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Structuring and 
organizing lessons
How can I  make my Notebook f i les 
organized and easy to use?
The Page Grouping feature in Notebook software enables you to organize pages. Links, buttons and 
attachments can help you improve the flow of a lesson activity. Additional features, such as My Content and 
team content, help you keep your learning objects and Notebook files well organized.
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The Lesson Activity Toolkit
The Lesson Activity Toolkit is a newly introduced Gallery collection. It provides many tools and resources 
that can be helpful when preparing and delivering a lesson. 

You have the option of installing the Lesson Activity Toolkit when installing Notebook software 10. However, 
if you did not install it at that time, you can download the Lesson Activity Toolkit from SMART’s education 
solutions website. To download and install the toolkit, complete the following steps: 

  1  Open your browser and go to www.education.smarttech.com/slat
  2  Click the Download SMART Lesson Activity Toolkit link
  3  If prompted to open or save, select Open
  4  Click Lesson Activity Toolkit
  5  Click Next 
  6  Click Finish 
  7  Open Notebook software 
  8  Click the Gallery tab 
  9  The Lesson Activity Toolkit will be listed in the Gallery as Lesson Activity Toolkit 1.0 

You have access
to six new

collections after
installing Lesson

Activity Toolkit on
your computer.
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Teachers’ notes and lesson notes
Just as you would ask your students to include a title page on a book report, lab report or research project 
so that you know which student and class it’s for, it’s a good idea to include key details at the beginning of 
any Notebook software lesson activity you create or use. Documenting the subject, topic, grade level and 
learning outcomes at the beginning of your Notebook file will help you to focus your efforts on these ideas 
as you develop the lesson and easily find appropriate lesson activities when reusing your files in future 
years. It will also make it easier for others to get an overview of the lesson if you share your resources. 

Lesson notes The templates found in the Lesson Activity Toolkit contain an additional page – lesson notes. 
This page is for recording lesson instructions, additional resources or improvements you would like to make 
to the lesson activity in the future.

Multipage teachers’ notes and lesson notes templates are available from the Lesson Activity Toolkit Gallery 
collection, or you can create your own template

This is a SMART-created template for Teachers’ notes. To use the template, select the text and overwrite the current text with your 
lesson activity information.
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Title pages and lesson pages
Ready-made pages make it easier for you to add structure and style to your lessons. You can find templates 
for title pages and lesson pages – complete with title bars – in the Pages folder of the Lesson Activity Toolkit.

To add one of these templates to your lesson, drag and drop it onto any page of the Notebook file, then fill 
out the pages to suit your lesson activity. To change the text on the pages and title bars, highlight the existing 
text and start typing.

Title page
Insert the topic and learning objectives 
to provide an overview of the lesson 
activity.

Teachers’ notes
Use this page to detail information 
about the lesson such as topic or 
title. This action will be useful when 
you are sharing or revising the 
lesson activity. 

Press this button to record your comments and 
observations about the lesson activity.

These buttons provide easy 
links between the pages.
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Lesson notes
Use this page to document 
comments and instructions for the 
lesson. You can also use this page 
during a lesson to keep track of 
student questions or improvements 
you would like to make to the lesson 
activity.
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Page grouping
To keep your Notebook files well organized, you can sort pages into groups. This is particularly useful when 
there are a large number of pages within a file. Page grouping enables you to view your pages in an 
organized way. You can choose to show or hide specific groups, reducing the number of pages visible at a 
time. You can also rearrange the order of groups, quickly navigate to a particular group within the Page 
Sorter and apply a theme to all the pages within a group. 

As a default, each Notebook file has only one group. You can add and modify groups at any time. To view 
and edit groups, complete the following steps:

  1  Open the Page Sorter tab
  2  Press the Groups button
  3  Select Edit Groups. If you have not yet edited the groups in the Notebook file, all pages will be in the 

default group – Group 1. If you have already edited the groups for this file, the pages are displayed 
under the appropriate title bars.

To create a new group, complete the following steps:

  1  Press the Add New Group button. A new group title bar appears and a new blank page appears 
below it. Every group must include at least one page.

  2  Press the group drop-down arrow and select Rename Group
  3  Type a new name for the group

Press to 
close the 
Groups 
view.

Press the 
Group 
drop-down 
menu to 
rename, 
move or 
delete a 
group.

Press to
create a

new group.

Each group
is identified

with a title
bar.

Press the
collapse
button to
hide the

pages in a
group.
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Pages and groups can easily be organized 
using the drag and drop method. To move 
a page to a different group or a different 
location in the same group, simply drag the 
thumbnail image for the Notebook page to 
the new desired location. To rearrange the 
order of groups, drag a group’s title bar to 
the new location. Alternatively, press the 
group drop-down menu and select Move 
Up or Move Down.

To delete a group, select Delete Group 
from the drop-down menu. When you 
delete a group, you also delete all pages 
within that group, so be sure to move any 
pages you would like to keep into a different 
group first. If you move all pages out of a 
group, the group disappears automatically.

To close the Groups view, press the Close button in the upper-right corner, or double-click on any thumbnail 
image to navigate directly to that Notebook page.

When using the Page Sorter, you can navigate between 
groups easily without opening the Groups view. To do 
this, press the Groups button at the top of the Page 
Sorter, and select the group you would like to see from 
the drop-down list that appears.

To move a page to a different location, within the same group or in a different 
group, simply drag it to the desired location. You can also change the order 
of groups using this method.

Select the
group you

would like to
see from the

drop-down list.

The selected
group, in this

case, the
Answers

 group, will
appear in the
Page Sorter.
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Linking
You can significantly improve the flow and organization of your lesson by taking advantage of the linking 
capabilities in Notebook software. You can link any object on a Notebook page to a webpage, an external 
file, an attached item or another page in the same Notebook file. 

The ability to link to another page within the Notebook file enables you to move between pages quickly, 
without using the Page Sorter. Since any object can be linked, you can create objects that serve as 
navigation buttons or set different messages to appear based on which object you or a student touches on 
the Notebook page. 

Many teachers like to write congratulatory messages or hints on specific pages, providing students with 
immediate feedback when they touch an object linked to that page. Navigation buttons created with links 
found on the message pages allow students to return to the activity easily to try again or move on to the next 
activity.

To return to the question page, the student can press the button in the bottom 
corner of the page, which is a link back to the question page. 

To respond to the question, the student presses the object that he believes 
causes acid rain. All three objects are linked to answer pages within the 
Notebook file. After pressing an object, the student will be presented with 
one of the two pages shown below.
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Tips for keeping your linked file organized
To keep your Notebook file well organized, create the required Notebook pages before creating the links. 
Place all answer pages at the back of the Notebook file, and separate them from the lesson activity with a 
title page. The title page will prevent you from inadvertently displaying the answer pages to your students. 

Name each page with a unique, short and descriptive name 
to make the pages easy to identify when you are creating the 
links.

To rename a page, select Rename Page from the page 
drop-down menu in the Page Sorter. Type the page name in 
the text box that appears.
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Creating links

To link an object to another page within 
the same Notebook file, select Link 
from the object’s drop-down menu, and 
select Page in this File from the Insert 
Link dialog box. 

A list of the pages in the current 
Notebook file will appear. Select the 
page you would like to link to. The Page 
Preview pane enables you to confirm 
your selection before creating the link.

Select whether you would like to launch 
the link by clicking Corner icon or 
Object. 

Press OK to create the link.

In this example, pressing anywhere on the object will link to the page Answer Yes, indicating 
that the object does contribute to acid rain. Brief but descriptive page names make it easy to 
select the correct Notebook page for the link, and the Page Preview pane confirms the selection.
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Show All Links 
If you are working with a Notebook file that contains many links that you 
have not recently used or that someone else created, you can use the 
Show All Links feature to be sure that you have not overlooked any 
links that are hidden by surrounding objects. 

Show All Links briefly highlights all objects on a Notebook page that are 
linked to a website, file, another Notebook page or a sound with an 
animated box. Select View > Show All Links to identify the links on 
the current page once, or select View > Show All Links When Page 
Opens to highlight the links each time you open the page during the 
current session.

An animated box appears 
to highlight each link on 
the page.
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Attachments
Taking time during a class to navigate to the files you want to show can be awkward and distracting. Your 
lesson can lose its momentum and students can lose their focus. To avoid this situation, attach files, 
shortcuts to files and Internet links to the Attachments tab of your Notebook file and open them easily during 
your lesson. You can then open them with a single press. Everyone remains on track, and no time is wasted. 
Attachments give you ready access to the information you want to display.

Attaching a copy of a file
You can add a copy of a file to the Attachments tab. This step 
enables you to keep all resources for a lesson in one place, 
making organizing your electronic files much easier. 
However, when you attach a file, the size of the Notebook file 
increases.

To add a copy of a file to the Attachments tab, do the 
following:

  1  Press the Insert button on the Attachments tab
  2  Select Insert Copy of File
  3  Navigate to and select the file you would like to add and 

press the Open button
When you open the file from the Attachments tab, it will be in 
Read-only format. If you would like to save changes to a file 
stored in the Attachments tab, use Save As.

Attaching a hyperlink
To save time finding Internet resources and reduce 
distractions during your lesson, you can add hyperlinks to the 
Attachments tab, similar to saving bookmarks or favorites in 
your Web browser. 

To add a hyperlink to the Attachments tab, do the following:

  1  Press the Insert button on the Attachments tab
  2  Select Insert Hyperlink
  3  Type the hyperlink address into the Hyperlink field
  4  Type the text you would like to see in the Attachments list – for example, the website name – into the 

Display name field
  5  Press OK
The hyperlink appears in the Attachments tab. To open the webpage in your default browser, double-press 
the link.

Attaching a shortcut to a file
A shortcut is a link to a file that is stored outside of Notebook software. To add the shortcut to a file in the 
Attachments tab, do the following:

  1  Press the Insert button on the Attachments tab
  2  Select Insert Shortcut To File
  3  Navigate to and select the file you would like to add and press the Open button

Attach supporting lesson files to a Notebook file to 
save time and improve lesson flow.
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My Content
You can add your own images, objects and entire Notebook pages to the Gallery, or save your favorite items 
into an easy-to-find location using the My Content folder. My Content is a Gallery collection reserved 
specifically for objects you have imported, captured or created. If there are any templates or tools that you 
use on a regular basis, such as your school logo or a lesson template, you can save time and reduce extra 
work by adding them to your My Content folder.

Adding items to My Content
To add an item to the My Content area, drag the item from the 
work area, the Page Sorter or the Gallery to the My Content 
folder in the Gallery. 

To import additional files from your computer, including pictures 
you have taken with a digital camera or downloaded from the 
Internet, follow these steps:

  1  Select the Gallery Actions icon to the right of the search 
button

  2  Select Add Other Files to My Content to launch the Add 
to My Content... dialog box

  3  Browse to and select the file you would like to add
  4  Press the Open button
  5  Your file will appear as a thumbnail in the My Content area 

of the Gallery

Organizing My Content
Within the My Content folder, you can create your own folders 
and subfolders to organize your Gallery content any way you 
like. 

To add a subfolder to My Content, do the following:

  1  Select the My Content menu arrow or a subfolder menu 
arrow

  2  Select New Folder. A new folder will appear. 
  3  Type a name for this folder

Adding keywords to objects in the My Content area
The search function in the Gallery works by scanning keywords associated with each Gallery item. When 
you add an item to the My Content area of the Gallery, you can provide keywords to the item so it is 
recognized by the search function and appears in future search results.

To add keywords to a My Content item, do the following:

  1  Press the item’s thumbnail in the My Content area
  2  Press the drop-down menu arrow
  3  Select Properties to launch the Gallery Item Properties dialog box
  4  Type the keywords you would like associated with the item. For example, you could type editing and 

symbol if the Gallery item is an editing symbol you frequently use
  5  Press OK

Create subfolders within My Content to organize 
learning objects according to grade or class.
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Team content
You can save time and encourage teamwork by sharing lesson activities with other teachers in your school 
or district. If you are using the same computer network, you can save your lesson activities, Notebook files, 
Gallery Collections, images and multimedia files in a shared team content folder on the network. Multiple 
users can connect to the same content location, and changes made by one user are automatically updated 
for the other users.

A team content folder can be created by your network administrator, and instructions can be found on 
www.smarttech.com, under the Support heading.

To connect to your team content folder, select the Gallery Actions icon to the right of the search button, 
then select Connect to Team Content. Follow the prompts to locate your team content folder. 

To copy files to a team content folder, select and drag files or objects from the My Content area of the Gallery 
to the team content folder. If you want to save your own changes or access the files when you are not 
connected to the network, copy the files from the team content folder to your My Content folder.

Since multiple users can connect to the team 
content folder to add, update or delete content, 
select Refresh from the drop-down menu to 
ensure that you are always seeing the most 
up-to-date content.

To disconnect from a team content folder, select 
Disconnect from the drop-down menu. You can 
skip this step to have the folder appear in the 
Gallery window the next time you open Notebook 
software.

You can select and drag the Spelling folder from the My Content 
area into the Humanities Team team content folder.

The entire Spelling folder now exists as a subfolder in a team 
content folder called Humanities Team and is accessible by 
others through the network.

The Gallery Actions icon.

Refresh content in the team content folder or disconnect from the 
network.
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Review: Structuring and organizing lessons
  1  List two ways to use links to improve the structure and organization of a lesson activity.

  2  How do you turn on the Show All Links When Page Opens setting?

  3  How do you move a page from one group to another?

  4  What are the three ways you can attach items to a Notebook file?

  5  Why would you add a keyword to an item in the My Content folder?

  6  What is a team content folder?
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Review: Structuring and organizing lessons
  1  List two ways to use links to improve the structure and organization of a lesson activity.

•  Link an object to another Notebook page, eliminating the need to use the Page Sorter

•  Link an object to a webpage so that it automatically opens the browser to the correct location

•  Link an object to an attached file to eliminate the need to open the Attachments tab

  2  How do you turn on the Show All Links When Page Opens setting?

Select View > Show All Links When Page Opens to highlight the links each time you open the 
page during the current session.

  3  How do you move a page from one group to another?

Open the Page Sorter, press the Groups button and select Edit groups. To move a page to a 
different group, simply drag the thumbnail image for the Notebook page to the new desired location.

  4  What are the three ways you can attach items to a Notebook file?

You can add attachments as files, shortcuts to files and Internet links. 

  5  Why would you add a keyword to an item in the My Content folder?

You can add keywords to items in the My Content folder so that they can be located using the 
Search function in the Gallery.

  6  What is a team content folder?

A team content folder is a shared network folder for storing Notebook files, Gallery Collections 
and other learning objects that can be accessed through the Gallery by colleagues using the same 
network.




