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You can also click the arrow on the lower button and select Show More Buttons or Show
Fewer Buttons to maximize the pane view. 
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4.   In the 'LVSOD\�QDPH box, enter a new name for the tab.

5.   Click 2..

      The new name is displayed.

6.   Click 2. to close the 5LEERQ�&XVWRPL]DWLRQ dialog box. 

f. 2SWLRQDO��7R�UHVHW�FXVWRPL]HG�ULEERQ�VHWWLQJV

1.   Click the 5HVHW�button and select:

�������5HVHW�RQO\�VHOHFWHG�WDE�to reset only settings for the selected tab.

�������5HVHW�DOO�FXVWRPL]DWLRQV�to reset all customized settings back to the default
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7R�RSHQ�DQG�FORVH�WKH�*HWWLQJ�6WDUWHG�SDQH

1. To open the pane when working in an open timeline, click the 
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7R�FORVH�D�WLPHOLQH

On the )LOH menu, click &ORVH.

5HODWHG�7RSLFV
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Click the Header Graphic or Footer Graphic tab, depending on where you want the
graphic located.



Using TimeMap 33

© 2017 LexisNexis. All rights reserved.





Using TimeMap 35

© 2017 LexisNexis. All rights reserved.

4. In the &RQILUP�dialog box, click Yes or No to $SSO\�WKLV�VW\OH�WR�WKH�VHOHFWHG�IDFW�ER[HV?

The selected fact boxes immediately display with the new style format.

7R�FKDQJH�ER[�OLQH�GHIDXOWV
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2. In the 'DWH�	�7LPH
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7LPH0DS�VXSSRUWV�WKH�IROORZLQJ�GDWH�IRUPDWV�

Complete dates (8/1/00)

Dates and times (8/1/00 5:25 p.m.)

Partial dates and times (8/??/00 5:?? p.m.)

Date and time ranges (8/1/00 5:15 p.m. to 8/1/00 5:19 p.m.)

When you enter a date range, TimeMap's default behavior is to mark both the 67(b)-43.667(e)-70.6gin date
and the end date on the time scale.
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=> At or After

> After
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3. In the 'LVSOD\�2SWLRQV area, select the options you want to use: <HDU��0RQWK��'D\�
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https://support.office.com/en-us/article/Add-online-pictures-or-clip-art-to-your-file-0a01ae25-973c-4c2c-8eaf-8c8e1f9ab530


Using TimeMap 47



TimeMap48

© 2017 LexisNexis. All rights reserved.

4. In the &KRRVH�3LFWXUH
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1. In the )DFW or 7H[W�%R[�3URSHUW�HV dialog box, click the�,PDJH tab.

2. In the 6�]H�DQG�6FDOH area, click the arrows to adjust the +H�JKW and :�GWK.

3. Select or clear the 
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6. Click the 'HIDXOW button to select default options:

Set as Default Horiz(i)24(o)-59.667(n)-3tal Template

Set as Default Vertical Template

Set as Default Se9.667(n)-3d fr(i)24(o)-5m CaseMap Template

7. In the message to set the default template, click <HV.

8. Click 2..

7R�VDYH�D�WLPHOLQH�DV�D�WHPSODWH
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9. In the review dialog box, click )LQLVK.
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4. In the &RQILUP�dialog box, click Yes or No to $SSO\�WKLV�VW\OH�WR�WKH�VHOHFWHG�IDFW�ER[HV?

The selected fact boxes immediately display with the new style format.

7R�FKDQJH�ER[�OLQH�GHIDXOWV
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1. In the )RQW
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7R�DGMXVW�WLPH�VFDOH�ZLGWK
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Changing the time scale font
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Arranging Timeline Elements

Moving timeline elements

You have the ability to manually move chart elements in any horizontal or vertical direction on
your timeline. While Text boxes and pictures can be positioned anywhere on your visual,
remember that Fact boxes are connected to a corresponding date on the time scale. 

On the Box Tools Format ribbon, choose from the Alignment or Position options that help you
adjust alignment and visibility for selected elements. See the Position timeline elements topic.
The Box Tools Format ribbon also contains automated options for arrangement and stacking of
timeline elements. See the Comparing Auto-Arrange vs. Auto-Stack topic to identify which
feature you want to use.

To learn about 
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5. Click 2.
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to display a pop-up window with suggestions of possible corrections. 
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3. In the 2SWLRQV�
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2. Click the )XOO�6FUHHQ�bytton 
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4. Click 2..
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3. In the 6HQG�WR�/H[LV1H[LV�6DQFWLRQ dialog box, select one of the following multiple page
options:
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2. In the 2QH�3DJH�SHU�)DFW�2SWLRQV area, next to 3DVW�IDFWV and )XWXUH�IDFWV, click the

down arrow and select the option you want: 1RUPDO, +LGGHQ, or 7UDQVSDUHQW.
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Send to PowerPoint

The Send to Microsoft® PowerPoint feature allows you to export your timeline 8.667(t)-22.667(o)-59.667( )1a Microsoft®
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2. In the 2SWLRQV dialog box, click the 6HQG�WR�3RZHU3RLQW® tab.

3. In the *HQHUDO�2SWLRQV area, select or clear the &UHDWH�K\SHUOLQNV�LQ�VOLGHV��LQGRZV�)LOHV�OLQNHG�ILOHV check box depending on your preference.
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5HODWHG�7RSLFV
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5. In the message to confirm the selection, click 2., and then click 2.�to close the New File
Viewer Dialog Box. 
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4. Click 2. to display the New File Viewer dialog box.

5. In the 9LHZHU�1DPH field, type in the name you want to reference the viewer.
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Managing TimeMap Options

Customizing TimeMap options
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Keyboa0.
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then click &XVWRPL]H�.H\ERDUG�6KRUWFXWV.

2. In the &XVWRPL]H�.H\ERDUG dialog box, select the menu in the &DWHJRULHV list and then
select the item in the &RPPDQGV list.

If there is already a keyboard shortcut for this menu item, the command displays in the
Current keys list and a description displays below indicating its current use.

3. To change the command, type in a new one in the 3UHVV�QHZ�VKRUWFXW�NH\ box and click
the $VVLJQ button.

4. Click &ORVH.

If you click the Reset All button, the key commands return to their original default settings.

5HODWHG�7RSLFV

Using keyboard shortcuts
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custom    

file viewers     132

customizing    

case options     136

date text     75
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saving    
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