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Introduction
Easiteach is an interactive whiteboard application (similar to SMART Notebook), that 
is compatible with Epson BrightLink projectors, as well as a range of proprietary and 
standardized presentation formats.  This document will explain the setup process for get-
ting started using easiteach, how to create and edit new easiteach documents, and finally, 
describe how to convert old SMART Notebook files into the standardized whiteboard file 
format .iwb.

Application Setup
When you first launch easiteach, it will appear in full screen mode, taking up your entire 
computer screen.  This “splash” screen is designed for you to begin viewing, creating, 
and editing interactive whiteboard presentations directly on a classroom whiteboard 
(while your laptop is connected to a classroom projector).

To set up your version of easiteach:
1. Launch easiteach (it should appear in your Applications folder).
2. At the easiteach dashboard, click the “My easiteach” icon.  The settings page will 

open.
3. Under “Choose default save location”, you should see “/Users/[your user name]/

Documents.  Click the “Change” button.  A content browser window will appear.

4. Click the “New Folder” button at the bottom left of the window.
5. In the box that appears, enter “Easiteach” and click “OK”.
6. Click “Open” at the bottom right of the content browser window.  The default save 

location should now be “/Users/[your user name]/Documents/Easiteach”.
7. Click “OK” at the bottom of the screen.
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Convert Your SMART Notebook Files
Why Do I Have to Convert My SMART Notebook files?
By default, SMART Notebook files are saved in a proprietary format, meaning they can 
only be opened by the SMART Notebook application.  With the latest version of SMART 
Notebook, however (version 10.7), you can convert your Notebook files into a standard-
ized interactive whiteboard format (.iwb), which easiteach understands. This means 
easiteach can essentially open your old Notebook files.  
Note: some elements of SMART Notebook files, such as “marker” lines, do not render 
well when exported into .iwb.  This can result in the loss of some markup on your 
Notebook slides.

Convert a SMART Notebook File to .iwb
Before you can convert any SMART Notebook file to .iwb format, you must have Note-
book version 10.7 or higher. If you are unsure which version of SMART Notebook is 
installed on your laptop, check with the Technology Department.

To covert a Notebook file:
1. In SMART Notebook, open the file you wish to convert.note
2. From the “File” menu, select “Export”, then “CFF” (CFF is the equivalent of .iwb 

format).
3. Select the location for where you would like to save the converted file.
4. Click “Save”.

Create a New easiteach File
What is the Difference Between SMART Notebook and easiteach?
SMART Notebook and easiteach allow you to use your interactive white board to present, 
create, and edit files to your class.  Some users will notice that easiteach does not have all 
of the same features as SMART Notebook did, such as the window shade tool, and the 
background fill tool.  But beyond these few features, easiteach works just like Notebook 
- allowing you to annotate slides, import images, create shapes, and add special effects to 
your whiteboard.  Eeasiteach also has a built-in text recognition tool, which can turn your 
hand-written text into type-face font.

To create a new easiteach file:
From the easiteach dashboard screen, click the “New” icon.  A blank whiteboard screen 
will appear.

Getting Started with easiteach Tools
Easiteach comes with a number of built-in tools and features.  This document will only 
cover how to use some of the basic tools.  For more information on various features of 
easiteach, including tutorials for suing some of its built-in tools, go to:
http://www.easiteach.com/usa/featurevideos/

Paint Brush Tool
The paint brush tool is your most basic markup tool: a “brush” that you can use for writ-
ing, making shapes, or drawing lines on the whiteboard.  

Paint Brush

To use the paint brush
1. Click on the paint brush tool icon in the tool bar.  The paint 

brush tools will appear on the lower left corner of the screen.  
2. Click the stroke weight box (the green line with a number next 

to it) and select a stroke width for your drawing. 
3. Click either the pen, shape, or line tool, and select one of the 

drawing tools that appears (e.g., pen color, shape, or the type of 
line you’d like to draw).

4. To draw on your classroom whiteboard, hold the Epson Bright-
link pen against the board.  If you are drawing a shape or a line, 
click and drag the pen across the board until you are happy with 
the shape and size of your shape or line.

http://www.easiteach.com/usa/featurevideos/ 
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Text Tool
The text tool lets you enter type-face text on your classroom whiteboard.  It can also use 
the text recognition feature to automatically convert hand-written text into type-face text.

Text recognition tool

Text box 
tool

Plain text 
tool

To use the text tool:
1. Click the text tool icon in the tool bar.
2. If you are at your laptop, you can now just click anywhere on 

the whiteboard and start entering text.
3. If you are at the whiteboard, you will have to activate the 

screen keyboard if you are not at your laptop).

Text The Plain Text Tool
1. To activate the plain text tool, click the “T” in the left corner of the text tool bar. An 

icon menu will appear as shown in the figure to the left.
2. Click on the “T with the dashed underline” icon.
3. Press the BrightLink pen against the whiteboard in the area where you would like 

to enter text.
4. Using your laptop keyboard or the easiteach keyboard tool, begin entering text.  

The text will appear on the whiteboard as you type. 

The Text Box Tool
1. To activate the text box tool, click the “T” in the left corner of the text tool bar. An 

icon menu will appear as shown in the figure to the left.
2. Click on the “T with the dash-lined box” icon.
3. Using the BrightLink pen, hold the pen against the board and drag it diagonally 

down and to the right.  This will create a rectangular box on the screen.
4. Using either your laptop keyboard or the easiteach keyboard tool, begin entering 

text into the box.  The text will automatically wrap to fit the dimensions of the box.

The Text Recognition Tool
1. To activate the text recognition tool, click the “T” in the left corner of the text tool 

bar. An icon menu will appear as shown in the figure to the left.
2. Click on the “T with the pen” icon.
3. Using the BrightLink pen, begin writing on the whiteboard.  Easiteach will try to 

decipher your handwriting, and automatically begin converting your writing to text.  
Note: easiteach has a very difficult time recognizing script (i.e., cursive) writing.  
If you are using the text recognition tool, try writing in basic print.

Special Effects Tool
The special effects tool lets you attribute different events and effects to objects in your 
presentation. Examples include linking to a website or another page in your presentation, 
opening an external file (such as a PDF, Word document, video, etc.), hiding an object, 
giving an object a swirl, blur, or ripple effect, adding a drop shadow to an object, and 
even colorizing an object.

Special effects

To use the special effects tool
1. Click the special effects tool icon in the tool bar.
2. Select an object in your presentation by clicking on it (e.g., a 

block of text, an image, a button, etc.).
3. Select and action or effect from the actions and effects menus 

(see list below).

Actions
Effects

The keyboard tool
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Multimedia Resource Bank
The multimedia resource bank is where all of easiteach’s sample material, such as clipart 
and photos, are stored.  You can embed your own images, videos, or files (e.g., PDF files, 
Word documents, or PowerPoint presentations) into an easiteach presentation, and even 
import them into the Multimedia Resource Bank.

Multimedia resources

To use the multimedia resource bank:
1. Click the multimedia resource bank icon in the tool bar.  The 

multimedia tool bar will appear along the bottom portion of the 
presentation.

Insert a file into the presentation

Insert One of easiteach’s Built-In Multimedia Resources
Easiteach comes pre-packaged with a large library of images, clipart, and even some vid-
eo to add to your presentations. Sifting through the 2500 some-odd resources, however, 
can be time consuming. The multimedia resources bank includes a search and filter tool 
to help you locate materials. By default, easiteach does not do any filtering, an displays a 
list of all items that you can scroll by clicking on the left or right scroll buttons on either 
side of the resources pane. Use the filter and search tools to narrow your results.

To filter resources:
If you are looking for certain types of media to add to your presentation, leave only the 
media types checked that you need (e.g., illustrations, photos, videos, etc.).  Additionally, 
you can select a category to filter the list of resources (e.g., history, mathematics, science, 
etc.).

To search for resources by keyword:
Enter a keyword into the search field. Easiteach will begin filtering materials that match 
your keyword, and display the results in the resources pane.

To insert a resource into the presentation:
Click on the “up” arrow underneath the resources you want to add.  The resource will ap-
pear in your presentation.  You can click and drag move the resource around the screen by 
clicking on the center of the resource and dragging it. You can also resize the resource by 
clicking-and-dragging one of its corners.

To insert one of your own resources into the presentation:
1. Click on the “My Files” button. A content browser will appear.
2. Navigate to the resource you would like to add to your presentation.
3. Select the resource and click “Open”. The item will appear on the screen.

To add one of your own resources to the multimedia resources bank:
1. Click on the “Import asset” button (the folder with the right-pointing arrow).  A 

content browser will appear.
2. Navigate to the resource you would like to add to your presentation.
3. Select the resource and click “Open”. The “Tagging Information” window will ap-

pear.
4. By default, easiteach will use the resource’s filename for its title.  You can leave 

this as is, or change the resource title.
5. Select a category for the resource (this will help when filtering resources in the 

future).
6. Enter a descriptive keyword for the resource, or add several keywords, separated by 

commas. This will help narrow your search/filter results when looking for this item 
in the future.

7. Click the “OK” button.  You will receive a confirmation message that the item has 
been successfully imported.

8. Click “OK”.
9. In the search field, enter one of the keywords you used in step 6.  When the item 

appears, click on the “Up” arrow to insert the item (as described above).

Scroll left

Scroll right

Insert resource

Media types

Search by 
keyword

Filter by 
category

Import asset into the resource bank


