
ACTIVINSPIRE CHEATSHEET 
 

Dashboard Toolbox Customize Browser Marquee   

 

THE DASHBOARD 
 
When ActivInspire opens, the 
Dashboard appears. The Dashboard 
contains shortcuts to flipcharts and 
time-saving tools. It will remain open 
until it is closed. 
 
TIP: Make It Go Away 
Tired of seeing the Dashboard each 
time? Uncheck the box next to “show 
the dashboard window on startup. 
 
TIP: Make It Come Back 
Want the Dashboard back? Use the 
VIEW menu and click on dashboard. 
Want it to come back each time again? 
Just re-click the box. 
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MENUS 
 
Menus are not only along the menu bar at the top, but also built in the toolbox. 
If you click the main menu icon, you have access to everything on any of ActivInspire’s menus. 
When “at the board” the main menu bar goes away, but you can still access the menu built into the 
toolbox. With the built-in toolbox, the tools menu will give you quick access to any tools you haven’t 
configured. 

Built into the Toolbox     Main bar at the top 

 

Context Menu 

 

 THE TOOLBOX 
Get to know the tools on the Toolbox 
 

Text Tool - Lets you create 
text on your pages. 

Eraser Tool - Only erases 
the pen & highlighter. It will 
not erase pictures or text. 

Media Tool - Allows you to 
insert media from a file on 
your computer 

Clear Annotations  - 
Removes all pen, magic ink 
and highlighter marks 
 
Clear Page  - Removes all 

Connector Tool - Create links 
between objects. Useful in 
making concept maps. 

*Magic Ink - Erases objects 
on the top layer. Hide a 
picture (middle layer) 
beneath the top. 

* Reset Page - If you saved 
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your Flipchart, this puts all 
your objects back as when 
started. 

*Need added to your toolbar through customization 
 
 

 
Adjust Your Toolbox 
 

ToolBox Options provide you with placement options.  
  
 Roll-up - will roll the menu up and out of the way. Click again to restore the toolbox. 
 
 Pin Toolbox - lets you make the tool box stay in one place and not move freely. 

Customize Your Toolbox 
 
The ToolBox can be customized to best fit your needs as you work “at the 
board” and “author”. Be sure to adjust each  profile you plan to use.  

 
 
 CUSTOMIZE  - Manage Profiles 
 
Add and remove tools from your toolbox - 
Use “Commands” view (as shown below). Click the tool, add, move to the position on the toolbox you 
would like it and then click done. 
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Customize the Layout of the Toolbox - 
Using the “Layout” view (see below). It is suggested to change the main toolbox to 24 colors. To be able to 
view the “3rd row” on the toolbox be sure to have the box unchecked next to rolled in. 
**Be aware that each “profile” (see lower right) has different settings 
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Browsers 
 
* Command + B opens/closes the browser window 

 
Page Browser  
The Page Browser allows you to add, delete, duplicate or move pages. You 
can use the scroll bar to preview your flipchart pages. The slider at the bottom 
of the page browser allows you to resize the preview size of the pages 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Resource Browser 
The Resource Browser lets you look for multimedia resources (pictures, 
photos, movies, sounds, etc.) to spice up your Flipchart pages with. 
 
The single silhouette head is your personal collection. 
The group silhouette contains shared resources. 
The Blue Computer Screen is a link to another folder, which you can 
specify. 
*Using this specified folder can help with organization of your saved 
Flipcharts (see more here ) 
 
The folders can be expanded and collapsed using the side arrows. 
 

 
 
Object Browser 
The Object Browser lets you sort things from layer to layer and restack 
items within a layer. You can also lock things so that your students can’t 

move them. Click on the object in the Object Browser and 
then click on the icon to the right for access to the options 
shown. 
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Notes Browser 
The Notes Browser is a place to keep notes for yourself, other 
teachers or potential substitute teachers. At the bottom is a button 
that says ‘Format ToolBar’; this lets you format the fonts in your 
notes. 
 
If you download a chart from online ( Promethean Planet  or other) 
look within the notes browser for pointers on how to use their 
materials. 
 
 
 

 
 
Property Browser 
The Property Browser lets you change the appearance of the 
objects in your flipchart page. You can change things such as: 
 
-Identification (name, keywords, description--how it identifies itself in 
the object browser) 
-Appearance (make it translucent or switch layers) 
-Position on the page 
 
Labels (tooltips that popup) - turn into a container, rotate the object, 
place restrictions on how the object is moved, etc. 
 
 

“-” shows the resource can be collapsed (it is fully expanded) 
“+” shows the resource can be expanded (is is collapsed) 
 
Below are three views of expanded sections when an object (square) has been clicked. 
 

Outline 
The colors of the shape can be 
changed.  
 

Container 
The shape can become a 
container to hold other objects. 
 

Miscellaneous 
Changing Miscellaneous option 
of “drag a copy” to true will allow 
you to make quick copies of 
objects by clicking and dragging 
from the shape. 

 

http://www.prometheanplanet.com/
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Action Browser 
The Action Browser lets you assign an action to the objects you have on your flipchart page. A pull-down 
menu that lets you switch between all actions (more than 250) or by groups. There are also drag and drop 
actions. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Resources & Organization 

Organizing your saved files will 
save you a lot of time. One 
method is to use the Resource 
Browser and a specific file 
destination. Clicking the “...” will 
open the right side view. Your 
files will be organized in the 
resource browser (left) under my 
flipcharts and within your 
computer filing folders. 
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 Marquee and sizing handles 
 
The marquee menu of tools can also be customized! 
Remember that each profile is different 
 
 
 
 
 
 
 
 
 
 
 

 
 

You might like to add these:  
 

 
To Edit An Object 
Place your cursor on the object. The cursor becomes .  
Click or tap on the object. 
The marquee and sizing handles will appear. 
 
Marquee  - 
Is the square outline of the object with the 8 circles. The 
circles are sizing handles. The sizing handles can be clicked 
and drug to alter the shape. In the bottom right corner is the 
proportional sizing handle. This sizing handle changes the 
size proportionally (keeps the original look of the object). 
 
Marquee Handles -  
Are the row of icons (often) above the object. Each icon allows 
a specific action. 
 
 

 
Using the Content Menu 
 

Just right click on the object for more 
possibilities. 

 
 
 

 FAQ’S 
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1. What do I do?  

If you see  and you have the Promethean plugged into the USB of your computer, 

unhook the USB, turn off the AI and reboot. 

2. Which configuration do I use 5 point or 25 point? 

Use the 25 point, it will give you a better calibration. 

3. Is there an easy way to capture what is on the screen? 

Shift+Control+Command+4 =screenshot and can then paste (command+v)  

4. Not everything fits on the Flipchart page. Is there a way to extend the page? 

Look under “view” and choose “page extend” 

5. How do I know if the software needs updated? 

 

 


