a category.

2. Select a category from the drop-down window that appears. Once a category is selected, the
drop-down window closes.

Tip: Another way to assign a category is to right-click (Ctrl-click) on a selected event and
choose Add Category from the drop-down menu.This opens the same drop-down window
containing all the categories that have been created. Select a category to assign it to the event and
the drop-down window closes.
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To Remove a Category from an Event

I. Click in the Category column of the event from which you want to remove a category.

2. Select None from the drop-down window that appears. The category is removed from the
event and the drop-down window closes.

To Show or Hide a Category Legend

When categories are assigned to events, Timeliner automatically creates a legend defining each
category and its associated color.

» To remove a legend, choose Setup from the File menu. Click the Categories tab on the
Setup window. Click to deselect the Show legend check box, and click OK.

» o show the legend again, choose Setup from the File menu. Click the Categories tab
on the Setup window. Click to select the Show legend check box, and click OK.

To Arrange Events by Category

If your timeline events are assigned to categories, you can arrange them two different ways:

» Choose Arrange Flags from the Tools menu and then choose Into groups by
category. This option will stack events with the same category along the same plane
on the timeline.

» Choose Arrange Flags from the Tools menu and then choose On alternate sides
of the timeline by category.This option will organize events with the same category
either all above or all below the timescale.

To Edit or Delete Categories from the List

You can edit or delete categories in the Event Editor or in the Setup window.

To Edit a Category in the Event Editor
Use the Event Editor to edit any category that you have created. Any color or font changes you
make to a category will apply to all events assigned to that category.

I. Click in the Category column and click the Edit icon next to the category you want to edit.
The drop-down window displays the category name, formatting options, and a Save button.

» Edit the name of the category in the Name field.
» Use the formatting buttons to change the font and color.

I. Click Save and the updated category is reflected in the list, the edit window closes, and the
category changes are automatically applied to all events assigned to that category.

2. Click off the category window to close it.
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To Delete a Category in the Event Editor
I. Click in the Category column and a drop-down window appears.

2. Click the Delete icon ﬁ- next to the category you want to delete. This will delete the cat-
egory from the list and also remove it from any events it was assigned to.

3. Click off the category window to close it.

To Edit or Delete a Category in the Setup Window

Use the Setup window to edit any category that you have created. Any color or font changes you
make to a category will apply to all events assigned to that category.

|. Choose Setup from the File menu. In the Setup window that appears, click the
Categories tab.

2. Click the Edit Category drop-down list and select the category name you want.

3. The category name appears in the Preview box. From here you can use the formatting tools
to change its color and text style, click the Rename button to edit the name, or click the
Delete button to delete it. This will delete the category from the list and also remove it
from any events it was assigned to.
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Using the Media Palette

The Media Palette allows you to search and view organized libraries of image, video, and sound
files. It presents each media type in a different tab, and each tab is divided into libraries and sub-li-
braries. Media items are displayed in the Media pane to the right of the libraries. Image files display
as thumbnails with a descriptive label underneath. Movies and sound files display with a generic
Movie or Sound icon and also contain a descriptive label underneath.The Search Tab allows you to
perform keyword searches for media, and the Browse button allows you to import your own
media into a project.

» With an open timeline or sequence project, click the Add Media button &= and the

Media Palette appears.
Search all Media Libraries. Click to close the Media Palette.

0r- Libraries | Ssasch
& Amprian Hatery - |

Media types: e | a fi _ L":..-- ﬁ' L ‘f
Images, Sounds,— ¥ Mt e e ST et - o :
and Movies s s :
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Media Libraries Pusians C f.. . e ! . o
organized by F— . s - Ay o

subject matter

b nams

The Media Palette Image tab with the Arts Library selected and its subcategory, Instruments, open.

To Use the Media Tabs:

Click the colored tabs along the left side of the Palette to view the Libraries for each media type:
Images, Sounds, and Movies. Select a library, and subcategory if available, from the scrolling list
to view its available items in the Media pane on the right. Drag an item from the Media pane into
your project and the Attach Media window appears.

To Use the Browse Button:

If you want to import your own media files into a project, the Browse button allows you to
locate and import those files. On the Libraries Tab, click the Browse button. Navigate to the
media you want to use, click OK, and the Attach Media window appears.

To Use the Search Tab:

Click the Search Tab to perform a keyword search
for images, sounds, and movies. Select the media
type(s) you want to search for, enter a keyword
into the search field, and click the Search button.
All available media items will appear in the Media
pane on the right. Drag an item from the Media
pane into your project and the Attach Media
window appears.

Libraries I Search

John Lennon

Search

Search for:

|¥] Images
|¥] Movies
V] Sounds

£

John Lennon John

To Close the Media Palette:

Media Palette Search Field

Click the in the upper right-hand corner of the Media Palette to close it.

See also: Adding Media to a Project
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Adding Media to a Project

There are four ways to add media to a project:

» Double-click the media item in the Media Palette.
» Select the media item from the Media Palette with a single click and press Enter.
» Drag and drop a media item from the Media Palette onto a timeline or sequence.

» Drag and drop media from your computer onto a timeline or sequence.

After any of these actions is performed, the Attach Media window appears with the selected
media item. This window gives you the option to attach an image to an event or to the background.

m Image files can be attached to events or to the project background. Movies and sounds can
only be attached to events.

= Add o Event

Bain: 1% Raw v bevar
Tre fudi

The Bea

The BF

Tre Beam Bers me Egrie

ASE To Backgound

Cancel ox

The Attach Media Window
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To Attach an Image to an Event

|. Double-click or drag and drop an image from the Media Palette into your project and the
Attach Media window appears with the selected item.This window gives you the option to
attach the image to an event or to the background.

2. Select the option to Add to event. Choose an event from the list, and click OK.The image
appears attached to the event on your project. In addition, an image icon appears to the left
of the event. If necessary, drag the event up or down so that the image fits in the project, or
resize the image by dragging its corner handles.

@ Elvis: It's Now or Never I

e TT1=4
Tl a H

é Note media tray

11
(= =)

3. Click the image to select it and its media tray appears. Place your cursor over any icon in the
tray to see its function.

» | Minimize: Reduces the image to a small icon.To view it again, click the image icon to
the left of the event.

> L Resize: Click to resize the image to its original size. Alternatively, you can drag the
corner handles in or out to resize the image.

> Ei Citation: Opens the Citation Tracker
> ‘9 Delete: Deletes the image
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To Add an Image to a Project Background

|. Double-click or drag and drop an image file from the Media Palette into your project and the
Attach Media window appears with the selected image. This window gives you the option
to attach an image to an event or to the background.

H""‘:—'q\.‘

- '{,' I';_-_‘._\__ _

Attach Media Window

2. Select the option to Add to Background and click OK.The image appears on your project
and you can drag it anywhere you want.

%)

(- £
P

3. Click the image to select it and its media tray appears. Place your cursor over any icon in the
tray to see its function.

» Minimize: Reduces the image to a small icon. To view it again, click the image icon to the
left of the event.

» Resize: Click to resize the image to its original size. Alternatively, you can drag the corner
handles in or out to resize the image.

» Citation: Opens the Citation Tracker
» Delete: Deletes the image
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To Attach Sound or Movie to an Event

|. Double-click or drag and drop a sound or movie item from the Media Palette into your project
and the Attach Media window appears with a generic icon of the selected item — either a
sound or a movie icon. Because you cannot attach sound or movies to a project background,
this window only gives you the option to attach the item to an event.

2. Select an event from the list and click OK. On the project, the media item is represented by
an icon to the left of the selected event.

3. Click the icon to play the movie or sound file. If an event has more than one attachment, an
icon of a plus sign will appear instead. Click the icon and select from the list of attachment

icons that appear.

Sound icon @
= |lwas born I

reision €) My mother was born
o

m7’imeliner XE will play flv movie files and .mp3 sound files within the Timeliner program.
Other media file types such as QuickTime or WAV will play in in your default browser.
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Deleting Media from a Project

To Delete Image Files

There are three ways to delete image files from an event or from the project background:

» Click the image on the project and then click the Delete icon Ei from its media
tray.

» Click the image and choose Delete from the Edit menu.

» Click the image and press the Delete key.

To Delete Sound and Movie Files

» To remove a sound or movie file from a project, right-click (Ctrl-click) the event
and choose Remove Audio (Video) from the menu.
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Adding Notes to a Project

The Timeliner Notes feature allows you to add more detailed information to any event on a
timeline or sequence project.You can also add notes that are not attached to specific events, such
as introductions, overviews, or instructions. There is no limit to the amount of text you put into a
note.You can set up your note text to appear on the project or to display only when clicked.

You can only have one note per event. However, there is no limit to the number of notes you can
attach to the background.

To Add a Note:

|. Select the event to which you want to add a note. If you do not select an event, the note will
be added to the background. Use one of the following methods to add a note.

Ve
» Click the Add Note button ' i on the main toolbar. Double-click in the note that ap-
pears and enter your text. Click off the note.

» Choose Note from the Add menu. Double-click in the note that appears and enter your
text. Click off the note.

» Type text into the Notes field in the Event Editor. This will automatically create a note as
soon as you tab or click off the field.

I. Select the note and right-click (Ctrl-click) in the box and choose Resize to fit text.
Alternatively, you can resize the note manually by clicking and dragging the blue corner handles.

Notes that are attached to the background can be dragged to any location on the project, but
notes that are attached to events cannot be moved.

2. When a note is selected, a media tray appears with the following options:

___—>» Minimize: Reduces the note to a small
icon. Click the icon to view the note.

n
[E'\ » Add Link: Allows you to link the note to a
iz website.

; -\> Add Bullets: Formats the note text with

= \ bullets
\ » Citation: Opens the Citation Tracker

» Delete: Deletes the note

52



Timeliner XE Reference Guide

To Format Notes

Click a note to select it and use the Formatting Toolbar to customize the following:

> Font text size, and text style Tip: Follow these steps to use a note

» Text Color to create a label for an image on
» Line Thickness and color your timeline.
> Fill Color I. Add a note to the background.
2. Type a label such as John Adams.
To Edit Notes 3. Resize the note by clicking and
To edit a note, you can either: dragging the blue corner handles.
4. With the note selected, use the
» Double-click the note and edit its text. formatting toolbar to change the
» Click in the Notes field of the Event Editor Fill Color and Line Color to white.

and edit the note text.

To Delete Notes
To delete a note, select it and do one of the following:

» Press the Delete key.
» Click the Delete icon on its media tray.
» Choose Delete from the Edit menu.

To Print Notes
|. Choose Print from the File menu.
In the Print dialog box, select Notes page.

3. All notes that are attached to events will print on a separate page
from the timeline or sequence.

What do you want to print?

The default layout is Portrait. To
change this for your printer, click
Properties an the next window and
select a different page orientation.

| | Sequence

| | Event Editor
| | Brainstorming Area
|v] Notes page

| | Citations page -
| Cancel [ | Print |

Print Dialog
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Adding Links to a Project

The Timeliner Links feature allows you to create dynamic links from project events and notes to
websites, other Timeliner projects, and program files such as Word documents, PDFs, etc.

To Add a Link to an Event

I. With a project open, choose Save from the File menu. (To create links, the project must be
saved first.) IE

™

2. Select an event and click the Add Link button .1 on the main toolbar. The Add Link
window appears. This window allows you to create three types of links. Select the radio but-
ton that corresponds with what you want to link:

& o wabsta ¥ Web Site
i | TimaLiner Oocumant = e Timeliner Document
™ File ™ File

Uinikc To: | myep v, ekl cam|

Linik To Drewsa
Try This
Remave Cancel oK REmava Cancal oK
Add a Link to aWeb Site Add a Link to aTimeliner File or

Other Document

» Select Web Site and enter a URL in the Link To box. Click Try This to test the link.

» Select Timeliner Document and then click the Browse button. Locate the file you
want to link to and click Select.

» Select File and then click the Browse button. Find the file you want to link to and click
Select.

Note: Each event can only have one type of link.

|. Click OK to make the link.

2. Once the link has been created, a link icon appears next to the event. On an event with other
attachments, click the plus-sign icon to view the link icon. Place your cursor over the link
icon to see the link description. Click the link icon to open the link.

=}
| The British

Place your cursor On an event
over the link icon !E@ with other at-
to see the link o ) tachments, click
description. - ThE Eeatles'- the green plus-
sign icon to view

Click the link icon the link icon.
to open the link.

N2
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To Edit or Delete an Event Link
|. Click the linked Event and then click the Link button on the main toolbar.

2. Inthe Add Link window, you can either edit the link or click the Remove button to delete
it. Click OK.

To Add a Link to a Note

You can make links from notes to websites.
3
. . . “
|. To add a link to a note, select a note and click the Add Link button ,"'L on the
main toolbar.

Enter the URL.

Link to: | http://wew.fiftleswe b.com /ftv/ed-sullivan.htm

Link Name (optional): | The Ed Sullivan Show E;‘}ﬁgthe website

I Cancel || OK |

Add Link to Note Window

2. The Add Link window appears.Type the website URL in the Link to field.

3. Type the name of the website (optional) in the Link Name field. This name will appear at the
bottom of the note. If you do not enter a name, the URL will appear at the bottom of the note.

4. Click OK.The link name or URL appears in underlined blue text at the bottom of the note.

5. To open the link, click the note to select it and then click the link on the bottom of the note.
The link opens the appropriate URL in the Timeliner Browser window.

To Edit a Note Link

To edit a link you have added to a note:
I. Place your cursor over the link name or URL at the bottom of the note, and two icons, Edit
and Delete, appear to the right of the link.

2. Click the Edit icon, j and the Add Link to Note window appears containing the
information that was previously entered for the link. Make any changes and click OK.

To Delete a Note Link

To delete a link you have added to a note:
I. Place your cursor over the link name or URL at the bottom of the note, and two icons, Edit
and Delete, appear to the right of the link.

y o
2. Click the Delete icon }Id and the link is deleted.
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Using the Slideshow View

The Slideshow feature allows you to turn any timeline or sequence into an interactive, multimedia
presentation. Each event becomes a slide that presents its attached media, notes, and links.You can
set up the pace, transitions, and the look and feel using the available background templates or ones
that you customize.

To Set Up a New Slideshow

Click the Slideshow View button “° on the main toolbar. The Slidshow setup screen appears.
Place your cursor over any option on this screen to get its description in the info box.

»; Tharmes Contum Rt p e

o) Asty adanrE By 0 - EBTGERCE
Oy Srmw Preris wih Heda

ny

L “.Z‘,"__' e e B

Slideshow Setup Window

Slideshow Title: If you have given your project a title, it will appear in this field. Otherwise,
enter a title for your slideshow. It will appear on a Title slide at the beginning of your slideshow.

Created by: Enter an author name to your slideshow. The author name will appear on aTitle
slide at the beginning of your slideshow.

Background Theme/Custom Setup: Select the Theme option and then select one of

the available themes from the list. Click Custom Setup to customize the background for
your slideshow.

Auto advance: Select this to advance the slides by the number of seconds you set.

Only Show Events with Media Attachments: This option appears if one or more of your
project events has media attached. Select it to display only those event slides that have media in
the slideshow.

Loop: Starts your slideshow over again when you reach the last slide.

Transition: Choose a transition style from this drop-down menu.

Run Slideshow: Plays the slideshow according to your settings.

Exit the Slideshow: Press the Esc key to exit the slideshow at any time.
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Custom Options for a Slideshow

To Customize the Slideshow Backgound
If you select the Custom Setup, new options appear for setting a background and frame.

Slideshow Title oo Evpenne Cruated by  Goce B0

[(momac_ |

Tawturs

Panasn

Anpiy Side Barder

Hslm EEnt for {hh alide gess bete

Wun Slideshow
|Fruas E5C 18§30 B iMaatae

Slideshow Setup Window

» Click one of the three options, Solid Color, Texture, or Pattern, and then click the box
to the right to choose from its menu of available options.

» Select Apply Slide Border to put a border on each slide.

» Click the Frame box to choose from its menu of available options. Frames are put
around images on each slide.

» Select No Frame if you prefer your slides to have no frame.

To Set the Slideshow Font

The font used in the slideshow is the font set in the Setup window.To change the font, choose
Setup from the File menu. Click the Events tab and select a font from the Text drop-down
menu. Adjust the font style and color with the available options.
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Using the Spell Checker

There are two ways to spell check with Timeliner: You can use the automatic spell checker to
check spelling dynamically or you can use the spell check tool.

To Use the Automatic Spell Checker

The automatic spell checker preference is on by default. With automatic spell checking, a wavy red
line appears below any words the dictionary does not recognize.You can right-click (Ctrl-click) the
wavy red underlined word to see a list of suggested spellings, and then make a selection from the
list. The right-click menu also contains the option to add the selected word to the dictionary.

To Turn off the Automatic Spell Checker

Choose Preferences from the Timeliner XE menu and deselect the option to Check
spelling as you type located on the General tab.

To Use the Spell Check Tool

You can activate a spell check anytime by choosing Spell Check from the Tools menu.\When
the first misspelled or unrecognized word is located, the Spelling window appears.

Spelling

waord:  racleved Change
Suggestlons: Ignhore
recelved Ignore All

recelved -

— Add

relleved

reachleved
decelved
receded
receded

recelve -

— Close
Spelling Window

Please note that the following items will not be spell checked:

» Date fields (such as the When field in the Event Editor and the Start and End fields in the
Setup window and Add Event window)

Category fields (in the Event Editor and the Add Category field on the Setup window)
Citation Tracker fields
The Created by field in the Slideshow View

URLs (in the Link To field of the Add Link window or the URL field in the Research Assign-
ment Wizard)

The Search field in the browser

YyYYyVvYy

\J
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Using the Research Tools

Use the Timeliner Research tools to research and gather information for events, capture
images, and make direct links from events to specific webpages. Timeliner keeps track of the
information and media you gather with its built-in Citation Tracker.

To Open the Research Tools

Open the Timeliner Research tools from within any timeline or sequence project to access
information and media from the Internet.

» C(lick the Research button €3 at the top right of the project window and the
Timeliner will open its Research Browser window. The Event Editor remains on top of
the screen, allowing you to add events, notes, and media directly into Timeliner as you do
your research. The Browser Toolbar allows you to search for and access websites, capture
images, and create weblinks to events. The default Research Home Page has direct access
to prescreened websites appropriate for many academic research topics.

m If you are in Sequence mode and the Event Editor is not open, click the Editor button on
the top of the window.

Research button

1 | [ —————
. — ? . | Return to
Event Editor —— = {'3 G_ your project
Tasen Twinac Kurpery Tzmes lomarans wssin |
Timeliner_.k-:= Y R BE aA -
Browser Tool- [y
bar T MELINER Research Home Page —L_Research
Tien ol i 1h5) DTS ity D Pl B8 plu EBERACh yiur RETEENE OF SOguEnc Home Page
L Reacarch Sources Search Engines
._- T Librasy o Cosgron Gezgia
o o ot ey Lo

Google :r-
=28 Y Timeliner's Research
Browser is streamlined for
NoTE i i i
NOTE; - use in an a;ademlc setting.
Therefore, it does not support

i LIHRARY =
A UG RESS

TEseAI bk gt

e 6 Tk Forkerances
imeb 1 Prefcscen pop-ups, downloading files, or
oo v installing plug-ins. This results

in more productive time spent
researching on the web.

Timeliner Research Browser

The Browser Toolbar
Place your cursor over any tool in the Browser Toolbar to see its function.

Image Capture tool Search field
|
P B 00 aAr =
| Ny q
Add Link tool Reload page fg%f[egiz or decrease
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To Research, Gather; and Cite Event Data

Use the Research Home Page links or the Search tool to research a topic and enter informa-
tion directly into your timeline or sequence project. Timeliner keeps track of the information you
gather with its built-in Citation Tracker:

I. With the Research Browser window open, click a Weblink | mes s s s e
on the Research Home Page or use the Search field to W pess s s
find and open a website. (Note: The Timeliner search field '
defaults to the Google search engine.You can change that
default in Timeliner Preferences.) srrm b e S e R

2. With the website open, enter event information into the
What and When fields of the Event Editor (or just into
the What field for a sequence).

3. Place your cursor over the event’s Citations field in the Bt
Event Editor. Click the Add button | ada |that appears,
and the CitationTracker opens.

Citation Tracker window
4. Click Cite current webpage to automatically collect the

URL, page title, and current date. Click OK.

5. Click the Timeliner or Sequence button at the top of the page to return to your proj-
ect. Click the Citation icon next to the event to view its citation. Click Close when you are
done.

e
S A e R
"""'r = """ . """"' - Mhi.'-1

v b e ot s - i} r

Citation icon l_-1

m Entering data into the When field for a timeline project is optional. While conducting
research, you can simply enter information into the What field of the Event Editor. Events
without When information, however, will appear in the Event Editor but not in an Event Flag
on the timeline.
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To Capture and Cite an Image

Use the Image Capture tool in the Timeliner Browser Toolbar to capture any image from a
webpage. Use it to capture an entire image or select a specific section of an image or webpage.
Each time you capture an image, the Citation Tracker automatically captures its URL, webpage

title, and date of capture.

I. From your timeline or sequence project, click the Research button to open the Research

Browser window.

2. Use the Search field or the available links to locate an image

that you want to capture.

3. Click the Image Capture tool " on the Browser
Toolbar. Position the cursor at the top of the image and drag
across the image. Release the cursor and the Add Media

window appears with a preview of the captured image.

4. You can choose to attach the image to an event or the
background. Make your selection and click OK.

If you attach the image to an event:

Click in the event's Citations column on the Event
Editor and the Citations window appears. Click the
Graphics tab to see how the citation information was
captured along with the image automatically. Click OK.

Or you can return to the project window and select the
image on the project. Click the Citation icon on its
media tray and the Citations widow appears. Click the
Graphics tab to see how the citation information was
captured along with the image automatically. Click OK.

If you attach the image to the background:

Return to the project window and select the image on
the project. Click the Citation icon on its media tray
and the Citations window appears. Click the Graphics
tab to see how the citation information was captured
along with the image automatically.

Click OK.

T =
i T Foy i

Citation Tracker window
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To Print Research Citations

Timeliner provides you the option to print all the citations for a project separately from the
timeline or sequence.

|. Choose Print from the File menu.
2. Select the Citations page option.

3. Select or deselect other options as desired and click Print.

What do you want to print?

. The default layout is Portrait. To
L] Timeline change this for your printer, click
Properties on the next window and
select a different page orfentation.

|| Event Editor

|| Notes page

|v] Citations page

Cancel Print
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To Add aWeb Link to an Event

Use the Links tool on the Browser Toolbar to create a direct link from any event in your project to
a designated webpage. Once an event is linked, you can open its webpage from within your project.

Bessaarth

|. Click the Research button 9 to open the Research tools.

2. Use the Search field or the available links to locate a webpage that you want to link to an event
in your project.
3. Click the Link button.The Add Web Link window appears with the URL of the website on

the left and a list of your events on the right. Select the event to which you want to make the
link and click OK.

4. Click the Timeline or Sequence button on the top of the screen to return to your project.
Place your cursor over the icon that appears next to the linked event to see the title and URL
of the Weblink. Click the icon to open the link.

Credis i Brial B SR 1
Erva . [T Mo ar Rve

The Ripmmess Ry L
The Bratcl

LN T ——

Camel oK
Add Link to Event
@ The Supremes-Baby Love J
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About Timeliner Activities

Timeliner offers three different types of Activities: Research Activities, Challenges, and Finish

Me projects. There are a number of ready-made activities included in the program and you can
also create your own.

Research Activities

r 1 Research Activities provide students with structure and parameters for conducting
‘6 research. Each one includes an introduction, assignment instructions, and links to
s prescreened websites. This directed research helps students collect and organize key
information and present what they find in a timeline, slideshow, or sequence project.

Challenge Activities

" Challenge Activities present a dynamic, interactive environment in which students earn
" points and track their time spent putting timeline events in the correct order.
e

Finish Me Activities

Finish Me Activities include notes that instruct students how to complete a timeline or
sequence project by adding additional events, notes, or media.

B s

[TMELINER &

Choose an Activity Screen

To Open an Activity

On the Main Menu, select the Choose an Activity Tab and select one of the three Activity
types from along the top of the screen.
» To open a ready-made activity, choose a subject from the Subject column (use the
up and down arrows to see more), select an activity from the list, and click Open.

» To make your own activity, click the Create Activity button and click Open.

64



Timeliner XE Reference Guide

Using and Making Research Activities

To Use a Ready-Made Research Assignment

Ready-made Research Activities provide everything students need to research a topic and organize
information gathered in an academically appropriate, prescreened Internet environment.

[. On the Main Menu, click the Choose an Activity Tab. Click the Research button and
then select a subject from the Subject column.

2. Choose a Research Activity from the list and click Open.
m Activity files with a globe icon @ are online files. These files may take longer to open.

3. The Research Assignment appears in the Timeliner Browser window with the Event Editor at
the top. Below the Browser Toolbar are two tabs, one for the Assignment and the other for the
Research Home Page.

-—— Event Editor
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BB N T W3 CRER ya R gk M | e gt L e s b
b oaioe T g bagmes SErwion or Sog s B Ens Tan e ek e ol s
& gete oy rirreler Fuedou Tl
S RS e L S—————
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Weblink . 4

Research Assignment in Timeliner Browser
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4. Read the Introduction and the Assignment Directions.
5. Click the Weblink and it opens in a new tab.
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Research button
— Timeline button
BrowserToolbar

—— with Research
tools

6. Add events and notes into the Event Editor on the top of the screen.

MYOU can add events and information in the What column with or without filling in the

When column.

Use the Research tools to capture images and links and the Citations field to collect citations.

Click the Assignment Tab to refer back to the Assignment if necessary.

9. To view your timeline or sequence project as you work, click the Timeline or Sequence
button on the top of the window. Click the Research button to return to your research.

|0. When you are done, choose Save from the File menu and you can save to the default My

Projects folder (recommended) or to another location on your computer.

| I. To open your saved research later; select the Open a Project Tab on the Main Menu, and
then select My Files from the Subject column. From there, you can open the file from the

default My Projects folder or navigate to the location where you saved your project.
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To Make Research Activities

You can create and save Research Activities for students to follow, complete with instructions,
websites, and resources that you choose ahead of time. The Research Activity Wizard will step you
through the process.

I. On the Main Menu, click the Choose an Activity Tab. Click the Create Activity button
and a New Activity window appears.

Mrw MBIy

Research 42 a5 you ractl
Assignment —}. =) Bseanch ASsgnment
button Chabenge
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description mEE 38 (naCeE I e Temaing, BE ) 3 URGRISHE W 8RR AE OEAT IREILTES 1A
Woul At My Ml halafu
Cancel oK
New Activity Window

2. Click the Research radio button and then click OK. A Research Activity Wizard
appears. The Research Activity Wizard will take you through a series of five screens that enable
you to customize a new Research Activity for any subject you choose.

Follow the
instructions on
each screen.

¢| Click throwgh these easy steps to croake your own Research Acthvity.

Click Next to
continue to the

Corcel || = Mexte —F— next screen.

Research Assigment Wizard

3. Follow the instructions on each screen to create your Research Activity. Click Next when you
are done with a screen.

4. At the final screen, click Finish and the Research Activity will automatically save to My Activi-
ties. Then, the completed Research Activity will open for you to review.

5. To access this activity, select the Choose an Activity Tab on the Main Menu. Select My
Activities from the Subject menu, choose the file, and click Open.The activity opens as an
untitled project template so that students can save it with a different name after they complete
their work.
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Using and Making Challenge Activities

To Use Challenge Activities

Each ready-made Challenge Activity presents a dynamic, interactive environment in which students
earn points and track their time spent putting timeline events in the correct order.

[. On the Main Menu, click the Choose an Activity Tab. Click the Challenge button and
then select a subject from the Subject column.

TIMELINER §

2. Choose a Challenge Activity from the list and click Open.

3. The Challenge window appears. Drag Event Boxes into the correct position in the time-
line. If you make a mistake, drag the Event to its correct location or back up to the top of the

window.
T T
Oldest U.S. cities Challenge Results |
vl ::‘ Drag Event
o mﬂ v T Boxes into
E the correct
i iy position in
— the timeline.
L | = o =
Challenge Results Challenge Activity

4. Click Done to get your score and continue on to the Bonus Round. If any events were mis-
placed, they fly back up to the top of the window and you must try again.

5. In the Bonus Round, choose the correct category from the drop-down list that appears above
each event. In the Bonus Round, you are only allowed one chance to get it right.

MA Bonus Round is available only for timelines that have designated categories for events.

6. Click Done and a Reward animation plays. Click Done to get your printable Challenge Results.
Click Done on the Challenge Results screen to go back to the Timeliner main screen.
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To Make Challenge Activities

Assess your students’ knowledge of facts by making your own Challenge Activities. A Challenge Ac-
tivity can be made from any timeline with |5 or fewer events. The Challenge Activity Wizard steps
you through a series of four screens that enable you to make a timline into a Challenge Activity.

I. On the Main Menu, click the Choose an Activity Tab. Click the Create Activity button
and a New Activity window appears.
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New Activity Window

2. Click the Challenge radio button and then click OK. At the next window, locate and select
a timeline file and click Select. A Challenge Wizard appears.

3. Follow the instructions on each screen to create your Challenge Activity. Click Next when you
are done with a screen.

S R— Cancel = Bk Finish

Challenge Wizard

4. When you are done, click Finish. Save the Challenge in the Save window and the completed
Challenge Activity will open for you to review.

5. To access this activity, select the Choose an Activity Tab on the Main Menu. Select My
Activities from the Subject menu, choose the file, and click Open.The activity opens as an
untitled project template so that students can save it with a different name after they complete

their work.

Tip: You can open and save any timeline file as a Challenge by choosing Save as Challenge
from the File menu. Continue with step 3 above.
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Using and Making Finish Me Activities

To Use Finish Me Activities

Choose ready-made Finish Me Activities from a variety of subject areas.

[. On the Main Menu, click the Choose an Activity Tab and then click the
Finish Me button.

TIMELINER

2. Select a subject in the Subject column, select an Activity from the list,and click Open.
3. The Finish Me Activity opens with instructions for how it should be finished.

Finish Me Activity

4. Follow the instructions to complete the activity. Choose Save from the File menu when you
are done if you want to save or print the results.You can save to the default My Projects folder
(recommended) or to another location on your computer.

5. To open your saved Finish Me activity later, click the Open a Project Tab on the Main

Menu, and then select My Files from the Subject column. From there, you can open the file
from the default My Projects folder or navigate to the location where you saved your project.
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To Make Finish Me Activities

|. First, create or open a timeline or sequence project that you want to use as a Finish Me Activity.
Make sure you include a note with instructions for how you want the project finished. Save the
file to the My Projects folder.

2. On the Main Menu, click the Choose an Activity Tab. Click the Create Activity button
and a New Activity window appears.
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3. Select Finish Me and click OK.

4. At the next window, browse to select the project file you want to save as a Finish Me Activity
(the window will open to My Projects by default). Click Select and the project opens with a
Finish Me Wizard in front.

5. Enter a title for your Finish Me Activity and click Finish. A Save window opens directing you to
save the file to the My Activities folder.

Click through these easy steps to create your own Finish Me activity.

Erans & Tice for the Finah He scvey.

RS — Carcel - Fimish

Finish Me Wizard

6. To access this activity, select the Choose an Activity Tab on the Main Menu. Select My Proj-
ects from the Subject menu, choose the file, and click Open.The activity opens as an untitled
project template so that students can save it with a different name after they complete their
work.
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Preferences

The Timeliner Preferences window allows you to set certain application options for your computer.

To Open the Preferences Window

» Windows: Choose Preferences from the Tools menu.

» Macintosh: Choose Preferences from the Timeliner XE menu.

The Preferences window contains four tabs: General, Formats, Saving, and Internet. Each tab
presents options that can be customized. Place your cursor over any option to get its description in
a box below. All changes you make to preferences remain in effect, even after you quit Timeliner.

Along the bottom of each tab are the same three buttons:

» Restore Defaults: Click to reset all preferences to the original Timeliner defaults.

» Cancel: Click to cancel any changes that have been made to the preferences and close
the window.

» OK: Click to save any new preferences you have set and close the window.

General Preferences
[ Fafwses

Ask for language choice on startup Genersi | Fommats  Savieg  Inbermet
Select this option if you want to display a language ek o g cholcs on T g
selection window when you open Timeliner: The ] Chack 1paing 43 vou trow
program defaults to English. If this box is checked | Py sound effects

you can choose Spanish.This check box is selected en rmain tosar 1o petiorm

by default unless when you originally opened
Timeliner; you selected Don’t ask me again
on the language selection window.

Check spelling as you type

Select this option if you want the program to auto-
matically check the spelling of words as you enter
text. When automatic spell check is on, a wavy red
line appears below any words the dictionary does Preferences Window
not recognize. This check box is selected by default.

Restore Defaules Cancel oK

Play sound effects

Allows you to toggle the Timeliner sound effects (in Challenges, etc.) on or off. This check box is
selected by default.

Move main toolbar to bottom

When selected, this option moves the main toolbar to the bottom of the Timeliner window below
the Formatting Toolbar:
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Formats Preferences |

Genersl  Formats  Sawing  Inbernet

This tab contains two subsections to delineate the
options: Date and Time. Date (o MMDOMMTY | DOMMYTY

Displary one mikon years ago as
+; 1 il Ui BCEACE natasd of BCAD

Date Options 1,000,000

MM/DD/YYYY
This radio button is selected by default. It displays
and allows you to enter Timeliner dates in the

Month/Day/Year format.

DD/MM/YYYY Rastors Dtautts | | Cancel | | OK

Select this option to specify that you want to display
and enter all Timeliner dates in the Day/Month/Year Formats Preferences
format.

Display one million years ago as:

These options allow you to select how years are labeled in Geologic timelines:
I million (selected by default), 1,000,000, or 1 MYA.

Use BCE/CE instead of BC/AD
Select this option to change how years are labeled. Before Christ/Anno Domini (BC/AD) is the
default, but you can select this check box to switch to Before Current Era/Current Era (BCE/CE).

Time Options

Use 24-hour clock

Select this if you want to use a 24-hour clock for displaying time. For example, a time of 2:30 PM
would appear as 14:30.

Saving Preferences L —

Genaral Formats  Saving  Deternat

Save project files to: e THeowm ey Te AT TE Beeem AT Browse_

This field contains the default save location for all
your projects, My Documents/TimelinerXE Documents/
My Projects. You can change the default save location
by clicking the Browse button to the right of the
field, navigating to a new location, and clicking OK.

Save custom activities to:

This field contains the default save location for all ac-
tivity files that you make, My Documents/TimelinerXE
Documents/My Activities. You can change the default
save location by clicking the Browse button to the Saving Preferences
right of the field, navigating to a new location, and

clicking OK.

Redora Defpulls Carcel ox
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Internet Preferences

Default research home page

This field displays the default home page
for the Timeliner Research Browser,
http://content. TimelinerXE.com/Research.
To change the home page, type a new
web address in this field.

Default search engine

This field displays the default search
engine for the Timeliner browser,
http:/lwww.google.com/search’q=

Restore Defaules Cancel oK

Internet Preferences

To change the search engine, type a new web address in this field. You must type the new search
engine address so it will perform a search when the search term is entered in the search field.

Here are some examples:
http://www.google.com/search!q=

http://www.askkids.com/web?q=
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Using Keyboard Navigation

TimeLiner XE supports standard keyboard navigation for its major features.

Note for Mac users: In order to enable full keyboard access on the Macintosh platform, Mac
users should open the Keyboards & Mouse window in System Preferences and ensure that the
All controls option is selected within the Full keyboard access section.Windows users do not
need to change any settings.

To Use Keyboard Navigation with Timeliner:

» Pressing the Tab key moves you forward (or down) one interface element at a time.
» Pressing Shift + Tab moves you back (or up) one element at a time.

» You can also use the arrow keys (up, down, left, and right) to navigate through items such
as lists, radio button groups, etc.

For example, on the Citations window, you can press the Tab key to move down through
all the fields on each tab and then through the buttons at the bottom of the window.
Pressing the right arrow key moves you through the tabs at the top of the window and
then through the radio buttons at the top of the tab.

Initiating Controls
When you tab to a control, press Enter to initiate it.

For example, when you tab to the Category field in the Event Editor, press Enter to see the
drop-down window of options. Tab through those options until you highlight the appropriate item,
and then press Enter to make a selection and close the list.

Selecting Controls

The default method for selecting a control is to tab to it and then press the Spacebar to select
the control (and keep it selected). Then you will be able to tab to another control in order to per-
form some action on the selected item.

For example, you can tab to a flag and press Spacebar to select the flag. Then, using a keyboard
shortcut (in this case, Ctrl + down arrow), you can jump directly to the Formatting Toolbar to
format the flag.

If you tab to and select a note, image, video, or sound file, the media tray appears. Then you can
tab through the options on the media tray and press Enter to select an option.

Editing Event Flag or Event Box Text

To edit the text of a timeline flag or sequence box, you can tab to the item and then press Enter.
This displays the edit text box. When you are finished entering or editing text, you can tab away
from the box.

Moving Flags/Spans/Boxes/Arrows

Once you tab to a flag, span, box, or arrow, you can use the arrow keys (up, down, left, and right)
to change the position of the item.
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Keyboard Shortcuts

Macintosh Shortcuts

Timeliner XE Menu

Hide Timeliner XE zH
Hide Others z-option-H
Quit Timeliner XE zQ
File Menu

Open: zO
Merge: zM
Close: zZW
Save: zS
Print: zP
Edit Menu

Undo: zZ
Redo: zY
Cut: zX
Copy: zC
Paste: zVvV
View Menu
Banner/Horizontal: zl
Vertical: z2
Compact/Circular: z3
Slideshow: z4
Research Mode: z5

Windows Shortcuts

File Menu

Open: Ctrl-O
Merge: Ctrl-M
Close: Ctrl-W
Save: Ctrl-S
Print; Ctrl-P
Exit: Alt-Shift-F4
Edit Menu

Undo: Ctrl-Z
Redo: Ctrl-Y
Cut: Ctrl-X
Copy: Ctrl-C
Paste: Ctrl-V

View Menu

Banner/Horizontal: Ctrl-1
Vertical: Ctrl-2
Compact/Circular: Ctrl-3
Slideshow: Ctrl-4
Research Mode: Ctrl-5
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Menu Options

The following reference list provides a description of all the options available within the
Timeliner menus.

Timeliner XE Menu (Mac only)

Preferences

Opens a Preferences window, where you can customize certain features and options of Timeliner
for use on your computer (For Windows users, this is found in the Tools menu.)

Hide Timeliner XE
Hides Timeliner from the screen

Hide Others
Hides all other open programs and windows from the screen

Show All
Displays all open applications

Quit Timeliner XE
Closes the application (For Windows users, this is found in the File menu.)

File Menu

New

Opens the Main Menu, where you can choose to open a new file

Open

Opens the Main Menu, where you can open a previously saved file

Merge
Lets you merge a second timeline into the one you have open.Your new, merged timeline will be
untitled, and your two original timelines will remain unchanged.

Close
Closes the project file you are working on but Timeliner remains open

Save
Let you save changes to your project

Save As

Lets you give your project file another name or save it to a different location
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Save As Template

Lets you save the current file as a template file. The file will always open as an untitled copy of the
project and the original will remain unchanged.

Save As Challenge

This option opens the Challenge wizard so that you can save the current timeline file as a Chal-
lenge Activity.

Save As PDF

Opens a window similar to the Print window, where you can select which elements you'd like to
appear in the PDF file: Timeline/Sequence, Media icons, Cut lines, Event Editor, Brainstorming Area
(sequences only), Notes page, Citations page.You can also select the paper size and orientation.
After you select your options, a second window appears where you can name the PDF and specify
a Save location.

Print

Opens a Print window, where you can select which elements you'd like to print: Timeline/Sequence,
Media icons, Cut lines, Event Editor; Brainstorming Area (sequences only), Notes page, Citations
page. Click Print to open the Page Setup window, where you can choose a printer and the paper
size and orientation. From there click OK to print.

Setup

Opens the Setup window, where you can customize a set of options for your timeline or sequence

Exit (Windows only)
Closes the application

Edit Menu

Undo

Undoes your last action

Redo
Undoes your last undo

Cut
Removes the selection from your project and adds it to the clipboard

Copy
Puts a copy of the selection into your computer's clipboard

Paste
Puts a copy of the current clipboard contents at the cursor insertion point

Delete
Deletes the selected item. The Delete or Backspace key also does this.
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View Menu

Event Editor
Toggles the Event Editor on or off. The Event Editor opens by default for timelines.

Brainstorming Area (for sequences only)
Toggles the Brainstorming Area on or off

Category Legend

Toggles the Category Legend on or off. The Legend is visible by default if a timeline or sequence
contains categories.

Banner/Horizontal

Opens the BannerView in a timeline or Horizontal View in a sequence

Vertical
Opens the Veritical View

Compact/Circular

Opens the Compact View in a timeline or CircularView in a sequence

Slideshow
Opens the Slideshow View

Research
Opens the Research Browser

Zoom In

Zooms project view closer

Zoom Out
Zooms project view farther away

Toolbar

This menu contains two submenus.
Top of screen: Places Main toolbar at the top of the screen (default position)
Bottom of screen: Places Main toolbar at the bottom of the screen

Add Menu

Event
Opens the Add Event window

Note
Adds a note to the project background or a selected event
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Media
Opens the Media Palette

Link
With an event selected, this opens the Add Link dialog box.

Citation

With an event, note, or image selected, this opens the Citations Tracker.

Tools Menu

Spell check
Opens the Spelling window and automatically begins a spell check of the entire file

Preferences (Windows only)
Opens the Preferences window, where you can set your application preferences

Clean up flags (for timelines only)
Moves all your Event Flags back to a predetermined location/height on the timeline

Arrange flags (for timelines only)

This menu item is available only when there are categories assigned to events. It contains
two submenus:
Into groups by category: places flags assigned to the same category in the same
(invisible) horizontal band on the canvas. There are four designated bands; after four
categories, the bands are reused.
On alternate sides of the timeline by category: arranges categorized flags on
either side of the timescale

Move to Brainstorming Area (for sequences only)

Moves the selected Event Box from the sequence back to the Brainstorming Area (only if the
Brainstorming Area is turned on)

Align with this event (for sequences only)

Aligns all sequence boxes on the same horizontal line as the currently selected box (not an option
in circular sequences)

Research Menu (research mode only)

Back

Moves you back one page in the Timeliner Browser

Forward

Moves you forward one page in the Timeliner Browser
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Home

Opens the Timeliner Browser default home page (The default home page can be changed in Pref-
erences.)

Open in Default Browser

Opens the selected item (media, link, etc.) in your computer’s default browser

Help Menu

Timeliner Help

Opens the Timeliner Reference Guide

Online Technical Support

Opens the Timeliner website, where you can find FAQs, updates, ready-made timelines, Teacher
Tips, links to websites with information and images to add to your timelines, and receive the latest
technical support information

Getting Started Guide
Opens the Timeliner Getting Started Guide

Tutorials
Displays a page containing helpful videos on how to use some of the basic features of Timeliner

About Timeliner XE

Displays an About window, which includes the program credits and version number
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Printing

Printing Timelines and Sequences

Timeliner allows you to print your current timeline or sequence project with additional options to
print Media icons, Cut lines, the Event Editor; Brainstorming Area, notes, and Citation, lines.

Printing Timelines

The project will print in whatever view is currently shown on the screen. Zooming does
not affect what is printed (i.e., if you are viewing your project at 75%, it will still print at
1009%). Expanding/compressing the timeline will affect how it prints (i.e., if you compress
a timeline to the point where it's displaying years, then it will print a year timescale with

events placed accordingly).

Printing Sequences

Sequences will print exactly as they appear on the screen - the text will appear in boxes,
and the boxes will be connected by arrows. Zooming does not affect what is printed (i.e.,

if you are viewing your project at 75%, it will still print at |00%).

To print a timeline or sequence project:

2. Select the options you want to print (see more about each one below), and click Print.

Choose Print from the File menu and a Print options window appears.

What do you want to print?
|¥] Timeline

|| Media icons

|| Cutlines

|| Event Editor

[ | Notes page

|| Citations page

The default layout is Portrait. To
change this for your printer, click
Properties on the next window and
select a different page orfentation.

| Cancel J| Print |

Windows:

The Print dialog box appears. If you want to print in landscape orientation, click Properties

and select Landscape.
Macintosh:

The Page Setup dialog box appears. If you want to print in landscape orientation, select the

Landscape icon.

The Print dialog box will appear. The options depend on the type of printer you're using. In
general, you choose the pages to print and the number of copies. Choose your options and

click Print.
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Timeline or Sequence Print Options:

Timeline or sequence: What do you want to print?

This check box is selected by default. Deselect it if you do not [v] Timeline
want to print the project. Note: the Media icons and Cut lines

} ) || Media icons
options will become grayed out.

|_| Cutlines
Media icons: [| Event Editor

Select to include the media icons on the printout. (Media
icons include the green plus sign indicating media is linked
to the event, the minimized note icon when a note is L| Notes page
minimized, and the minimized graphic icon when a graphic
is minimized. Note: If none of the events have associated
media, this check box is grayed out.

|_| Citations page

Print Options

Cut lines:

Select to include cut lines on the printed document. Cut lines are lines that appear on the
right and/or bottom edge of document, helpful for cutting and taping together printed time-
lines or sequences.

Event Editor:
Select to print the Event Editor on a separate page, after the timeline or sequence.

Brainstorming Area:

Select to print the Brainstorming Area on a separate page (available for sequences only). If there is
nothing in the Brainstorming Area or if it has been turned off, this option is grayed out.

Notes page:

Select to print all the notes in a project, separate from the timeline or sequence. If the project does
not contain notes, this option is grayed out.

Citations page:

Select to print all the project citations on a separate page, after the timeline or sequence. The
citations will appear in standard MLA style. If the project does not contain citations, this option is
grayed out.
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Printing Slideshows

You can choose to print a copy of a Slideshow project. Slideshows will print one slide per page.
Each slide will print exactly as it appears on the screen.

To Print a Slideshow
I. On the Slideshow setup screen, choose Print from the File menu.

2. Select the options you want to print (see more about each one below), and click Print.

Windows:
The Print dialog box appears. If you want to print in landscape orientation, click Properties
and select Landscape.

Macintosh:
The Page Setup dialog box appears. If you want to print in landscape orientation, select the
Landscape icon.

3. The Print dialog box will appear The options depend on the type of printer you're using. In
general, you choose the pages to print and the number of copies. Choose your options and
click Print.

Printing Challenge Results

After a Challenge Activity is completed, the Challenge Results screen can be printed. The screen
contains the elapsed time for the Challenge and Bonus Round (if applicable) combined, the num-
ber of Challenge points earned, the number of Bonus Round points earned, and the grand total of
points. It also contains Print and Done buttons.

Oldest U.S. cities Challenge Results
Elapsed Time 08:36
Challenge Points 3,000
Bonus Round Points 30,000
Grand Total 33,000

Primt | | Bons |

Challenge Results Screen

To Print Challenge Results

» Click the Print button, and a dialog box appears. Type your name and click OK. Click
Print on the next screen. The Challenge Results screen prints with your name directly
below the Challenge Results text.
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Printing Research Assignments

Any open Research Assignment can be printed for reference. However, even though the Event Edi-
tor can appear at the top of a Research Assignment, it will not print. Only the Assignment portion
of the page will print.
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To Print a Research Assignment

I. With a Research Assignment open, click the Print button. A preview of your printout ap-
pears. Choose Print.

2. Select the options you want to print (see more about each one below), and click Print.

Windows:

The Print dialog box appears. If you want to print in landscape orientation, click Properties
and select Landscape.

Macintosh:

The Page Setup dialog box appears. If you want to print in landscape orientation, select the
Landscape icon.

3. The Print dialog box will appear. The options depend on the type of printer you're using. In

general, you choose the pages to print and the number of copies. Choose your options and
click Print.
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Saving

In addition to the standard Save and Save As options, Timeliner offers the following options for sav-
ing projects:

Save As Template
A project saved in template format will open as an untitled copy of that file. The original file will
remain unchanged.

Save As Challenge (timelines only)

Saving a timeline as a Challenge scrambles its events and saves it in the Activities folder. When the
Challenge Activity is opened, you are challenged to put the events back into in the correct order.
Any timeline with 15 or fewer events can be saved as a Challenge.

Save As PDF
Saves any project as a PDF so that it can be shared, viewed, and printed independent of Timeliner.

To Save a Project or Activity File

|. Choose Save from the File menu.

2. In the Save window that appears, select the folder in which to save the document (My Projects
or My Activities are the default folders).

3. Enter a name for the file, then click Save.

To Save a Project or Activity Under a New Name

|. Choose Save As from the File menu.

2. In the Save window that appears, select the folder in which to save the document (My Projects
or My Activities are the default folders).

3. Enter a name for the file, then click Save.

To Save a Project as a Template

|. Choose Save As Template from the File menu.

2. In the Save window that appears, select the folder in which to save the document (My Projects
is the default folder).

3. Enter a name for the file, then click Save.

To Save a Timeline as a Challenge

|. Choose Save As Challenge from the File menu and a Challenge Wizard appears.

2. Follow the on-screen instructions to create and save a Challenge Activity.
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