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Creating Word Outlines from Compendium
A Tutorial

Jeff Conklin, CogNexus I nstitute

Summary: Once you have created a map in Compendium, there are several reasons to create an
outline document in Word from your map:
1. Letsyou ‘spell check’ your map
2. Lets you read through the map quickly to see if you have covered all the issues
3. Lets you share your map with others who don’t have Compendium
4. Allows others to give feedback on the map by making comments in the Word outline
version of it
5. Allows you to “ outline” a document you are writing by starting in Compendium, so
that you can think through the most compelling points and most logical structure.
Then you create the outline version in Word and flesh out the outline into a letter,
paper, or Power Point presentation
6. Helps you learn how to make better maps by seeing how they read when converted
to document form.

Ultimately, turning a map into a well-written document israrely a pushbutton process —
some editing is usually required tofill in the gaps and smooth the “ narrative flow” of the
document into a form that readers of a Word document expect and are comfortable with.
See the final section on “ Cleaning up the Word Document” for someideas and tips.

Thistutorial is specifically for the SCE version of Compendium (v1.6 Alpha 28c or
greater), but should also work for the public release, 1.5.3 Alpha 5. These instructions
are developed for Microsoft Word 2003 — please let us know about problems or successes
with other versions.
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Quick Start Guide

This section is a brief overview of the process for tech-savy users. If this brief description of the
process doesn’t make sense to you or doesn't work, please read the fuller descriptions in sections
“One-time Set Up for Outline Exports’ (page 5) and “ Steps for Creating Outlines from Maps’

(page 8).

Note: this tutorial process assumes that you have a recent version of Compendium (v28c or
newer). If you don't have Compendium installed or you have a pre-28c version, stop here and
contact CogNexus Institute for help.

Step 1. In Compendium, open a map you want to turn into an outline Word document.

Step 2: Crestean HTML version of the outline by clicking File, Export, Web Outline. The
first time you do this, set up the export options as shown in Figure 5 and Figur e 6.

Step 3: Savethe HTML file as “temp.html” in its default |ocation, the Compendium Exports
folder.

Step 4: In Word, click File, New, and select the compendium-outline template. A new empty
document will appear. A new button will also appear at the end of your Standard toolbar
(usually the top toolbar), “Compendium-Outline”. Thisisa'macro’ (a Visual Basic
program) —it is completely safeto install and use.

Step 5: Click the Compendium-Outline button. The outline version of your map or maps
will appear in the document.

Step 6: Make any other formatting changes and Save the document.

A Way that’s Simple but Limited

Hereis a short example of the transformation of a map into text. Suppose you had created the
following simple map and you wanted to get feedback on it from people who don’t have
Compendium accounts.
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Figure 1: A simple meeting map

If from this map you used the Export Web Outline' command using the default settingsin
Compendium, the resulting HTML file would look something like Figure 2.

- pp——
{= C:\Program Files\Compendium\Exports\Compendium outline.html - WindowsInternet Explorer provided by Comcast \.7";_@
J | @ ciprogram Fil por cium outine, html o [#]]%] [ |[2]-
i Fle Edit View Favorites Took Help
inks 8. Amazon.co.ukDMbook | Amazon.comDMbaok ] BaseCamp ] bickr.com Home  §» CogNexus ] araigsist [ Create Adobe® POF Onine
i Google [Gi» viGotd 52 O B~ | T sookmarksy PRk @iNopopups | g Check » P () Settings~
i e = = —= o 3, = EZ
% & ‘ggHﬁ Welcome to Fa... | @ C:Program ... | @ Ciprogram L. | @coprogra... x [ |i - B - @ - Ehrage - Girods -
@ To help protect your security, Internet Explorer has resiricted this webpage from running scripts or ActiveX controls that could access your computer, Click here for x
~
Report Generation Report Generation
What are the requirements for a meeting report?
from the notes of 2 meeting.
Can be created quickly
Can be circulated electronically
iz by e-mail Hand notes don't mest th
Can be circulated to anyone
That is, does not require special software to view.
Can be printed out
Accurate
Le. not just one person's bizsed views of what was said and accomplished
Is easy and fast to read
What does this mean?
Haz 2 summary
Complete: Contains all the important information
v
] 4 My Computer  100% v

Figure 2: Portion of Outline Export using Compendium export defaults

While for some purposes this HTML file might be sufficient as a textual version of a map, there
are several problems withit:

Unless one is handy with HTML or has a good web page editor, no one can make any
changes, additions, or annotations on this document.

! The Export creates atemporary HTML file, which, by default, is placed in the Compendium Exports
folder.
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The HTML version includes an interactive “navigation menu” (the smaller “Report
Generation” on the left) which is meant to be used from a browser.

The document is longer than necessary because thereis alot of wasted vertical space

between lines.

If you include the icon images (see below) you'll have to create a PDF of the HTML
document for others to be able to see the icons when they open thefile.

If you tried to open this filein Word to edit it and save it asa DOC file, you would find other

problems:

The styles that Word has used for the paragraphs are very difficult to work with in
making formatting changes (although you can't seethisin thefigure).

The node labds arein alarge bold font that looks like headings (In Word, they ARE

headings styles!)

In short, it doesn’t look much like a white paper or meeting notes document. The vertical spacing
is especially problematic, because even a small map can run to several pages, and it is especially
difficult to keep track of the structure of the outline (the indentation) when it flows between
pages. Instead, by following a two-step process that uses a special Word template, we can get a
starting point in Word that looks like Figure 3 (just bullets) or Figure 4 (bullets and icons). This
more compact presentation of the map takes the same number of steps but is easier to read, makes
a better starting point for the editing which will produce your finished meeting report, and can be
easily mailed to others for viewing and annotating.
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Figure 3: Clearer and mor e compact outline output in Word
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Figure 4: The same outline with Compendium icons (“Includeimages’ turned on)
One-time Set Up for Outline Exports

This section describes how to set the parameters for Web Outline exports from Compendium.
Y ou only need to do thisonce. Even if you have multiple projects, these settings are preserved in
your copy of Compendium until you change them.

This tutorial assumes that you already have a version of v28c or higher version of Compendium
installed. If thisis not the case stop here and call CogNexus Institute. (In an emergency you can
try following theseinstructions
http://www.cognexus.org/Compendium/sce_compendium_installation_instructions _ v28c-
5.html.)

Next, in Compendium:

1. Open amap that you would like to view or send as an outline document
2. Navigatethe menusfor File, Export, Web Outlin€?
3. Set up the“Node Sdlection” tab parametersto look like Figure 5.

2 Some people prefer right-click, Export, Web Outline
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Figure 5: Outline Export settings -- Node Selection Tab

Notes on “Node Sdlection” tab:

Usually you' Il want to include all submaps, thus the “ Full depth” setting;
4. Set up the“Format and Content” tab parametersto look like Figure 6:

W
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CQutline Farmat Default

o]

Create/Edit Format. .

Optimise forWord
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() Show tags fviews in new window

(2 Mo node detail pages
@ Include all node detail pages
(2 Include node detail pages for Dates:

From: =

[] Display detail page dates

To: {3

l Export... I I Cancel ]

Figure 6: Outline Export settings
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Notes on “ Format and Contents” tab:

Check “ Optimise for Word” (that’ s the British spelling for optimize, soit’s
OKD);

Uncheck “Include a navigation menu”.

Leave “Include node authors” unchecked. (But keep in mind that if your map
was created by several users, you can check this option to have each outline
entry show who authored it.)

Select “Includeimages’ if you want your outlineto have theicon images
at the beginning of each line (asin Figure4). Theicons can increasethe
size of the document by 15%, but they add color, and they clarify the text
by, for example, making it clear which arguments are Pros and which are
Cons.

Select “Includetags’. Tags such as“Actionitem” are usually useful
information and you can uncheck this later if you don’t want that information
to show in the outline.

Unsdlect “Include views”
Sdlect “Include all node detail pages”

5. There should not be any changes in the “Node Anchors’ tab, but just for reference Figure
7 shows what it should look like.
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Figure 7: Outline Export settings — Node Anchors Tab
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6. Click Export to createthe HTML output file. Namethefile “temp.html” and click Save.
Thisisvery important, because the Word macro looks for this specific file. In the future
you will just select “temp.html” and click “Yes” when asked if you want to overwriteit.

7. You arenow done with the one-time set up process. Now you can create lovely
professional outlinereports in afew seconds.

Arethesethebest or ‘right’ settings? No, they are just my personal preferences, based on my
experienceto date. Obviously there are many possibilities, and you may well find settings and
combinations that work better in certain situations. | hope you will share them with me. Perhaps
we can create alibrary of templates, macros, and style guides for different kinds of reports.

Steps for Creating Outlines from Maps

Once you have everything set up, the process of getting amap or set of maps from Compendium
into Word takes two steps ... lessthan 2 minutes. Thefirst step is creation of atemporary HTML
export filein Compendium — here is a shorter version of the one-time setup process in the last
section.

First Step: Creating the HTML file in Compendium

To create the temporary HTML export file:

In Compendium, select File, Export, Web Outline.
Press the Export button (you' ve already set up the parameters)
In the File Name field click on the “temp” file.

Click Save and then click “Yes’ to overwrite it.

A W DN PP

Version 2.4, 12/14/2009 8 © 2009 CogNexus Ingtitute



@ CogNexus Institute

Second Step: Creating the Word document

Now in Word®:

Click on File, New

2. Inthe New Document task pane (inset on right), click on “General templates’, then on
compendium-outline.

_ New Document v X
Templates Open a document
Creating Outline \Ward Reports fro
Publications l Reparts lj Compendium-outline, dot
General ] Legal Pleadings ] Letters & Faxes é Cutline Export Test-large - IC-E - |
= p Catalina generation issues - I-E-C
Ul] F Asti-email. ref
T
— F Dacument Alpha,dac
Document ; Cutline wersion of Compendium m:
[Z More documents. ..
5 New
N PP f [ Blank Document

@ Blank Wweb Page

MNew from exristing document

After thefirst time you will just click on compendium- i) Choose document

outline. A new empty document will appear.

New from template

3. A new button will also appear at the end of your Sandard

. . diurn-bullzts- .
toolbar (usually the top toolbar), “Compendium-Outline’. ] e romtens

:':l Templates on my Web Sikes. .,

il Document1 - Microsoft Word

File Edit Wew Insert Format Tools Table ‘wWindow  HelpCCompendium-Outline

M~ TR o@s | =% Th R ot i@ [Mal P o== 0l (BB oa

4. Click the Compendium-Outline button. The outline version of your map or maps will
appear in the document.

5. Savethe document.

] I Templates on Microsoft, com

Y ou can now circulate the Word document to others to get their comments on the content of your
map. But beforeyou hit the*Send’ button it’s a good idea to read through the outline version and
make sure that it conveys what you want it too. There can be a surprising difference between
how a Compendium map reads and a Word document based on it reads — sometimes you' |l want
to do some editing in the Word document before sending it.

Cleaning up the Word Document

If your map had submaps | recommend inserting a Table of Contents (i.e. Insert — Reference —
Index and Tables— Table of Contents) to help readers with the overall structure of the outline
document.

3 Screenshots from Microsoft Word 2003 in Windows XP.
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Spell Checking

As you have probably noticed, Compendium does not have a‘spell check’ command. Creating an
outline of amap in Word let’s you easily spot any spelling errors in the map.

If the map islarge, thetrick isto find the misspelled word. Having had to correct many spelling
mistakes in large maps | have devel oped a process that may seem complex at first glance but once
you've done it a few times it becomes quite easy. Let’s assume you have Compendium open to
your map and Word with the outline of the map showing.

1. Highlight and Copy (ctrI-C) a misspeled word.

Switch to Compendium (Alt + Tab is handy for quickly switching between two applications).
Ctrl-F to bring up the Sear ch command (or Edit, Sear ch).

Ctrl-V to Paste the word into Keywords.

Click OK. Compendium will find all the nodes with that misspelling, and you can edit them
right there in the Search Results window by double clicking on each node’ s icon.

6. Switch back to Compendium (Alt + Tab) and repeat these steps.

o~ W DN

By correcting the spelling errors, you have improved the literary quality of your map, and if you
ever need to print the map out again, you have corrected the spelling problems at their source.

Other Clean Up

Y ou may want to do some more clean up ... add logos, write an Executive Summary, add a list of
action items or next steps, efc. Y ou may even want to rewrite the text, creating standard
paragraphs with full sentences, bulleted lists, figures, etc. By following these steps you now have
a compact starting point for crafting your map as a conventional document.

Structuring Large Documents containing Many Maps

If you are creating a report from a large set of maps, you will probably want to take advantage of
the Heading styles to organize the sections for the maps into a hierarchical structure that mirrors
the map nesting structure in Compendium. For example, if Map A contains MapsB and C, in the
outline A should be Headingl and B & C should be Heading2. Thisway you can very quickly
produce a table of contents for a larger document and the document structure would correspond to
the map nesting structure. Word's Outline View is especially useful for this sort of structuring.

Learning about Mapping from the Outline Version

Studying the outline version of a map can teach you a lot about the consequences of choices you
are making as you create and link nodes in Compendium maps. For example, when cregting the
maps, the choice of what’sin the Labe and what’s in the Detail, and the flow from oneto the
other, can have a big impact on the readability of the outline output. It isa good idea to routinely
create and study the outline view of every map you make. As you find parts of the outline that
don't read well or are confusing, go back to those nodes in Compendium and adjust them to
address the issue.

Some changes you are likely to make are:
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Rewriting node Labels to make them more descriptive of the key idea.
Using the Detail section of nodes to elaborate and clarify the Label.

Arranging the ideas on a Question node in a natural sequence. In many cases the most
natural sequencefor ideas is the historical sequencein which the proposals were advanced or
considered over time.

4. Arranging the nodes on an Idea node in a natural sequence. A good sequenceis:

I All the Pros

i All the Cons

iii. Any Reference and Note nodes (i.e. rdevant documents and emails)

iv. Any Question nodes (i.e. questions that expand on or challenge the ideg)

5. Avoiding having one node link to several other nodes. In the outline the node will appear
once for each link, which may seem repetitive.

Ultimately, creating and linking nodes in ways that create flowing outlines teaches you how to
make maps that are easier to read as well.

Narrative Flow

Theimportance of editing the outline version of a map goes up when you aregoingto sendit to a
non-Compendium user. When you are reading a map in Compendium you are aware that you are
reading a kind of hypertext that lets you scan the nodes in the map and pick which ones you want
toread. If anode doesn't quite make sense, you understand that you have to click around some,
usually on the nodes to the left of the one you started with, to understand its context. And if it
still doesn’'t make sense you know that you can add a question to the map or send a C-mail to the
person who posted it asking for clarification.

However, when a map is printed out in a document and handed to someone who doesn’t use
Compendium, his or her expectations are different. When someone picks up a Word document,
even an outline, they expect a certain level of “narrative flow” from thetext. In prose each
sentence expresses a whol e thought, each thought builds on the one before, and the sequence of
sentences and paragraphs deliberately follows the logic of “telling a story”, even if the document
isalegal brief.

To meet these expectations, Compendium users need to look at their outline draft document with
“beginners mind” and make adjustments to it that make it less “telegraphic” and more flowing.
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