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MindManager 7.0
keyboard shortcuts

How to save surprising amounts
of time using the Windows
version of MindManager 7.0 Pro

Keyboard shortcuts can greatly increase
your productivity. A few seconds here, a
few seconds there, adds up!

Keyboard shortcuts let you access com-
mands without taking your hand from
the keyboard and reaching for the mouse.
These shortcuts are activated by holding
down the Control, Alt, and Shift keys
while pressing other keys.

Many of the following shortcuts are new
to MindManager 7.0 for the Microsoft
Windows operating system.

Add or remove emphasis
These shortcuts focus your own, or your
audience’s, attention on selected topics.

1. Show branch alone

F4 function key. This focuses attention
on the topic or subtopic. Repeat to show
all topics.

2. Add task icons

Ctrl + Shift + 1, 2, 3, etc. Use these key-
board shortcuts to add icons and change
task priority, such as the example, shown
below. Use Ctrl + Shift + 0 to remove task
priority icons.

@ Adding task icons )

3. Add boundary

Ctrl + Shift + B. This shortcut makes it
easy to add a boundary around a topic
and all of its subtopics.

Manage screen area
The following permit you to view more of
your current map.

4. Hide task pane

Ctrl + Shift F1. MindManager’s task pane
to the right of the screen often opens by
itself, such as when opening a new map.
Use this shortcut to hide (or, later, reveal)
it without using the mouse.

5. Show, hide ribbon

Ctrl + F1. Minimize the Ribbon at the top
of the screen when you want to view
more of your map. You can always return
it by repeating the Ctrl + F1 shortcut.
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6. Show, hide detail
Shift + Alt + 1, 2, 3, etc. These selectively
reveal levels of subtopics.

7. Collapse and center map

Ctrl + F3. This is a great way to regain
your perspective after concentrating for a
long time on topic and subtopic details.

Inserting
These keyboard shortcuts make it easy to
add content and formatting to your maps.

8. Add links

Ctrl + K. This opens the Add Hyperlink
dialog box. Note: if you have previously
copied a hyperlink, you can immediately
insert it with the Ctrl + V shortcut.

9. Show, hide notes
Ctrl + T. This makes it easy to open and
close the Notes pane.

10. Add callouts

Ctrl + Shift + Enter. This is a great time
saver when creating callouts. Note: you
can simultaneously add a callout and
paste previously copied or cut text in
memory by using the Ctrl + Shift + V
shortcut command.

Editing and formatting
The following will help you save time ed-
iting and previewing your maps.

11. Selecting topics and text
Left, right, up, down arrow keys. Use
these, plus the 4, 6, 8, 2 numeric keys, to
advance from topic to topic.

F2. Use this shortcut to edit text immedi-
ately after selecting a topic or subtopic.

Ctrl + Shft + left arrow. This selects the
previous word. Ctrl + Shft + right arrow
selects the next word.

12. Print preview

Ctrl + F2. This is a great way to preview
your work before printing it and sharing
it with others.

Perspective

The above is presented to encourage you
to explore the many keyboard shortcuts
for Mindjet’s MindManager 7.0 Pro. Start
by identifying your most frequently used
commands, or the ones you find yourself
searching for.

Then, visit MindManager 7.0’s Learning
Center, under the Tools menu. Select
Keyboard Shortcuts under the Learn
More heading.

Let me help!

E-mail me, or call 603-742-9673, for ideas
and assistance putting Mindjet’s Mind-
Manager 7.0 to work in your daily mar-
keting and writing activities.

I can help you use MindManager to plan,
create, and track articles, books, blogs,
newsletters, presentations, teleseminars,
webcasts, and more effective websites.

Click here to view the Mindjet 7.0 map | used

to plan this issue.
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