
Brainstorm in Inspiration’s Outline View to generate a list which is 
easy to put in order (orchestrate) and add to (elaborate).
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Listing Holidays

• Open Inspiration.

• Select “Outline” 
in the toolbar to 
switch to Outline 
mode.. 

• With “Main Idea” selected, type 
“Holidays” 

• Now add as topics, as many 
holidays as you can think of.

•Don’t foget to save the document.  
Save it as something you can remember 
easily like HolidaysMindy (with your 
name instead of Mindy)

• Now you want to add Topics un-
der the main idea. There are two 
ways to do this..

The first way is to select “Outline” 
then “Add Topic”

Or you can select the “Add Topic” 
icon from the menu bar on the 
bottom of the screen

 • Put a few details under each 
holiday. 

 1. Select “Outline” and “Insert 
Subtopic” from the top menu 
bar, OR

 • Find a method you like for adding “subtop-
ics.” It happens a lot in outlining!!

 • To do this, select the 
topic you want to add  
a subtopic under and...

2. Select “Sub 
Topic” icon 
from the 
bottom menu 
bar, OR

3. Use the 
short cuts 
given for 
the key-
board or the 
touchpad
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You have completed 

 • Add more details under the 
details!!

 • Hide details by clicking “Subtop-
ic” in the toolbar... or by double-
clicking to the left of the topic 
with subtopics you want to hide.

 •”Orchestrate” - putting the 
ideas in order...
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Continued

Celebrate !

 • Add a few details under each 
holiday. 
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    When you have made and saved the 
document with several details under 
each holiday...

Lesson 5:
BRAINSTORMING


