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Main Workspace: The HU Editor

The Hermeneutic Unit (HU) Editor is the main workspace. It is opened after the 
start of the program, and will be your “home page” most of the time. 

The HU Editor serves as the main editing tool and offers access to all other 
workbench tools.

You can decide which parts of the window to display and customize its 
appearance to your needs. Use the VIEWS menu to hide some of the buttons, 
windows, etc.

ATLAS.ti 7 USER MANUAL

Figure 7: The HU Editor with activated line numbers and margin area.
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Components Of The HU Editor

The numbers in brackets refer to the figure above showing the HU editor.

Title Bar [1]
The title bar is common to all windows and dialog boxes. It displays the name 
of the HU that is currently being edited. 

Main Menu And Tool Bars [2]
The main menu below the title bar offers access to the different kinds of 
objects that populate an HU. Commands found in the main menu are often 
also available from context menus and toolbar buttons. 

Tool bars offer functions that are generally also available as menu commands. 
A short “tool tip” help text is displayed when the mouse pointer rests on a tool 
button. 

The Edit options in the tool bar are available only when an editable Primary 
Document (PD) is displayed. The tools from the Editing Toolbar can be used 
after entering edit mode. The various options are explained further in the 
section on “Editing Primary Documents.”

The Primary Document Tool Bar [3]
The PD toolbar is to the left of the PD pane. Note that it is disabled unless a 
document is loaded. 

Object Drop-Down Lists [4]
Below the main toolbar, you find four drop-down lists that contain the HU’s 
main entities. From left to right, these are the drop-down lists for: PDocs, 
quotations, codes, and memos.

Click into the entry field or the little drop-down arrow on the right to select an 
object. Click the button to the left of the entry field to open an Object 
Manager.

Primary Document Pane [5]
The dominant window pane in the HU Editor is the Primary Document Pane. 
This pane is the central workspace where text or graphic material is reviewed, 
marked, coded, and annotated. It is usually augmented by the Paragraph 
number pane when text documents are loaded [8] and the margin area [9].

Paragraph Number Area [6]
To the left of the text area, paragraph numbers can be displayed. Technically 
a hard return in text document is interpreted as paragraph.
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Margin Area [7]
To the right hand side of the PD area is the optional margin area. Bars are 
used to indicate quotations. Attached codes, memos, and hyperlinks are 
displayed next to the quotation bars. The margin area is fully interactive: the 
displayed objects are sensitive to mouse clicks and have their own context 
menus. In addition, a variety of drag-and-drop options are possible. See “ 
Margin Drag & Drop“ for more detail.

You can resize the margin area using the split bar [10] between the PD pane 
and the margin pane.

When you double click on a code in the margin area, a comment field pops up 
showing the code definition if you have written one.

A general context menu can be opened inside the margin area by moving the 
mouse pointer onto the background between the objects. It allows you to set 
display properties of the objects. 

Margin Area Preferences

Several individual preferences can be set for the margin area: the kind of 
objects shown, whether icons should be used, whether in-place editing should 
be allowed, etc. In order to set your individual preferences:

Select TOOLS / PREFERNCES / GENERAL PREFERENCES (or use the “wrench” button) and 
then select the Margin tab. 

Windows Splitter [8]
Use the windows splitter to resize the PD pane and margin area.

Region Button [9]
When you click on the plus sign on the right hand side of the editor, you can 
open up three more regions for the display of documents. Thus, you can view 
(and work on) up to four documents side-by-side.
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Figure 8: Margin area context menu
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Document Bar [10]

Indicates the active region for currently loaded documents.

Navigation Pane [11]
The navigation pane allows easy access to primary documents, quotations, 
codes, memos and network views. You can search for objects and also load / 
open them them from here.

Open the navigation pane at the left hand side of the editor:

Double-click on a document entry to load it into the first document region. 
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Figure 10: Accessing the navigation pane

Figure 9: HU editor with two document regions
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Use the search field to search for a specific item. This is especially useful if you 
work with lots of documents or have a long list of codes or other objects.

If you want to rename an object, use the in-place method (see “In-place Label
Editing.“

Switch to View mode by right clicking on an object in the list to see preview 
images for each document. This provides a good overview if you work with 
different media types and is especially helpful when analyzing lots of image 
data (see Figure 12). The View mode is available for primary documents and 
for network views.

Status Bar [12]
The status bars at the bottom of the window. The leftmost field tells the user 
about successful termination of operations, and displays the file name of the 
currently loaded file. At times, it also contains short help texts for menu items 
and buttons, and shows error messages when necessary.
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Figure 12: View preview images for your documents in the  
navigation pane

Figure 11: Working with the navigation pane
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Towards the right side, the current view size of the loaded document is shown. 
Next to it the ATLAS.ti icon. It changes to a pen when the PD is switched to 
edit mode.

The next field displays the document’s content type (e. g., Rich Text, PDF 
image, audio, video and GEO) and the selected language (in Figure 13 this is 
DE for German). Click the Default button to select the language.

Pop-up Menus
‘Context’ or ‘pop-up’ menus are used for commands that apply to a selected 
object or to a specific sub-pane inside a multi-pane window. A pop-up menu is 
activated by a right mouse click at the current location of the mouse pointer. 
They are also termed context sensitive because the offered commands depend 
on the type and the current state of the object or the context in which the 
menu was activated.

Using pop-up menus to initiate procedures is a three-step procedure typical for 
window-mouse user interfaces:
• Select an object.
• Open the pop-up menu with the right mouse button.
• Select a command with the left mouse button.

The HU editor provides specific pop-up menus in each of its sub-panes. The PD 
pane alone offers a variety of pop-up menus, depending on what is currently 
displayed or selected. When there is no PD displayed (e. g., directly after 
starting a session or after closing a PD) you get the wallpaper menu:
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Pop-up or 
"context" menus 
are activated with 
a right mouse 
button click.

Figure 14: Select the language you are 
using

Figure 13: The status bar
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When a PD is loaded and a chunk of text is selected, a different pop-up menu 
is displayed: 

If the selection is an existing quotation, the pop-up menu gets more specific:

The commands are tailored to the objects under the cursor at the time the 
context menu pops up.
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Figure 17: Pop-up menu for a 
quotation.

Figure 16: Pop-up menu for a 
selected text segment.

Figure 15: Wallpaper pop-up menu
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The Object Managers

The advantage of drop-down lists is that they save space. To provide more 
efficient access to the objects listed in the drop-down lists, the lists can be 
displayed in a detached window. These windows are called Object Managers 
because they not only allow access to the objects, but provide many more 
options and functions. 

Like many other tools that can be invoked from the main editor, an Object 
Manager is a child or dependent window of the main editor.

Child windows have some common properties:
• They are closely related to their parent window (here: the HU editor) and 

changes in either the child or the parent window are usually "broadcast" 
between them (like the selections of objects).

• They can be resized and positioned independently of their parent window.
• They are minimized when the parent window is minimized and they are 

restored with their parent window.
• They are closed when the parent window is closed.
• However, child windows do NOT move with the parent window.

Roll-up Mode
On low resolution screens, Object Managers can cover relatively large areas of 
the workspace. You can use the roll-up mode to save screen space. In order to 
“roll up” a window, click on the icon on the top left of the window as shown in 
Figure 18 and the select the roll-up option from the menu.

ATLAS.ti 7 USER MANUAL

Figure 18: Activate the roll-up mode to optimize space
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Launching An Object Manager
In addition to the options provided by the navigation pane, you can also open 
a list of all documents in a separate window called the Primary Document 
Manager. This manager contains a number of additional functions.

To open for instance the Document Manager, select the main menu option 
DOCUMENTS / PRIMARY DOC MANAGER or click on the P-Docs button to the left of 
the drop-down list.

In the same way, you can launch the QUOTATION, CODE MANAGER and MEMO 
MANAGER.

On the right hand side of the window you see the list of objects. Various view 
options are available (see View Menu).

On the left hand side, you see an optional side panel that shows the existing 
families. Families are a device in ATLAS.ti that allows you to group objects (see 
The Manager Side Panel ). 

If you select an item that is part of a family, the family icon is highlighted. In 
Figure 20 for instance the memo*idea memo is selected. As it is part of the 
memo family Instructions, the icon of this family is highlighted.
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Figure 19: Primary Document Manager
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If you click on a family in the side panel, you activate a local filter and the list to 
the right only shows the items of the selected family. Note that the family is 
displayed in bold characters:

It is also possible to set a global filter in the side panel and to create families 
and super families right where you need them in the Manager (see “The
Manager Side Panel “). 

Click on SHOW ALL to view the full lists of items again.

You can activate or deactivate the side panel by selecting: VIEW / SHOW SIDE 
PANEL, or select click on the side panel button in the tool bar (see left).

The Object Manager Window
The four Object Managers have some common properties. The general layout 
of their window is as follows:

Title, Menu, And Toolbar

The title bar displays the object type. In the figure above the PD Manager is 
shown. The menu and the toolbar below the title bar offer access to frequently 
used functions, some of which are also accessible from pop-up menus.

As the functions are different for all four object types, menu and toolbar 
options differ for the four Object Managers. The toolbar options are described 
in more detail below. The menu items resemble the corresponding main menus 
in the HU Editor.

Note that not all options are available at all times. Some menu and toolbar 
options need either a single selection or multiple selections.
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Figure 20: Link between list items and associated families

Figure 21: Use side panel to filter the list of primary documents
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The List Pane

Below the toolbar is the list pane. Unlike the HU Explorer or the Network Editor 
that can handle heterogeneous collections of objects, the Object Managers 
display objects of only one type. When you are in “Details” view mode, a 
number of attributes of the items are displayed in a table-like manner. The 
order of the columns can be changed by dragging a column to a different 
position in the list. Items can be sorted or reversed by clicking on the respective 
column header. 

The Text Pane

The text pane, located below the list pane, displays the comment or, in the case 
of memos, the text body. All text panes are Rich Text compatible.

The Split Bar

The relative size of the list and comment pane can be modified by dragging the 
split bar between the two panes. The cursor changes when the mouse moves 
over the split bar. You can re-size the adjacent panes by dragging the split bar 
to the desired position. 

The Status Bar

The status bar’s fields display from left to right the number of objects, the 
selected object, the filter, and the sort option. 

The status bar above indicates that the Primary Document Manager lists 12 
documents, none of the PDs is currently selected. The filter is set to display only 
documents from the PD family: Investigation, and items are sorted by “ID.”

For additional information about how to use the status bar for sort- and filter-
related procedures see “Sorting and Filtering.”

Pop-Up Menus

The list and text panes offer context sensitive pop-up menus. The list pane’s 
context menu contains a portion of the commands available from the main 
menu for the selected objects. The text pane’s menu offers standard commands 
for editing and formatting.

View Menu
View Options are the same for all Object Managers.
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Figure 22: Status bar of primary document manager
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CLOUD VIEW (available in the Code Manager only): Shows all codes in a cloud 
view. Once you have activated the cloud view, various other view options are 
offered via the CLOUD sub menu, like viewing extended tags, changes the 
weight to groundedness / density, to sort by name, etc. 

Choose between viewing TILES, LARGE ICONS, SMALL ICONS, a LIST of items, or a list of 
items plus additional information in DETAILS view.

The Tiles view is interesting in combination with the option PREVIEW SIZE. This 
option is available in the P-Docs and Memo Manager and results in the display 
of thumb nail images.

The SINGLE COLUMN view shows the most essential information like name, how 
often used, linkages to other objects, start and end position (where applicable).

USE GRID displays lines between rows in Details view. 

LEDGER STYLE shades every other row.

DISPLAY FREQUENCIES: Offers a visualization of quotation frequencies in the P-Docs 
Manager and of groundedness and density counts in the Code Manager. It 
needs to be combined with the Details view.

AUTO-COLOR MODE (only available in the Code Manager). Codes are 
automatically assigned a color according to their groundedness and density. 
See “T” for details.

PREVIEW SIZE is related to the tiles view. You can chose among various sizes 
starting with the standard size (32 x 32) up to Godzilla size (512x512).

SHOW SIDE PANEL: The side panels can be used to create and display families (see 
Creating Families), to select families as local or global filter (see Filtering)and to 
create super families (see Super Families).

SHOW TOOLBAR: turns the display of the toolbar on or off.

USE IMAGES: Shows icons for the various objects.

FONT individually specifies the font used for this list. The default font for the list 
and the text area can be set in General Preferences.

REFRESH (F5) refreshes the list display

SELECT ALL ITEMS is self-explanatory.

Selecting Items In Object Managers
Next to thinking, clicking will likely be one of the most frequent activities when 
working with ATLAS.ti. 

Clicking is done in many different ways such as single- and double-clicking and 
clicking with the left or the right mouse button. The "semantics" of a mouse-
click are not perfectly straightforward, and a few variations must be learned.

A single click with the left mouse button selects and highlights an item in each 
of the Object Managers. 

Double-clicking an item selects the object and invokes a procedure depending 
on the type and state of the object. The effect of a double-clicking is described 
for each of the Object Managers below.

For multiple selections, you may use the standard Windows selection 
techniques.
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A single click 
selects an object, 
a double-click 
executes an 
associated action 
for the object.
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Sorting And Filtering
The Object Managers permit comfortable sorting and filtering. See “The
Manager Side Panel “ and “Sorting and Filtering” for details. 

Searching
Use the search field to search for either documents, quotations, codes or 

memos in the respective managers.

If you enter a search term, all objects that include the term somewhere will be 
shown in the list. For example, if you enter the term “children” in the code 
manager, all codes that include the word “children” somewhere in the code 
name will be shown like children: unrelated to personal happiness, or source:  
children, or SQ: Reasons for having children.

Remember to delete the search term if you want to see all codes again.

Incremental List Search
This feature is available in the list pane of all Object Managers. Select any item 
in the list and type in an arbitrary sequence of characters to jump to a 
subsequent list entry matching this sequence. 

For example, suppose a number of codes begin with "em" (e. g., "Emotions") 
and others with "ex" (e. g., "External Reference"): typing "em" will jump to 
the first of the "EMotion …" codes, while entering "ex" will jump to "EXternal 
reference." Every other character typed advances the focus to the next list 
entry unless a matching name cannot be found.

Avoid long delays between entering characters. After a certain system-
defined timeout, the next character starts a new forward search.

In-place Label Editing
In-place editing in Object Managers and side panels is a convenient way to 
rename objects. On a selected item, you can initiate in-place editing by either 
clicking again or pressing the F2 key. Don't rush the second click, though, as 
this initiates a double-click action. Under TOOLS / PREFERENCES / GENERAL PREFERENCES, 
tab: Margin you can set whether an in-place action should be a local or a 
global action. The default is local.

Editing Text
In the Object Managers, the comment for the selected object or a memo’s 
content is displayed in the text pane below the list pane. You may edit the text 
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Figure 23: Search field in object managers



MAIN WORKSPACE: THE HU EDITOR 44

right there or you might prefer to open a full-fledged text editor (see button to 
the left). For minor changes, working in the Object Manager’s text pane is 
quite comfortable.

There are several ways to save a changed comment. With General Preferences 
set to "Accept changes in browser silently," an object’s comment (or a memo’s 
body) is saved automatically whenever you select another object in the list. This 
is the default setting and a quick way to save. However, you will also change 
the text if you click on another item accidentally. 

If you are not using the Quick Save option, you need to confirm saving the 
comment or memo when selecting another object in the list. 

Changes can be explicitly saved at any time by pressing the Ctrl-S key 
combination, or via EDIT / ACCEPT from the Object Manager’s menu.

All text editors offer full rich text support.

Primary Document Manager

For many operations, the Primary Document Manager is easier to handle than 
the drop-down list (see Figure 19). 

If you double-click on a document, it will be loaded into the active region. You 
can also drag and drop documents from here onto the region buttons (see left) 
to load it into a new region. Or click on the region button first to open a new 
region and then drag a document in the empty region pane.

As already shown for the navigation pane (see “Navigation Pane [11], you can 
also view your documents as tiles: VIEW / TILES. The standard option is to see 
thumb nails. But you can also increase the size by selecting VIEW / PREVIEW SIZE.
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Next to each tile you find information about the document; its type, the 
families it belongs to, and the number of quotations.

Double-click: Double-clicking a PD loads the data source and displays its 
content in the PD pane.

Single-click – pause – single-click (or F2) activates in-place editing of PD names. 

Multiple Selection: You can select more than one PD at a time. This is useful for 
printing a selected list of PDs (OUTPUT / LIST).

Filter: Click on a PD family in the side panel to set a local filter. 
Ctrl+Shift+double-click sets a family as global filter (see Using Families as
Filters). 

Colors: 
• Usable PDs are colored black.
• PDs with an inaccessible data source file are colored gray. If this happens, 

you have either moved linked documents to a different location or have 
renamed them. If you are using managed files, this indicates that the 
document is not available in the library (see “Document Libraries.“

• PDs that are available but cannot be loaded due to a consistency problem 
are colored red. This indicates a problem with editing for linked documents. 
You have either modified the document outside of ATLAS.ti or have lost or 
misplaced the log file that is created when editing a document inside of 
ATLAS.ti. 

• PDs that can be loaded, but are loaded via the fallback path, are shown in a 
dark red color. The fallback path is either the HU or the TBPATH. This only 
applies to linked documents. 

See the ATLAS.ti 6 manual for further detail on linked documents.

The PD Manager Toolbar
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Figure 24: Preview images for documents in Primary Doc Manager
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The toolbar is a convenient alternative to selecting procedures via the main 
menu. The difference is –where applicable- the selected option only has an 
effect on the currently selected document. When selecting the same option 
from the main menu, it is applied to all documents.

From left to right:
• Add a new document to your project
• Open text pane for writing comments in a full-fledged text editor.
• Open a network view on the selected primary document.
• Remove selected document(s) from a project.
• Open / close side panel.
• Various View options
• Open the Primary Document Family Manager (see “The Family Managers“).
• Search the list of documents

PD Manager Columns
The columns of the PD Manager’s details view offer a vast amount of 
information to keep track of possible access problems. The arrangement of 
columns may differ from your current setting.

Id: The internal ID number assigned to the document when it was first added 
as a PD. An icon indicates the document type.

Name: The name of the PD. Note that this name can differ from the file name, 
as PDs can be renamed within ATLAS.ti.

Media: The media type.

Quotations: The number of quotations created for this PD.

Location: The actual location of the data source file. This could be My Library, 
Team Library, in HU if the document is embedded, or the actual location of a 
linked document if accessible.

Author: The name of the ATLAS.ti user who assigned the document

Families: The document families the document has been assigned to.

Created: The date the document was assigned to this HU.
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Figure 26: PD Manager Columns

Figure 25: PD Manager toolbar
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Modified: The date when the PD was last modified, i. e. the date of last usage 
within ATLAS.ti, e. g., a quotation was created or removed. The modification 
date does not refer to the modification of the data source file.

Usable: ‘Yes’ indicates that a PD’s data source can be loaded, and ‘no’, 
indicates that the data source is not accessible. 

Origin: The original location of the PD’s data source from where it was 
assigned to the HU.

Quotation Manager

This Manager offers you several display and sorting options.

A double-click on a quotation loads its PD (unless already loaded)n and displays 
its content in context. 

In this example, quotation “3:64” is selected and its comment is displayed in 
the text pane.

Single-click selects a quotation. If you have written a comment for the selected 
quotation, it is displayed in the text pane. 

Single-click – pause – single-click (or F2) activates in-place editing of quotation 
names. 
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Figure 27: Quotation Manager
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Double-click: A double-click on a list entry displays the selected quotation in 
context.

Multiple Selection: You can select more than one quotation at a time, either to 
delete them, to attach codes, to open a network on them, or to create output.

Drag & Drop: By dragging one or more quotations onto other quotations, you 
create hyperlinks.

Colors: The color pattern for quotations follows the same rules as for PDs:
• Quotations that can be activated and displayed are listed in black.
• Quotations from linked PDs that are available but cannot be loaded due to 

an issue with editing are displayed in red. 
• Quotations from PDs with inaccessible data source files are displayed in gray 

(see section PDs with an inaccessible data source file are colored gray).
• Quotations that can be loaded, but are loaded via the fallback path, are 

shown in a dark red color. This applies to linked documents only. See the 
ATLAS.ti 6 manual for further detail on linked documents.

Quotation Manager Toolbar

From left to right:
• Open text pane for writing comments in a full-fledged text editor.
• Open a network view on the selected quotation.
• Move forward to the next quotation (or back to the last one)
• Create the link source for a hyperlink (“Hypertext“)
• Create the target link for a hyperlink.
• Delete selected quotation(s).
• Open / close side panel.
• Various View options
• Enter a search term into the search field if you are looking for particular 

quotations.

Quotation Manager Columns

Id: The Id combines the PDoc number and the quotation sequence number. 
The quotation Id 3:10 means that the quotation is part of the third (3:) 
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Figure 28: Quotation Manager toolbar

Figure 29: Quotation Manager columns
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document, and it is the 10th (:10) quotation that was created in this document. 
Quotations are numbered in chronological and not in sequential order. 

A tilde sign (~) indicates that a comment was written for this quotation; the 
brackets (< or >) indicate that the quotation is a start anchor or target for a 
hyperlink.

Name: The first 30 characters of a quotation are used as the default list name. 
This name can be changed if desired. The default name of a graphic, audio, or 
video quotation is the name of the data file name.

Primary Document: The name of the primary document it belongs to.

Codes: The codes that have been applied to the quotation.

Size (media type dependent): 
• Text quotation: number of paragraphs
• Graphic quotation: height in pixel of the quotation’s rectangle.
• Audio quotation: hour:minutes:seconds:milliseconds
• Video quotation: hour:minutes:seconds:milliseconds
• GoogleEarth quotation: 1

Start (media type dependent):

Text quotation: paragraph number 

Graphic quotation: upper left coordinate

Audio quotation: h:mm:ss:mil (hours:minutes:seconds: milliseconds)

Video quotation: start frame or time as for audio quotations

GoogleEarth quotation: Geographic reference

Density: Number of links to other quotations.

Author: Name of user who created the item.

Created: Creation date and time.

Modified: Date and time of last modification.

Code Manager

Besides the HU Editor, the Code Manager will probably be one of your most 
frequently used tools. 
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A double-click on a code displays the coded quotation highlighted in the 
context of its PD. If more than one quotation is associated with this code, a list 
pops up from which a quotation can be selected.

The Code Manager is frequently used to create and modify codes, to code data 
segments via drag & drop, and to retrieve coded data segments. It can also be 
used to sort your codes in multiple ways in order to analyze code book 
evolution.

Single-click: Selects a code. If you have written a definition for the selected 
code, it is displayed in the text pane. Once selected, the code can be used for 
drag & drop coding.

Single-click – pause – single-click (or F2) activates in-place editing of code 
names. 

Double-click: Opens a list of quotations that have been coded with this code.

Multiple Selection: You can select more than one code at a time to delete, code 
a data segment with all of the selected codes, open a network, create output, 
assign them to one or more code families, or to create a code family containing 
the selected codes (CODES / EDIT FAMILY).

Drag & Drop: You can use the Code Manager as a convenient tool for coding 
by dragging codes onto a highlighted piece of data. If you drag codes onto 
another code within the same list pane, code-links will be created.

Colors: Super Codes are displayed in red, regular codes in black unless you 
color them.
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Figure 30: Code Manager – View options set to Details / Display Frequencies / Show Side Panel
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Filter: Click on a code family in the side panel to set a local filter. 
Ctrl+Shift+Double click sets a family as global filter (see “The Manager Side
Panel “).

Code Manager Toolbar

From left to right:
• Create a new code.
• Open text pane for writing comments in a full-fledged text editor.
• When double clicking a code, a list of linked quotations is opened. Click the 

forward and back buttons to review the list.
• Select a color for one or more selected codes.
• Code the current selection with one or more selected codes.
• Open a network view on the selected code.
• Delete selected code(s).
• Create output.
• Open / close side panel.
• Various View options.
• Open the Code Family Manager (see “The Family Managers“).
• Enter a search term to search for particular codes.

Code Manager Columns

• Name: Code name.
• Grounded: Code frequency or "groundedness” (i. e., the number of 

quotations to which the code is applied).
• Density: Number of links to other codes.
• Created: Creation date and time.
• Author: User who created the code.
• Modified: Date and time of last modification.
• Families: Name of code family if the code has been added to a family.
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Figure 32: Code Manager Columns

Figure 31: Code Manager toolbar
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Memo Manager

The Memo Manager lists the HU’s memos. Memos created or modified today 
are listed in bold font. The text pane displays the content of the selected 
memo. 

• Single-click selects a memo. The content of the memo is displayed in the text 
pane. 

• Single-click – pause – single-click (or F2) activates in-place editing of memo 
titles. 

• Double-click opens the memo editor. This behavior can be changed to 
activate the quotation associated with a memo via General Preferences.

• Multiple Selection: You can select more than one memo at a time for bulk 
deletion, to attach all selected memos to a data segment, to open a network 
on them, to create output, to assign them to one or more memo families, or 
to create a memo family containing the selected memos (MEMOS / EDIT 
FAMILY).

• Drag & Drop: You can attach a memo to a data selection (“memoing”) by 
dragging it into the PD pane (applies to text and image data). 

• Colors: Memos content resides in the HU’s file storage until selected for the 
first time. Memos, which are not yet loaded are displayed in gray. Memos 
which were created or modified today are displayed bold.
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Figure 33: Memo Manager
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Memo Manager Toolbar

From left to right:
• Create a new memo
• Toogle: The windows either is display always on top (default), or is closed 

when you click somewhere else.
• Open text pane for writing the contents of a memo in a full-fledged text 

editor.
• Open a network view on the selected memo.
• Delete the memo.
• Open / close side panel
• Various View options
• Open the Memo Family Manager (see “The Family Managers“).
• Enter a search term to search for particular memos.
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Figure 34: Memo Manager toolbar
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Memo Manager Columns

• Name: Memo title.
• Grounded: Number of quotations to which a memo is connected.
• Density: Number of codes and other memos to which the memo is 

connected. 
• Size: Size of content. Counts text characters and embedded objects.
• Author: Name of the user who created the memo.
• Type: Memo type selected for this memo.
• Created: Creation date and time.
• Modified: Date and time of last modification.
• Families: Name of memo family if the memo has been added to a family.
• PDs: Indicates whether the memo is used as the data source for one or more 

PDs. A dash indicates that it is not used as a PD.

The Manager Side Panel 

The side panels in document, quotation, code and memo managers allow much 
more immediate access to fundamental activities like selecting codes, families, 
creating families and super families, and setting local and global filters. This 
allows a much more effective integration into the work flow and saves a lot of 
mouse movements and clicks. In combination with the Venn diagram, it is now 
possible to run simple AND and OR queries in the quotation manager.

You activate or deactivate the side panel by selecting: VIEW / SHOW SIDE PANEL, or 
select click on the side panel button in the tool bar (see left)
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Figure 35: Memo Manager Columns
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Creating And Deleting Families
To create a new family, select the items that you want to include using 
common Windows selecting techniques (either by holding down the Ctrl- of 
Shift key). 

Drag and drop the selected items to the side panel, or right-click in the side 
panel area and select the option NEW FROM SELECTED ITEMS. Enter a name for the 
new family and click ok.

See the chapter Family Life for further information on working with families.
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Figure 37: Creating a new family in the side panel

Figure 36: Side panel in Primary Documents Manager
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To delete a family, select it in the side panel, right click and select the option 
DELETE FAMILY.

Renaming A Family
Renaming is possible via the in-place method: Select an entry in the side panel 

and click left again. Enter a new name.

Removing Items From A Family
You have two options to remove an item from a family. You can use the side 
panel context menu or the family manager (see “Removing Members.“ The 
family manager option is useful if you want to remove lots of items. If you 
want to remove items using the side panel context menu, proceed as follows:

Select a family in the side panel.

Select the items that you want to remove from this family on the right-hand 
side of the manager. Use the Ctrl- or Shift-key to select multiple items.

Right-click on the family and select the option REMOVE SELECTED ITEMS FROM 
FAMILY.
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Figure 38: Side panel context menu

Figure 39: In-place renaming of objects in side panels
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Side Panel Context Menu
Right-click to open the context menu of the side panel:

New from selected items: Select one or more codes in the Code Manager, then 
click this option to create a new family. Another option is to drag the selected 
codes in the side panel (see Figure 37).

Set global filter / Remove global filter: See “Setting a Local Filter“ and “Setting
a Global Filter“).

Create Super Family / Change operator: See “Creating Super Families as Global
Filters.“

Open Network View: Select a code family and click this option to a open a 
network view on this family. See “Families as Nodes.“

Delete Family: See “Creating and Deleting Families.“
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Figure 41: Context menu of side panel

Figure 40: Removing items from a family
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REMOVE SELECTED ITEMS FROM FAMILY: As the name already indicates, use this option 
to remove unwanted items from a family.

Association Between List Items And Families
If you select an item that is part of a family, the family icon is highlighted. In 
Figure 42 for instance the memo*idea memo is selected. As it is part of the 
memo family Instructions, the icon of this family is highlighted.

Setting A Local Filter
If you click on a family in the side panel, you activate a local filter and the list to 
the right only shows the items of the selected family. Note that the family is 
displayed in bold characters:

Click on SHOW ALL …. to view the full lists of items again.

Creating A Local Filter Using AND And OR
You can make a selection combining the members of multiple families via AND 
or OR. You can see which one is the currently active operator at the button 
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Figure 42: Link between list items and associated families

Figure 43: Use side panel to filter the list of primary documents
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displayed at the top left of the list of families. The default operator is OR (see 
Figure 36 below). 

To change the operator, you can either click on the button, or right click inside 
the side panel and select the option CHANGE OPERATOR from the context menu.

If you select multiple families in the side panel and the OR operator is active, all 
items of all selected families are shown (think plus).

If the AND operator is active, only the common items of the selected families 
are shown (think intersection).

Setting A Global Filter
If you want to set a family as global filter, thus affecting the display of the 
selected items in the entire HU, right click on a family and select the menu 
option SET GLOBAL FILTER (see Figure 45 below); or hold down the Ctrl+Shift key 
and double-click on a family.

The family icon is replaced by the filter icon, the name of the family is shown in 
red characters and the effected lists show a pale yellow background color. 

To reset a global filter, right click the family item and select REMOVE GLOBAL FILTER 
(or Ctrl+Shift double-click). 

If you have set multiple global filters in more than one manager, use the main 
menu option TOOLS / RESET ALL FILTERS.
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Figure 44: AND and OR operators

Figure 45: Display of a global filter setting
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To set a global filter, you can only select one family at a time. If you want to 
set a combination of families as global filters, you need to create a super family 
first (see Creating Super Families as Global Filters).

Creating Super Families As Global Filters
You can create super families using the operators AND or OR (see also the 
section Super Families).

If you select the OR operator, all items of all selected families are included in 
the new a super family (plus).

If you select the AND operator, all common items of the selected families are 
included in the new super family (intersection).

To create a new super family, select the desired operator first. Click on the 
operator button, or right-click in the side panel and select CHANGE OPERATOR.

Next select the families that you want to combine.

Right-click and select the option CREATE SUPER FAMILY from the context menu (or 
hold down the Ctrl-key and click on the operator button).
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