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Promoting participation, achievement and independence through technology. 

STEPS TO USAGE:  CHEATSHEET FOR A QUICK START 
 
Using a pre-made grid to quickly make a device board 
1.   Launch the Boardmaker program.  (On the Windows platform - select the correct 

format:  
black/white or color format in the Start Menu.) 

2.  Maximize the size of the window by using the Resizer square at the bottom of the 
window or by  
using the Maximize button in the top right corner. 

3. If you are going to use a pre-made grid select File -Open on the menu bar along the 
top. (Access it with a click and hold with the mouse pointer, and then a dragging 
down motion until Open is highlighted.) 

 
Getting and modifying the grid 
4. Choose Pre-made Grids by clicking on it to highlight it, then clicking on Open (a 

double click will also select it).  Later you can call up your own grids that have been 
stored under My Boards / My Grids.   

5. Choose the manufacturer or device by scrolling through the list in order to highlight 
your choice.  Again select it with a double click or by choosing Open. 

6. Select the menu item -View -Reduce to Fit so you can see the entire grid at one time. 
7.   Modify the cells (communication blocks) as needed by first single clicking on the 

block to be modified, then grabbing the Resizer box at its bottom right corner, and 
then dragging it to the size/shape desired.  To delete a space: click on it to highlight 
it, then hit the delete key.   

8.   Modify the cell’s border size and shape in Preferences- Cell Corners and Line 
Thickness. Click on the cell to be changed, then go to Preferences - Cell Corners 
and Line Thickness.  To do all the cells at one time- choose Edit -Select All before 
going to Preferences.   
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Adding pictures to the grid 
9.   Get your first picture symbol by clicking on the face in the tool bar, which is along the 

left edge.   
10.  Check to make sure it is set to search all libraries (all files) and that it is going to look 

for Whole Words instead of just letter sequences.  Click on the feature to select it. 
11. Type in the label for the desired symbol.  Click on First or hit the keyboard’s 

Enter/Return key. 
12. Scroll through the symbol choices by clicking on Next until a box comes onto the 

screen that says Name Not Found.  This means you have exhausted the choices 
that contain the words you typed in or that not even one symbol exists under that cue 
word.  Select OK to  close this window and to get back to the symbol choices.  
Scroll through the choices by using the Previous and Next commands.  If an 
appropriate picture is not found, just type in a new label. 

13. When the desired picture is shown select Draw / Face with pencil and ruler icon to 
send it to your grid.  Mac users can switch between the Black/White and Color 
symbol libraries using the Preferences menu.  

14. Select the block in which to paste the picture by clicking on it.  The symbol will fit 
automatically if Preferences (Menu) - Auto -Resize is checked. 

15. Go after another picture by clicking on the face icon in the tool bar along the left 
edge. 

16. Repeat steps 9-15 until all pictures have been found and pasted. 
 
Modifying the symbols and their labels 
Remember the arrow tool is for everything except text, use the “A” text tool for that. 
17. To change the text and picture size independently of each other select Preferences - 

Auto Resize in the menu bar.  Unchecked means off, check mark is on - you want it 
unchecked. 

18. Modify a symbol’s size/shape by clicking on the picture to select it.  Then click on its 
resizing square and drag it in any direction until it reaches the desired size. 

19.  To change the symbol’s text select the “A” tool from the tool bar.  Click with the 
mouse pointer at the beginning of the word, hold and drag across the text to highlight 
it. Type in the new label.  The Text menu item is used to change the font style, size, 
and type. 
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20.  If you have a color printer, use the color palette in the tool bar to change the text, 
the cell’s background and some features of the symbols’ color. 

21. When the grid is exactly the way you want it -select File -Save AS.  Remember to 
save it in the folder named My Boards/My Grids.  Name it what you will remember.  
When you look for it next time it will be listed under the name you gave it, so be 
descriptive -suelunch 8 space 

22. Prepare to print your creation by first choosing File -Page Setup.  Choose page 
orientation, size, etc. 

23.  Print it by selecting File - Print.   
 


