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Getting started
How does the SMART Board 
interact ive whiteboard work?
The SMART Board™ interactive whiteboard is very easy to use. If you can use a computer, you can use an 
interactive whiteboard.

The touch-sensitive display connects to your computer and projector to show your computer image. You 
can control applications from the display with your finger, write notes in digital ink and save your work to 
share later.
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Getting started
How does the SMART Board interactive whiteboard work?
The SMART Board interactive whiteboard is touch sensitive and operates as part of a system that includes 
a computer and a projector. 

 

•  The computer sends an image of an application to the projector

•  The projector casts the image onto the interactive whiteboard

•  The interactive whiteboard acts as both the monitor and input device, allowing you to control an 
application by simply touching the interactive whiteboard

It may help you to think of your interactive whiteboard the same way you think of your mouse or keyboard 
– it is an input device that enables you to control applications on your computer. 

Safety tips
•  You and your students should never look directly at the light beam from the projector. You (and your 

students) should always take a step (or even two) sideways before turning to face the class.

•  Tell your students not to touch the projector, as it can become extremely hot during normal operation

•  Don’t use a chair to increase a student’s reach. If your students can’t reach the top of the interactive 
whiteboard, lower it. You may need to remount a wall-mounted unit to a lower position. If your interactive 
whiteboard is mounted on a floor stand, lower it with the help of another adult.

•  Tell students not to run in the vicinity of the floor stand, as they may trip over the floor stand’s feet
2
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Your finger is your mouse
You can control applications on your computer from the interactive whiteboard. A 
press with your finger on a SMART Board interactive whiteboard is the same as a click 
with your mouse. You open an application the same way you do on your desktop 
computer, but instead of using your mouse to select and open files, just press or 
double-press the application icon with your finger. 

Orienting the interactive whiteboard will ensure the cursor is aligned with your finger 
press. 

The SMART Pen Tray
The SMART Pen Tray consists of four color-coded slots for pen tools and one slot for the eraser. Each slot 
has an optical sensor to identify when the pen tools and eraser have been picked up. You can write with the 
pen tool or with your finger, as long as a pen slot is empty. The technology in the pen tray is smart enough 
to know which tool was removed from its slot most recently. If you remove the eraser from its slot while you 
are still holding a pen tool, the pen tray will assume you want to erase. The lights above the tool slots 
indicate which tool was removed last. 

The pen-tray buttons
The pen tray has at least two pen-tray buttons. One button is used to launch the On-Screen Keyboard. The 
second button is used to make your next touch on the interactive whiteboard a right-click. Some interactive 
whiteboards have a third button. The third button is used to access the Help Center quickly. 

The pen tools
The SMART Board interactive whiteboard comes with four pen tools, which are black, red, green and blue, 
and one eraser. Although you do not need to use the pen tools to write on your interactive whiteboard, they 
do make writing more intuitive. Pick up a pen tool from the SMART Pen Tray and begin writing. To erase 
your digital ink, remove the eraser from the pen tray and move it in a smooth motion over your notes. The 
notes will disappear.

Pen-tray buttons
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Getting started
The On-Screen Keyboard
This on-screen, virtual keyboard eliminates the need for an attached physical keyboard, as you can use its 
many views to enter typed text. There are several available keyboard views, including the Classic, Write, 
Simple, Simple Capitals, Number Pad and Shortcut view.

To open the keyboard, press the SMART Board icon in the notification area and select Keyboard. 
Alternatively, press the Keyboard button on your SMART Board interactive whiteboard pen tray. 

Type or edit text in any application without leaving the interactive whiteboard.

Press the Keyboard button on the pen tray to launch the On-Screen Keyboard.

Classic view
Press the virtual keys to type text, then press the Send button to place the text into the active dialog box or 
application. You can type into any application, whether it’s Ink Aware or not. 

Select a
view

You can use the
keyboard to

complete online
forms or to

enter text in any
application.
4



SMART Notebook software training for SMART Board users level 1 learner workbook
Preview pane 
Press the double-arrow button to open the preview pane. When the preview pane is open, you can type an 
entire word or sentence before sending any information to an application. When you are finished typing, 
pressing the Send button will send your text to the active application.

Simple views
Teachers who are teaching students who are just learning the alphabet, or who are not yet familiar with a 
standard keyboard layout, will appreciate the two simple views available – Simple and Simple Caps. In both 
of these views, the letters are arranged in alphabetical order, followed by digits 0 through 9. 

The right mouse button
Press the right mouse button on the pen tray to have your next press on the 
screen recognized as a right-click. 

A graphic in the bottom right of your screen will appear to remind you that your 
next press will be registered as a right-click. 

TIP: Instead of pressing the right mouse button, press and hold on the area of the screen where you 
would like to make a right-click. After a few seconds of pressing and holding the area, the right-click menu 
will appear.

Double arrow buttonPreview pane
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Orienting your SMART Board interactive whiteboard
Orientation ensures your touch is registered 
accurately when you are using the interactive 
whiteboard. 

If you are touching an icon and your cursor appears 
somewhere other than where you are pressing, try 
orienting the interactive whiteboard. After orientation, 
your cursor should appear wherever you are touching 
the interactive whiteboard.

To launch the Orient function, press and hold the 
keyboard button and the right mouse button 
simultaneously until the Orientation screen appears.

The Help button
If the pen tray features a help button, press it to launch the Help and Support for 
Your SMART Board Interactive Whiteboard dialog box. The dialog box provides 
one-touch access to information that will help you answer almost any question 
relating to your SMART product. 

The Orientation screen
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The Ready Light 
Your SMART Board interactive whiteboard includes a Ready Light that indicates the status of your 
interactive whiteboard. 

Writing notes
Make notes or drawings by removing a pen tool from the pen tray and writing on the surface of the 
interactive whiteboard.

The Digital Ink Layer
When you remove a pen tool from the pen tray, a border appears around your desktop, and the 
Floating Tools toolbar launches. If it does not launch immediately, press the SMART Board™ 
icon located in the Windows Notification Area at the bottom right of your screen. Choose Show 
Floating Tools... from the menu.

Color of Ready Light Status

Not lit •  The interactive whiteboard does not have power

•  Check the USB cable connections

Solid green •  The interactive whiteboard is successfully communicating with the 
SMART Board software on the computer

Flashing green •  The SMART Board driver isn’t installed. Or if it’s installed, it isn’t running. 
Verify that the driver is installed, and if it isn’t, install it. 

•  If the Ready Light continues to flash green, you may want to contact your 
support representative for assistance

Solid red •  The interactive whiteboard has power, but it is not communicating with the 
computer

•  During the initial powering up or power reset, you will see the Ready Light 
turn red for a moment

•  This brief red illumination is normal

Flashing amber •  Occurs only when you are updating firmware using SMART’s Firmware 
Flashing Wizard

•  This is normal

Solid amber •  Problem state

•  Try resetting the interactive whiteboard by disconnecting and then 
reconnecting the USB cable at the interactive whiteboard end
7
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The border indicates the Digital Ink Layer is in place, and you can write on the desktop just as you would 
write on a transparent sheet. The Digital Ink Layer and its visible border remain in place until all pen tools 
and the eraser have been returned to the pen tray and you touch the board.  

Your first touch on the board, after returning all the pen tray tools, will bring up 
a menu with options for capturing your writing. If you wish to hide this menu in 
the future, click Ink Layer Options... and select the Close ink layer with 
pointer checkbox. 

To save an image of the screen on which you were writing into a new Notebook 
page, choose Save Ink. To clear the writing but keep the Digital Ink Layer in 
place, choose Clear Ink. To remove the Digital Ink Layer and clear the writing, 
choose Close Ink Layer.

Restoring your notes and drawings
If you accidentally clear your ink, you can restore your notes and drawings by pressing 
the Click here to restore ink icon, located in the lower right of the screen. You can then 
use the Capture writing button to save your notes.

Close 
Digital Ink 
Layer

Capture 
writing

Clear 
writingBorder

Floating 
Tools toolbar
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If you do not see the Click here to restore ink message or don’t reach it before it 
disappears, press the Undo button in the Floating Tools toolbar to restore your notes 
and drawings.

Advanced feature – Capturing your notes and drawings
If you wish to capture a specific area of your screen, press the SMART Board icon located in the Windows 
Notification Area at the bottom right of your screen. Choose Other SMART Tools > Screen Capture 
Toolbar... from the menu to launch the Screen Capture Toolbar.

To capture an area of your desktop, follow these steps:

  1  Press the Area Capture button on the Floating 
Tools toolbar. The Area Capture tool will appear.

  2  Press on any corner of the area you wish to 
capture and, continuing to press, drag the 
selection box until it surrounds the entire area

  3  Release your press and your selection will be 
captured as a graphic into Notebook software. If 
Notebook software is not already open, it will open automatically when you capture a portion of your 
screen. Save your Notebook file by selecting File > Save.

Undo 
button

Area Capture 
button

Window
Capture 
button

Screen 
Capture 
button

Freehand 
Capture 
button
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Review questions: Getting started
  1  Name the three components required to operate a SMART Board interactive whiteboard.

  2   How do you know when the interactive whiteboard is ready to be used?

  3  Circle the pen-tray button that launches the On-Screen Keyboard. 

  4  Describe one way to begin the orientation process.

  5  How do you right-click on the interactive whiteboard?

  6  Name two ways to restore writing that was cleared when you closed the Digital Ink Layer.
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Getting started
Review answers: Getting started
  1  Name the three components required to operate a SMART Board interactive whiteboard.

Interactive whiteboard
Computer
Projector

  2   How do you know when the interactive whiteboard is ready to be used?

The Ready Light is a steady green. 

  3  Circle the pen-tray button that launches the On-Screen Keyboard. 

  4  Describe one way to begin the orientation process.

Press and hold the keyboard button and the right-mouse button on the pen tray simultaneously.

  5  How do you right-click on the interactive whiteboard?

Press the right mouse button on the pen tray to have your next press on the interactive whiteboard 
recognized as a right-click. 

  6  Name two ways to restore writing that was cleared when you closed the Digital Ink Layer.

Press the Undo button on the Floating Tools toolbar.
Press the Click here to restore ink icon in the lower right of the screen.
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Hands-on practice: Basic functionality
Your school or company has just moved one of your SMART Board interactive whiteboards into a new room 
because you were unable to access the Internet from the old location. You will be the first person to use it 
in the new environment and will be showing everyone how to use it and the Internet together.

You have learned through experience that whenever a piece of technology gets moved, it’s a good idea to 
test it before you deliver a lesson or presentation. The computer, interactive whiteboard and projector 
appear to be working properly when you turn everything on. However, when you double-press the Internet 
browser icon on your desktop, your cursor appears a few inches away from your finger press.

Orienting your SMART Board interactive whiteboard
You remember that when the projector or interactive whiteboard moves location, you should orient the 
board. This action will tell the computer where the image of the desktop is being displayed on the surface 
of the interactive whiteboard.

  1  To orient the interactive whiteboard, press and hold the keyboard button and the right mouse button 
simultaneously until the Orientation screen appears

  2  Begin the orientation process at the upper-left corner of the Orientation screen. Press your finger or 
pen tool firmly on the center of each cross in the order indicated by the white, diamond-shaped 
graphic.

NOTE: The point is registered when you remove your finger, not when you first touch the       
Orientation screen.

Pen-tray buttons

The Orientation screen
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Testing basic functionality
It’s a good idea to test the basic functionality of your interactive whiteboard to ensure all the applications you 
will be using to deliver your lesson or presentation are working properly.

  1  Using your finger, double-press on the Internet browser icon (e.g., Internet Explorer®) to launch the 
Internet

  2  Press the On-Screen Keyboard button on the SMART Pen Tray

  3  Press once inside your Internet browser’s address bar to select the website address 

  4  Using the On-Screen Keyboard, type www.google.com

NOTE: The On-Screen Keyboard is a single point of contact. Touch-typing or keystroke combinations 
are not possible.

  5  Press the Go button beside your Internet browser’s address bar
14
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