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MISCELLANEOUS OPERATIONS 
 

Creating Your Own Library of Symbols 
This is the place you put the symbols you customize within Boardmaker -grouping them, 
adding a background, imported pictures from the Internet or another program, and the 
symbols that you customize in a paint program.  This is the only time you should 
add/change the English label of the symbol within the Symbol Finder Window. 
** One reason to make a new library instead of just adding symbols to the existing ones 

is that if you have to reload your software, the install process will ignore your library 
of symbols.  If you had them within a regular library they would be 
deleted/overwritten.  

 
1.  In the File menu select New.  Type in the name of your library - Mac users need to 

add "c" for a color set.  I recommend making one of each kind.  That way it will be 
there when you need it.  Window users will create one in the mode they are using- 
determined at program startup. 

2.  Save it to the Boardmaker Libraries directory.  It will show up within the list in 
alphabetical order within the whole list. 

3.  Go find/create the symbol you want to add to your library.  Select Edit- Copy. 
4.  Scroll to your symbol library by looking at the names listed at the top center of that 

window.  They will change as you scroll through them using the >> symbol.  Left 
goes to the front of the alphabet, right one towards the end. (Ignore the symbols that 
flash across as you go through the libraries.) 

5.  Select File -Paste. Your library should now read 1 of 1, and the chosen symbol 
should be on the screen.  Each time you paste a new picture your total will change.  
They will be listed alphabetically. 

6.  With the symbol displayed in your library, you may now change/give it a name.  
Choose Picture name -Change -the languages will then be listed.  On the English 
line, type in the symbol name.  

7.  Paste other symbols the same way.  Find it/Customize it, then copy and paste it to 
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your library. 
 
** Remember you must give this new symbol a name or you won't be able to find it 

again by label. You will be able to find it by changing first to your library then scrolling 
through its contents with the > key. 

 
To customize symbols -such as adding hair color or race related features etc. 
1.  Open up a paint program such as Mac's KidPix or in Microsoft's Paint. 
2.  In Boardmaker, find the symbol to be changed. 
3.  Select Edit-Copy. 
4.  Switch to the paint program. 
5.  Choose Edit -Paste.  The symbol should appear. 
6.  Customize the symbol using the paint program's tools -shirt or skin color, erase the 

"dot" eyes and add your own, etc. 
7.  When you're finished, draw a box around it to select it.  In Paint -use the cut tool, 

then choose Edit -Cut. 
8.  Switch back to Boardmaker Symbol Finder window. 
9.  Change to your library or the library of choice by using the double arrows (<<). 
10. Select Edit -Paste. The new symbol should appear. 
11. Name the symbol in Picture Name - Change. 
 You should use your own library to house symbols that are new or physically 

changed because if you ever have to reload the program; the standard symbol 
libraries would be copied over and your symbols would be lost. 

**  You can use this new symbol without saving it to your library by  
1. selecting the cell on your overlay you want to paste it onto, then  
2. choosing Edit-Paste. 

 
To create just a colored outline for a symbol. 
1.  Open up a paint program like MS Paint, or KidPix. 
2.  Make a colored outline box 2” x 2” for each color by pasting a 2x2 solid box, then 

drawing /positioning a slightly smaller white box inside it.  
3.  Select the drawing using the paint program’s features. 
4.  Choose Edit - Copy. 
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5.  Navigate to your Boardmaker symbol library window. 
6.  Select Edit- Paste. 
7.  Give the new symbol a name using Picture Name-Change.  Record the name in 

English. 
 
This can be used like the color swatch or any other symbol. You can paste something 
"inside its frame" by turning off Auto-Resize and pasting as if to a background (described 
before). 
 
Using scanned in pictures and photos and/or adding them to Boardmaker 
1.  Scan the photo or picture into the computer. 
2.  Save the image into a specified Boardmaker folder or to a floppy disk. 
3.  Open the paint program you are going to use. 
4.  Select File-Open. 
5.  Navigate to the location of the scanned images.  Highlight the image.  Select OK. 
6.  Acknowledge (OK) that the images were not created with that program, if asked. 
7.  Alter it as necessary using the program's tools. 
8.  Select the image. 
9.  Copy and paste it as directed in previous directions. 
 
Importing pictures/graphics from other programs into Boardmaker 
1.  Have all needed programs open. 
2.  Find the graphic you desire to use.  Size it as needed. 
3.  Select it, then choose Edit-Copy. 
4a. Navigate to the paint program if it is to modified.  Then follow the "Customizing  

symbols" set of instructions. 
4b. Navigate to the Boardmaker library to be used. 
5.  Select Edit - Paste. The graphic should appear. 
**  If the symbol does not appear in the Boardmaker library, it may be a Windows 

resolution problem.  Boardmaker requires 256 colors.  You can change your 
resolution or you can just stop over in a MS Paint before copying and pasting to 
Boardmaker. 

6.  Give the new symbol a name using Picture Name-Change.  Record the name in 
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English. 
 
Importing pictures from the Internet into Boardmaker. 
1.   Find the pictures you want to use. 
2.   Right (mouse) click on the picture. 
3.   Select the Copy option. 
4.   Navigate to your Boardmaker library. 
5.   Choose Edit-Paste.  The graphic should appear. 
6.  Give the new symbol a name using Picture Name-Change.  Record the name on the 

English line. 
 
To use a symbol modified in the Boardmaker Draw Window in other programs 
1.  Customize the symbol as you desire, and set it to the correct size using your rulers. 
2.  Select / Highlight the whole symbol by clicking on one piece, then by using the shift 
 key, select the other components. 
3.  Choose Edit -Copy. 
4.  Switch to the other program. 
5.  Select Edit -Paste.  The symbol should appear in the designated area. 
 
If you want to save your creation, paste it into your Boardmaker library and name it. 
 
Using PICTify to create symbols from graphics and icons found on your computer 
PICTify is a Macintosh Shareware program that lets you take a picture of anything, of 
any size that is shown on your computer -graphic in a program, a pull down menu, cute 
icons, etc.  (If you plan to use PICTify, please give the author his registration fee.) 
1. PICTify must be in your Control Panel and active. 
2.  Find the item that you would like to take a picture of. 
3.  Use the keystroke combination to activate the program and get the crosshairs.  
 (look at the PICTify icon in control panel to see / set the keystroke combination 

used). 
4.  Click and drag a box around the item.  Release the mouse button.  You should hear 

a camera click. 
5.  Save it as a Teachtext file with a .pict extension.  Save it to the Boardmaker folder, to 
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the desktop, or to a disk. 
6a. Using a paint program:  Launch the program.  Select File- Open and navigate to the 

image.  Then treat it like an image from another program or as a scanned image. 
6b. Without a paint program: Open the image by double-clicking on it.  Simple text or 

Teach text 
 will launch and display it. 
7.  Draw a box around it to select the part you want to use. 
8.  Select Edit -Copy. 
9.  Navigate to the correct Boardmaker library. 
10.  Select Edit -Paste. The image should appear. 
11. Give the new symbol a name using Picture Name-Change.  Record the name in 

English. 
 
 


