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COPYRIGHT  
 
This work is protected by the Copyright Act 98 of 1978. No part of this work may be reproduced or 
transmitted in any form or by any means, electronic or mechanical, including photocopying, recording or 
by any information storage and retrieval system, without permission in writing from Matthew Goniwe 
School of Leadership and Governance.  
Whilst every effort has been made to ensure that the information published in this work is accurate, 
Matthew Goniwe School of Leadership and Governance takes no responsibility for any loss or damage 
suffered by any person as a result of the reliance upon the information contained therein.  
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Part 1   

INTRODUCTION TO SMART NOTEBOOK. 

 

 

At the end of this part you should be able to: 

 

• Download SMART Notebook Software Trial 

• Understand the basic components of the Smart Notebook. 

• Understand the Basic Features and Icons of the Smart Notebook 15 Software 

• Be able to write , erase and save text  

• To be able to enter objects and manipulate them on the work screen 

Introduction 
You already have SMART Board installed at your school and now you must learn how to use 

SMART Board. In this part of the self-study guide you will learn how to download SMART 

Notebook software and understand the basic features of the software.   

1.2 What is the SMART notebook Software? 
 

It is an interface that is used to have an interactive lesson in a windows, or Apple mac PC or 
Interactive board. 

• The software may be purchased from an authorized supplier. 

• It may also be downloaded from the SMART site ( go to http://www.smarttech.com) 

• You  may download a trial version that may run for 90 days only  
 

1.3      Easy steps to down load a SMART notebook trial 
 
Use any internet browser 
 

1. Go to http://www.smarttech.com 
2. Click on the Support link 
3. Click on the Software Downloads link 
4. Click “choose a version” in the SMART Notebook collaborative  learning software” 

section 
5. Click on the version desired (usually 15 or 15.1  for Windows) 
6. Click the Download button 
7. Fill in the form (you can use your school information on the form) 

http://www.smarttech.com/
http://www.smarttech.com/
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8. Click Start Download  
9. Save the file to your computer in a location you will be able to easily locate!!! 
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Choose “Run” then follow the prompts. 
 
On completion of Download, there will be Notebook tools that will float on the edge of your 
computer 
There is an option to hide or to unhide the floating tools 
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1.4 Overview of the SMART notebook 
 SMART Interface four components: 

• Menu: Contains all the commands  you can use to manipulate files and objects  

• Toolbar: Allows you to select and use variety of commands are organized in panels 

• Tabs:  [ here you  can find  Page Sorter tab, Gallery tab, Attachment tab, Properties  

tab, Add –ons  and  SMART Response]  

• Page area:  used  to create page groups or reorder  the pages  

 

From the Welcome Center click to open a “New Notebook File” 

 

• You can fill this work space with objects like text, images, video and interactive buttons. 

• You can add as many pages as you need and organize them in groups 

• You can access the Page Sorter, Gallery, Attachments and Object Properties as well as 
manage  
information using the toolbar. 

 
 

 

The new SMART notebook will look like this after opening it. 
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1 Title Bar 
2 Tool bar 
3 Thumb nails 
4 Side tabs 
5 Move side tabs from left to right 
6 Task bar 
7 Move toolbar from top to bottom 
8 Customized toolbar 
9 Minimize, restore, close 
10 Page viewer 
11 Menu Bar 

 

1.5 The Floating Toolbar 
 
By default, the software displays a floating toolbar on your desktop. This is great if you are 
using the software, but can be distracting when using other applications. 
 The purpose of the Floating tool bar is to give you access to the SMART tools without having to 
open the SMART Notebook software. It contains the most commonly used tools for SMART 
Board.  
 
 
 
 
 
 
   
 
 
 
 
  
               
                                                                                                          

         
 

 
In order to hide/ reveal the floating toolbar: 
 
Click on the SMART board menu system icon in the Taskbar as 
indicated in the diagram 
 
Choose “Hide Floating Tools 
To show them, click on the same icon and click show Floating tools 
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1.5.1 Floating Tools 
You can add more tools on the floating toolbar by clicking on the customise toolbar setting 

New tools will be shown in  a new window. Then choose the tool you want to use. 
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1.6 The SMART Notebook Default  toolbar 

 
 
  
 

Tools panel: 
create objects                          

Contextual tools: 
additional tools to 
the selected tool 

Action Panel:        Button drop-down:    
Edit and insert        more options       
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The SMART Notebook toolbar can be customized to fit your needs as a user.  Tools that you do 

not use can be removed and you can also add additional tools for quick access.  To customize 

and move the Floating Tools tool bar you can follow these simple steps: 

 

Click  the Customise the toolbar to display  the customize Tool Bar box  OR Right –click  

the toolbar  The  customized Toolbar looks dialog box appears looking  like this below:  

Take note: 

• The new dialog box has three tpes of icons as it wud be displayed in the SMART 

NOTEBOOK 

o Actions icons 

o Add ons 

o Tools 

o The tools have contextual tools 

 

 

 

 
 

 

 

 You can Do the following to remove or add tools  

1.6.1 Removing Tools: 
a. Click and hold on the tool to be removed the tool from the toolbar 

b. Drag the tool  off the toolbar 

c. Release  the mouse to remove the tool 

d. Repeat as many times as it is necessary 
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1.6.2 Adding Tools: 
a. Click and hold on the tool to be added from the Customise Toolbar box 

b. Drag the tool to the desired location on the tool bar 

c. Release mouse to add the tool 

d. Repeat as needed 

 

1.7 Side tabs and side bar shortcuts toolbar 
 
 

 
  

Page sorter (to sort and reorder pages) 

Attachments 

Gallery 

Properties 

Add ons 

Smart Response 

Insert a blank page directly after the active 
Notebook page  

Display previous Notebook page  

Display the next Notebook page  

Change the tabs between Left and right 

Delete the active page 
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1.8 Details on the SMART notebook icons 
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1.9  SMART Notebook software menu bar 
 

The SMART Notebook menu bar  contains all  the   commands that  you can use  to manipulate 

files  and objects  in the SMART Notebook software.  

 
 

Menu item Functions 

File Open new or existing file, Save a file, Save as, Save to Gallery, Import 
file formats, Print file, Send a file to mail recipient, see the list of 
recent opened files. 

Edit Undo or redo previous actions, Clone, Cut, Copy, Past delete selected 
objects, Edit a text object, Select all unlocked and locked objects, Clear 
or delete the current page 

View Move to the next or previous page, Launch the screen capture or 
screen shade tool, Hide the side scrollbar, Customize the toolbar, 
Change the view to full screen, Zoom to magnify or reduce your view 
of page contents, Show All links, Select the language SMART Notebook 
software displays.  

Insert Add a blank page, a picture, a graphic file, a flash file, a flash video file 
or a Gallery item. Add a link, a sound file or a table. 

Format Change font styles, Set objects properties and position, Lock objects, 
Infinite clone, Change the background colour, Create or set page 
themes, Set alignment guide defaults 

Tools Group, ungroup, flip or order objects, Select objects, Access Pen and 
eraser, Create shapes and line text, Select the fill tool 

Response Insert Questions and Title page, Create Answers, Open Teacher tool, 
Start and stop assessment, Import question and results. 

Add-ons Manage Add-ons 

Help Access the SMART Notebook software Help file, Check for software 
updates, Participate in the customer Experience Program, Access 
information about the SMART Notebook software. 
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1.9.1 The SMART Notebook software toolbar in details  
(You may access this section from the Smart notebook tutorial in the help menu ) 

 
The SMART Notebook software toolbar provides access to a number of tools to help you work 
with your Notebook file. 
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1.10 Pens Tool  
 
You can use the toolbar’s pen buttons to change the type of line you use for writing or drawing. 

 

1.11 How to operate objects in the working space/ area 
 

 
 
 
 


