Constructing an inventory of all the pertinent items we run across when doing research on the Internet or receiving information from email sources, is extremely helpful. 

We need an organized warehouse for storing bits and pieces of information, that we can come back to later and use an inventory of pertinent items to construct a document or power point presentation or perform some other function.
Of course it’s possible to right click on the background in the screen and create a folder, then name it, then drop into that folder bits and pieces of information that you run across in the next several days or weeks. You can create subfolders within a folder. Still, the folder system is inadequate for most projects of any size and depth.
An alternative is to use Microsoft Works Portfolio. At the Start Menu go to All Programs and then go to Microsoft Works and then to the extension named Microsoft Works Portfolio. Click on it. What kind of items can you store in this portfolio or digital warehouse? It will accept pretty much anything including BMP (bit-mapped), HTML (Hypertext Markup Language), JPEG (Joint Photographic Experts Group), GIF (Graphics Interchange Format), and WMF (Windows Metafile Format) files. Once you have inserted each item into a Works Portfolio, you can organize them into collections and even move an item from one collection to another. Hypothetically, if you are planning a Hawaiian vacation next year, you might start a portfolio collection titled “Hawaii 2009”. Within this collection you could store flight and hotel reservation information, car rental information, maps, resort videos, potential touring destinations and activities, etc.  
When you open Works Portfolio for the first time there is a sample collection for you to view. To create your own collection, choose Tasks, then choose New Collection. Type a name like Hawaii 2009 in the Collection Name dialogue box and click OK. When you add an item to this collection a small picture of it is displayed in the collection, thumbnails for images, a text icon for text items, and a sound icon for media files. You add items by the copy and paste technique or by the drag and drop technique. For copy and paste, right click an image and choose Copy. Then right click in the portfolio collection and choose Paste. If you have the Portfolio open while you’re searching for pertinent images, you can click on the desired image and drag it into the portfolio. For text, just select the text you want to copy by blocking it, then right click it, choose Copy. Then right click in the portfolio and choose Paste.  You can also drag and drop selected text into the portfolio. 
An alternative program for this function is Google Notebook. http://www.google.com/googlenotebook/faq.html Another alternative program for this function is EverNote 2.2 for Windows. http://evernote.com/about/download/#a-macwin Another is Springnote www.springnote.com .They are all free but there are others on the Internet that you can purchase.  Microsoft OneNote 2007 is $99.

http://office.microsoft.com/en-us/onenote/HA101656661033.aspx 

Microsoft NoteScribe 1.3 is $36 www.notescribe.net .
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