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TOTAL CREDI T HOURS; 15 HOURS

PREREQUI SI TE(S): NONE

PH LOSCPHY/ GOALS

This course is designed to teach the student to utilize the
powerful features contained within Harvard G aphics for
W ndows.

The student is expected to develop a range of skills in the
utilization of Harvard Graphics. The student is presented
wth detailed witten explanati ons whi ch focus on a specific
portion of the Wndows environnment. These witten

expl anations are followed by hands-on tutorials which
reinforce the concepts. A summary of the key points covered
in the chapter is also included. The teacher will provide
expl anations of technical content as well as assist with any
questions which may ari se.

This course is intended to be covered at a pace that is
suited to and controlled by the individual [earner. The

amount of time needed to conplete the identified |earning
outcones will vary.

STUDENT PERFORVANCE CBJECTI VES (OUTCOVES)

Upon conpl etion of the course, participants will be able to:

O gani ze the created graphics.
Under st and present ati ons.

Start the program (and a new presentation).
Expl ore parts of the Wndow.

Use t he nouse techni ques.

Get hel p.

Exit the program

Use pul | -down nenus.

Choose nmenu comrands.

Sel ect di al ogue box opti ons.

Use nul tiple wi ndows.

Use the control nenu.

Maxi m ze and restore a W ndow.

Si ze and nove a W ndow.

Til e and cascade W ndows.

Choose the printer and margins.
Choose a presentation style.

Change the col our palette.

Save a presentation with a new nane.
(O ose a presentation
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(pen an exi sting presentation.
Add a sl i de.

Use the Gallery to create slides.
Preview a slide.

Delete a slide.

Add a title chart.

Make a bull et chart slide.

Add a table chart.

Add a free-formslide.

Enter data for one or nore pies.
Fi ne-tune chart appear ance.

Wrk with the chart.

Wrk with slices.

Add a bar chart to a slide.

Add a line chart slide.

Add an area chart slide.

Add a high/low cl ose chart slide.
Add a scatter chart slide.

Add an organi zation chart slide.
Change the chart contents.

Set chart options.

Print slides.

Print handouts.

Find a slide.

Redi spl ay the data form

Change the text.

Sel ect the text.

Add chart text.

Spel |l check slide text.

Use nultiple charts.

Sel ect a chart.

Change the chart type.

Draw on a slide.

| nport a synbol .

Choose the outliner.

Add a new sl i de.

Edit with the outliner.

Del ete slides.

Change to the slide sorter view
Copy a slide.

Move sl i des.

Del ete slides.

Use the Zoom feat ure.

Chstonlze Harvard G aphi cs.

hhlaNHEEs DEBhGsaedBosesW ndows
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5 Setting up the New Presentation.

6. Savi ng, dosing, and Qoeni ng Presentati ons.
7. Addi ng and Del eting Slides.
8
9

Qeating Title and Bullet Charts.
: Qreating Table and Free-Form Charts.
10. Qeating Pie Charts.
11. Qeating Bar Charts.
12. Qeating a Line Chart.
13. Qeating an Area Chart.
14. Qeating a Hgh/Low A ose Chart.
15. Qeating a Scatter Chart.
16. Qeating an Organi zation Chart.
17. Printing Your Presentation.
18. Editing Chart Data.
19. Wrking with Text.
20. Addi ng Another Chart to a Slide.
21. Adding G aphics and Synbols to a Side.
22. Wsing the Qutliner.
23. Wsing the Side Sorter View
24. Setting Program Defaul ts.
V.  LEARNI NG ACTI VI Tl ES/ REQU RED RESOURCES
1. | ntroduci ng Harvard G aphics for Wndows
Learni ng Activities:
Read Lesson 1 and becone famliar with how Harvard G aphics

for Wndows organi zes the graphics the student creates.
Practice by doing all the projects throughout the |esson.

Resour ces:

text Lesson 1, pages 1-3.

2. Starting and Exiting

Learni ng Activities:

Read Lesson 2 and |earn how to get started with Harvard

Q aphics for Wndows, howto get help, and howto | eave the
Br ogr am when you need t o. _

ractice by doing all the projects throughout the |esson.

Resour ces:

text Lesson 2, pages 4-10.
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3. Usi ng Menus and D al ogue Boxes

Learning Activities:

Read Lesson 3 and | earn about nenus and di al ogue boxes and
how t o use them

Practice by doing all the projects throughout the Iesson.

Resour ces:

text Lesson 3, pages 11-16.
4. Wrking with the Side Editor Wndows

Learning Activities:

Read Lesson 4 and be famliar with howto nove, resize, and
ot herw se mani pul ate the on-screen w ndow that displays your
resentation. _
actice by doing all the projects throughout the |esson.
Resour ces:
text Lesson 4, pages 17-22.

5. Setting up the New Presentation

Learning Activities:

Read Lesson 5 and becone famliar with howto specify some
of the global aspects of a Harvard G aphics for Wndows
presentation: the printer, nmargins, colour palette, and
styl e.

Practice by doing all the projects throughout the |esson.
Resour ces:

text Lesson 5, pages 23-28.
6. Saving, dosing, and Qpeni ng Presentati ons

Learning Activities:

Read Lesson 6 and learn to save and reopen a presentation to
display or edit it.
Practice by doing all the projects throughout the |esson.

Resour ces:

text Lesson 6, pages 29-33.
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7. Adding and Deleting Slides

Learni ng Activities:

Read Lesson 7 and get an overview of adding a slide to a
present ati on.
Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 7, pages 34-38.
8. Qeating Title and Bullet Charts

Learning Activities:

Read Lesson 8 and find out the details about creating two
types of text chart slides: title charts and bullet charts.
Practice by doing all the projects throughout the |esson.
Resour ces:

text Lesson 8, pages 39-45.

9. Qreating Table and Free-Form Charts

Learning Activities:

Read Lesson 9 and get nore details about creating two nore
theS of text charts for slides: tables and free-form
charts.

Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 9, pages 46-53.
10. Qeating Pie Charts

Learning Activities:

Read Lesson 10 and learn to create pie charts.
Practice by doing all the projects throughout the |esson.

Resour ces:

text Lesson 10, pages 54-61.
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11. Qeating Bar Charts

Learning Activities:

Read Lesson 11 and becone famliar w th how data changes
over time using both vertical and horizontal bar charts.
Practice by doing all the projects throughout the |esson.
Resour ces:

text Lesson 11, pages 62-67.
12. Qeating a Line hart

Learning Activities:

Read Lesson 12 and create a line chart.
Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 12, pages 68-73.
13. Qeating an Area Chart

Learning Activities:

Read Lesson 13 and create a line chart.
Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 13, pages 74-77.
14. Qeating a Hgh/Low d ose Chart

Learning Activities:

Read Lesson 14 and create a high/low cl ose chart.
Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 14, pages 78-82.
15. Qeating a Scatter Chart

Learni ng Activities:

Read Lesson 15 and create a scatter chart show ng individual
poi nts of dat a.
Practice by doing all the projects throughout the |esson.
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Resour ces;

text Lesson 15, pages 83-86.

Qeating an Ogani zation Chart

Learning Activities!.

Read Lesson 16 and create an organi zation chart to show
structure.
Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 16, pages 87-92.

Printing Your Presentation

Learning Activities:

Read Lesson 17 and learn howto print the presentation.
Practice by doing all the projects throughout the |esson.

Resour ces;
text Lesson 17, pages 93-96.
Editing Chart Data

Learning Activities:

Read Lesson 18 and | earn how to update the data that has
been entered in the chart data form
Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 18, pages 97-102.
Wrking with Text

Learning Activities:

Read Lesson 19 and enhance the appearance of the chart text.
Practice by doing all the projects throughout the Iesson.

Resour ces:

text Lesson 19, pages 103-109.
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Adding Another Chart to a Side

Learning Activities:

Read Lesson 20 and add another chart to a slide.
Practice by doing all the projects throughout the | esson.

Resour ces:
text Lesson 20, pages 110-114.
Addi ng Graphics and Synbols to a Side

Learning Activities:

Read Lesson 21 and learn to draw shapes directly on a slide
or inport a synbol saved in another file.
Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 21, pages 115-1109.
Using the Qutliner View

Learning Activities:

Read Lesson 22 and use the Qutliner to quickly organi ze text
for the presentation.
Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 22, pages 120-124.
Using the Slide Sorter View

Learni ng Activities:

Read Lesson 23 and learn howto use the last of the three
views available to adjust the presentations.
Practice by doing all the projects throughout the |esson.

Resour ces:

text Lesson 23, pages 125-129.
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Setting ProgramDefaul ts

Learning Activities:

Read Lesson 24 and custom ze Harvard G aphics for Wndows.
Practice by doing all the projects throughout the |esson.

Resour ces:
text Lesson 24, pages 130-132.
REQU RED STUDENT RESOURCES

Bucki, Lisa A, 10 Mnute Quide to Harvard G aphics for
W ndows, Al pha Books, 1992

2—3 1/ 2" disks
METHCD OF EVALUATI ON

Final G ade Reporting:

A+ 90% - 100 Consi stently Qutstandi ng

A 80% - 89 CUtstandinP Achi evenent

B 70% - 79 Consi stent|y Above Average

C 60% - 69 Sati sfactory

R Bel ow 60% Repeat - objectives of this course have

not been achi eved and the course nust be repeat ed.

Eval uati on:

For the successful conpletion of the course, the follow ng
nust be concl uded:

Assi%nnents - Tinmely, accurate conpletion of all the Harvard
Q aphics projects 100%

Varni ng: Academ c dishonesty will result in a grade of zero
(0) on the assignnent for all parties.

SPEQ AL NOTES

Students with special needs (e.g. physical limtations,
visual inpairnents, hearing inpairnments, |earning
disabilities) are encouraged to discuss required
accomodati ons confidentially with the teacher.

Your teacher reserves the right to nodify the course as she
deens necessary to neet the needs of students.



