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Robert C. Benedict, Jr., is a software engineer working in Silicon Valley.
Prior to his current employment, Mr. Benedict was employed as an engineer
for Software Publishing Corporation, working on the award-winning Harvard
Graphics 3.0 project. His responsibilities on this project included presenta-
tions, macros, the Charting Gallery, directories, and templates. During this
time, Mr. Benedict developed his knowledge of Harvard Graphics for Win-
dows. Using Harvard Graphics for Windows was his first publication. Since
writing this book, Mr. Benedict has published Using Norton Utilities for the
Macintosh and Quick and Dirty Harvard Graphics Presentations for Que.

Mr. Benedict graduated from the University of California at Davis in 1988
with a B.S. in computer science. While attending school at Davis, he worked
as an intern at Microsoft on Microsoft Excel 2.0.
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Harvard Graphics for Windows is a program designed for creating business
presentations. In the business environment, you typically give presentations
in a conference room or lecture hall and use slides or overhead transparen-
cies. A graphics art department sometimes produces the slides. With Harvard
Graphics, you can create professional-looking slides on your desktop com-
puter. After you have developed your presentation, you can use a projector to
display the slides, or you can use Harvard Graphics to display the presenta-
tion on a computer screen.

Your ability to communicate information is directly related to your success as
a business professional. Unfortunately, you don’t always have the time you
need to prepare for meetings and presentations. Harvard Graphics can help
you increase the effectiveness of your presentations and can save you time.
You don’t have to be an expert user or a graphics artist to produce high-
quality slides with this software. Your audience will remain focussed and
attentive as you lead them through the information you have prepared.

Harvard Graphics has many features to help you create truly impressive pre-
sentations. The powerful charting capabilities of Harvard Graphics will help
you reach your maximum potential as a communicator. With over a hundred
different styles of charts from which to choose, you can find a style that accu-
rately conveys your data to an audience. For each chart style, Harvard Graph-
ics provides an assortment of options for you to enhance the appearance of
your charts. You can change the colors for the different elements of a chart or
add graphics objects, such as arrows or text, to draw viewers’ attention to a
particular area.

Beyond charting, Harvard Graphics has an extensive set of presentation en-
hancement tools. The Outliner helps you organize your thoughts before you
begin entering data. In the Slide Sorter, you can preview work in progress and
evaluate slides before presenting them to an audience. The Slide Editor is the
drawing component of the product. You use the Slide Editor to add arrows
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2 Introduction

and text, for example. Combined with high-quality output, these features
make Harvard Graphics the ideal vehicle to translate your ideas into
information you can present to any group of people.

a a r ics

qu

's

i o s
This new version of Harvard Graphics is designed to run under Microsoft
Windows 3.0. The product contains features found in most Windows applica-
tions. For example, you can cut, copy, and paste graphics objects inside the
Slide Editor. Fonts and output devices developed for Windows are supported
in Harvard Graphics. Slides and presentations are displayed in windows,
which you can move and resize. You manipulate the different components of
the product by clicking icons and by selecting items with a mouse. This ver-
sion also includes an Outliner for creating presentations and a Slide Sorter for
graphically arranging the slides in your presentation.

If you have been using a previous version of Harvard Graphics, you will find
the same familiar components of the software in this version. You can add
the same chart types you used in the previous version. The Slide Editor in
Harvard Graphics for Windows contains the same basic functionality as the
Draw feature of Harvard Graphics for DOS, Version 3.0. Both versions pro-
duce the high-quality output that is critical in presenting information in a
professional work environment. Your overall productivity should only in-
crease after you switch to the Windows version. In fact, this version imports
files created in the DOS versions to help you retain information stored in
those files.

! [ ]

a’'s e I a a ics .
or i o s?

Harvard Graphics2.0 for Windows is a significant upgrade over the previous
version of the product with most changes improving the ease-of-use for end
users. Most of the dialog boxes now display graphics images to help you un-
derstand how your changes will affect your presentation. For example, when
modifying chart options, an image of a chart is displayed. As you move your
mouse over different options, the image highlights the part of the chart
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What's in This Book?

affected by the option. All dialog boxes have been updated to be compliant
with Windows 3.1 user interface guidelines, making the product more
familiar to Windows users.

Other improvements to Harvard Graphics have changed features to make
them more intuitive and user friendly. Presentation styles and templates are
easier to create and use when building your presentation. Printing and print-
ing options are easier to understand, and you can now edit and print speaker
notes. A new icon bar provides quick access to common features.

Harvard Graphics now supports TrueType fonts. You can wrap text around a
circle and fill the text with different colors. A few new features help you, the
presenter, deliver your information. On-Screen Chalk allows you to empha-
size parts of a slide while you present by drawing with the mouse. You can
add sound for multimedia presentations and even present your slides across a
network with the new presentation conferencing. With Version 2.0, Harvard
Graphics for Windows has become a more powerful, yet easier-to-use, presen-
tations package.

In the evolving computer market, multimedia and computer networks are
two areas improving with more capable hardware and supporting software.
Multimedia can richly enhance a presentation with flowing video images and
moving stereo sound. Version 2.0 of Harvard Graphics for Windows supports
sound files that are played while your viewers view your presentation. You
can create a memorable slide with the sound of a big band triumphing in the
background. For networks, the new conferencing feature allows you to share
the ideas in your presentation with many viewers at the same time. You start
a conference on your network that others then join to watch as you move
from slide to slide. You can receive feedback on slides and brainstorm with
your coworkers with system messaging while everybody views the same slide.

a’si is o ?

Using Harvard Graphics Version 2 for Windows is a guide to the many facets
of this product. Each chapter is designed to provide helpful information,
whether you are reading the book cover to cover or just learning about a
particular feature. The book achieves this goal with clear explanations and
informative examples.
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What’s in This Book?

Chapter 8, “Quick and Dirty Chart Examples,” contains effective examples of
many different charts. You flip through these examples to find a chart that
best suits your data and then follow simple instructions to transform your
chart into the one presented in the book.

Chapter 9, “Chart Makeovers,” takes a more general approach to improving
charts by providing techniques for evaluating troubled charts. You see several
examples of charts that are enhanced and improved in fully explained stages.

After you understand the basics of Harvard Graphics, you're ready to learn
about features that really increase your productivity. The chapters in Part III,
“Enhancing a Presentation,” teach you how to add graphics objects to slides
and how to work with an entire presentation.

Chapter 10, “Using the Slide Sorter,” explains how to arrange the slides of a
presentation within the Slide Sorter. In addition to moving and deleting
slides, you also learn how to copy slides to another presentation.

Chapter 11, “Using the Outliner,” teaches you how to create a presentation
from an outline. The Outliner is a significant new feature that many users
will employ as their primary means for building presentations.

Chapter 12, “Drawing in Harvard Graphics,” is the first of two chapters dedi-
cated to the Slide Editor. This chapter introduces the different parts of the
Slide Editor and the graphics objects that can be added to a slide.

Chapter 13, “Enhancing Drawings and Objects,” is the second chapter on the
Slide Editor and covers the more advanced features. You will read about how
to enhance the objects presented in Chapter 12.

Chapter 14, “Creating Output,” explains how to transfer the slides you have
previewed on-screen to some other media. You learn how to print a presenta-
tion on any printer supported by Microsoft Windows 3.1.

The final part of the book, Part IV, “Using Advanced Techniques,” is dedi-
cated to the advanced features of Harvard Graphics. You may not use these
features during every session with the product. After you master the informa-
tion in these chapters, you will be an experienced user of this product.

Chapter 15, “Importing, Exporting, and Linking Data,” helps you connect
Harvard Graphics to other software packages. You learn how to get informa-
tion from other sources into Harvard Graphics and how to transfer data out.

5
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6 Introduction

Chapter 16, “Enhancing a Presentation,” combines with the next chapter to
cover features that affect entire presentations. This chapter is concerned with
controlling the overall appearance of your presentation.

Chapter 17, “Creating ScreenShows and HyperShows,” describes how to turn
your presentations into interactive and animated shows. You learn how to
control the flow of a presentation by using HyperShow links. You also learn
how to add multimedia sound to your presentation and how to share your
presentation with other network users with a conference.

Chapter 18, “Adding Symbols,” covers the Symbol Library. This library con-
tains professional drawings that you can add to any slide. You learn how to
view the symbols and how to add symbols of your own to the library.

Appendix A, “Installing Harvard Graphics 2 for Windows,” is a simple guide
to installing Harvard Graphics on your hard disk.

Appendix B, “Speed Keys in Harvard Graphics,” is a functional listing of the
speed keys available within the product.

Appendix C, “Formulas,” covers the formulas that can be entered into the
data form for XY and pie charts.

Appendix D, “Working with the Icon Bar”, explains how to work with the
icon bar and set up a custom bar. You also see a list of all the available icons
and what features they invoke.

o O se s 0o ?

Using Harvard Graphics Version 2 for Windows is a reference guide for new
users of Harvard Graphics and for people who are familiar with its features.
If you're a new user, you will appreciate the linear organization of the chap-
ters. The clear instructions within the book help you explore new features
without feeling overwhelmed.

If you're somewhat experienced with Harvard Graphics, this book will help
keep you productive while you use the software. The clear division of chap-
ters and sections enables you to quickly find the information you need to
understand a feature or complete an action within the product.

In addition to feature explanations, the book provides information on devel-
oping effective presentations. This information should benefit anyone who
creates or delivers a presentation. The Design Notes will help you understand
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How To Use This Book

the issues you encounter when developing slides. The Tips present useful and
efficient ways to achieve a desired result. You will also learn how to use the
different features of the product to increase the effectiveness of individual
slides.

While working with a feature, you may want to find out more about it or
approach the task from a slightly different angle. The section titled “From
Here...” at the end of each chapter provides valuable references to other sec-
tions in other chapters where you can find additional relevant information
about that feature or task.

With the addition of the color inserts and charting examples, this book is
helpful for people who are familiar with Harvard Graphics for Windows but
still have problems creating effective charts. You simply flip through the
inserts until you find the chart you need and then locate the example in one
of these two chapters. Seeing the charts in full color will enable you to truly
appreciate the extensive capabilites of this product.

se S

You can use this book in several ways to increase your understanding of
Harvard Graphics for Windows. The early chapters provide information that
is fundamental to the product. Use this information while you're familiariz-
ing yourself with the basic components of Harvard Graphics. In particular,
the sections on creating slides explain the most common operations for
building a presentation.

The later chapters of the book are best used when you need to learn how to
work with a specific feature. These chapters help you become an experienced
user of Harvard Graphics in a short period of time.

Before learning any Windows application, you should become familiar with
the Windows environment. You don't have to be a Windows expert to be
proficient with Harvard Graphics for Windows. If you understand the basics
of the Windows environment, however, you will be more productive with all
your Windows applications. Specifically, you should know how to use a
mouse, how to click and drag with the mouse, and how to select icons and
buttons. You should also be familiar with the different elements of the Win-
dows desktop. This knowledge includes activating windows and selecting
items from pull-down menus. If you need information on using Windows,
take a look at Using Windows 3.1, Special Edition, published by Que.
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8 Introduction

The best way to use this book is to start reading. If you're new to Harvard
Graphics, start with the Quick Start in Chapter 1 and the basics covered in
Chapter 2. After reading these chapters and working with the product for just
a short time, you will be amazed at how the intuitive interface of Harvard
Graphics leads you through the simple features for creating and enhancing
slides. If you're somewhat familiar with the product, you will find useful and
interesting information in the middle and later chapters of the book. You will
read Design Notes that explore different facets of a feature. You may also
learn about features you’re unfamiliar with and how these features can help
you create effective presentatjons. Regardless of your experience level, Using
Harvard Graphics Version 2 for Windows will serve as the ultimate companion
reference for this powerful presentations software.
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Creating Text Charts
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Creating XY Charts

Creating Pie Charts
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Chapter 1

c St t: reti
S e ese O

This quick start guides you through the basic steps and the most common In this chapter,
you learn how to

features used to build a presentation in Harvard Graphics for Windows.
do the following:

When you finish this quick start, you will be ready for Harvard Graphics’

more advanced features. You will be able to do the following: Create a simple
presentation

Create a new presentation Create a tifle

Create a title chart and pie chart

Save a

Create a pie chart presentation

View a presentation in the Slide Sorter
Preview a presentation

Save a presentation

Before you create slides for a presentation, you must have a topic or objective
in mind. In determining the objective, consider the information to be com-
municated to your audience. In this quick start, your objective is to present
the sales revenues for the Bensig Shoe Corporation. Specifically, you must
show how much the sales of each product contributed to the total revenue.

Crea i aieCa

To choose a type of chart for a slide, consider the slide’s function. The first
slide of a presentation contains the first image your audience sees. If you
introduce your objective with this slide, your audience can view the remain-
ing slides within the context of the objective and, consequently, can better
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12 Quick Start: Creating a Simple Presentation

understand the information you present and the relationship of the slides
to the common theme. Title charts are ideal for introducing the topic of a
presentation.

A title chart usually is divided into three regions: title, subtitle, and footnote.

regions provide clear locations in which to present your topic and relevant

information.

the revenues are from the 1991 fiscal year, use “1991” as the footnote.

clicking the Harvard Graphics program icon.

s, you see the main Harvard Graphics win-
for you to get started working on a new or
previous presentation (see fig. 1.1). Follow these steps to create a new presen-
tation and a title chart:

1. Click the Create New n... button. Harv ays
the New Presentation for you to create our
presentation (see fig. 1.2).

2. To create the title chart, click the button next to Title in the Select a
Slide Type: list.

3, Click the OK button.

play form in whic tle chart
1.3). form contain one field
title ons (the title, footnote)

The areas of gray text in the fields are placeholders that indicate the
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Creating a Title Chart 13

location of the text on the slide. If you create the chart without enter-
ing data into a region, the placeholder is displayed on the slide. The
gray text does not show when you print your slides.

Fig. 1.1
The initial Harvard
Graphics window.

Fig. 1.2

a prezenlation style: 2. Select a shide type: 3. Select an The New
8 ;:::,:, Presentation
O Iable dialog box.
O Pie

Q Vertical bar

O Harizontal bar

QO Line

QO Area

O High/Low/Close

O Sscatter

O Qrganization

QO Drawing

Numhber of new sfides: D O Custom template

[ Sample chont dota

razan

X Create from preview

. Click the Title field. (You can move the pointer to a field by clicking it
or by pressing the Tab key.)

. Type Sales Revenue in the Title field.

. Click the Subtitle field and type Bensig Shoe Corporation.
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14 Quick Start: Creating a Simple Presentation

Fig. 1.3
The title chart data
form.

Fig. 1.4

The completed
title chart data
form.

7. Click the Footnote field and type 1991. The Title Chart data form
should resemble figure 1.4.

8. Click the OK button. The slide appears in the Slide Editor (see fig. 1.5)

Title:

Subtitle: ¥

Footnote: inoinote

Thle: Sales Revenue

Subtitle:

Footnote:

You have created the first slide for your sales revenue presentation. In later
chapters, you learn how to enhance slides within the Slide Editor, using
arrows, text, and graphics objects.

Although you can see most of the chart in the Slide Editor, parts of the chart
may be hidden beyond the window. Using the Slide Preview feature, you can
view the entire chart without obstruction. You can press the F2 function key
to preview a slide, or you can select Preview Slide from the View menu. Press
any key to end the preview.
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Creating a Pie Chart 15

Fig. 1.5
Window The title chart in
the Slide Editor.

Sales Revenue

Bensig Shoe Corporation

1991

e | ie a

In this chapter, your objective is to present the product sales figures of the
Bensig Shoe Corporation. You communicate your objective to the audience
by using a title chart as the first slide. Following the title chart, you will dis-
play the slides that comprise the body of the presentation. These slides de-
scribe how the sales of individual products contributed to the total revenue.

In choosing the type of chart for the next slide, consider the information you
must convey. In this example, the next slide contains numeric data. In addi-
tion, the individual product sales combine to form the total revenue. A pie
chart is the most effective type of chart for this slide. Pie charts are so named
because the bits of data are represented by slices of the pie. The size of a slice
indicates how much the data contributed to the entire pie. Together, all the
slices combine to make a complete pie.

Adding the Pie Chart
Before you add the pie chart slide to the presentation, you should view the
presentation in the Slide Editor. To add the pie chart slide, follow these steps:

1. Click the Add Slide button at the bottom of the Slide Editor window.

2. In the Add Slide dialog box, click the Pie button in the Select a Slide
Type: list. When you click, Harvard Graphics displays an example pie
chart in the dialog box.

3. Click the OK button.
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16  Quick Start: Creating a Simple Presentation

Harvard Graphics displays the pie chart data form in which you enter data
(see fig. 1.6). Click the arrow in the upper right corner of the data form
window to see more of the data form.

Fig. 1.6
The blank pie
chart data form.

- Tille:
@ Subtille:
- Footnote: 1
Ple chart data;
Edit line

1]

Skde 2 of 2 1<

Adding Slice Labels and Values

Each slice in the pie represents one of the four products—loafers, pumps,
sneakers, and hikers—of the Bensig Shoe Corporation. The text that identifies
a slice is the slice label. The data you enter for a slice is the slice value. As you
enter data for a pie chart, the program displays the data in the edit line, which
is above the actual pie data (refer to fig. 1.6). When you press the Enter key or
click a different field, the program adds to the pie chart the data in the edit
line.

Follow these steps to define the slice labels:
1. Click row 1 in the Piel Labels field and type Loafers.
2. Click row 2 in the Piel Labels field and type Pumps.
3. Click row 3 in the Piel Labels field and type Sneakers.

4. Click row 4 in the Piel Labels field and type Hikers.

To enter the slice values, follow these steps:

1. Click row 1 in the Piel Values field and type 12.
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Creating a Pie Chart

2. Click row 2 in the Piel Values field and type 7.

3. Click row 3 in the Piel Values field and type 9.

4. Click row 4 in the Piel Values field and type 5.
Entering the Title Information
In addition to the slice information, pie charts also have a title, a subtitle,
and a footnote. The title of this pie chart is “Total Revenue.” The subtitle is
“By Product” to indicate to the audience that each slice represents a product.

The footnote is “In millions” to inform your audience that the unit of mea-
sure for the chart’s numeric data is millions.

Follow these steps to enter the title information into the pie chart:

1. Click the Title field in the pie chart data form and type Total
Revenue.

2. Click the Subtitle field and type By Product.
3. Click the Footnote field and type In millions.

4. Click the OK button.
Figure 1.7 shows the completed Pie Chart data form in which you have de-
fined four slices, one slice for each product. To see the entire chart, choose

Preview Slide from the View menu or press F2. The slide is displayed filling
the entire computer screen. Press any key to end the preview.

Fig. 1.7

[
o

Edit Vlew Data Options Window Help

17

The pie chart data
form with the

-
U
A product sales data.
Title: Revenue
- Subtitle: By Product
g Footnote; In milllons
9N
= Ple charl data:
9 Loafers
b
,.
a
0 |
11

"OK ¢l Hido(dex el
SEda20f2 I¢ >I- Adds do.. lel
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18  Quick Start: Creating a Simple Presentation

ie i a rese aio i e
Sli e So er

Although the sales revenue presentation has two slides, you can see only one
slide at a time within the Slide Editor. In the Slide Sorter, however, you can
view many slides inside the same window. Observing your presentation in
the Slide Sorter can give you an idea of how the slides combine to form the
presentation. From the Slide Editor, you can see the presentation in the Slide
Sorter by clicking the Slide Sorter icon or by selecting Slide Sorter from the
View menu. Figure 1.8 shows the location of the icon in the Slide Editor.

Fig. 1.8

The Slide Sorter Graphics

icon beside the )

Slide Editor

windov: TOta' Revenue ) Slide Sorter
By Pioduct O Guick Tips 1con

Loafers
36 4%

Pumps
21 2%

Sneakers
27.3%

In the Slide Sorter, you see the presentation slides in the order in which you
created them (see fig. 1.9). Below the slide, the Slide Sorter displays the posi-
tion of the slide within the presentation and the first eight letters of the slide
title. The eight letters of the title and the position indicator distinguish slides
that are similar in appearance. The slide highlighted with a box is the active
slide in the Slide Sorter. You can perform specific editing operations—such as
moving and deleting slides—on the active slide.

To return to the Slide Editor, select the Slide Editor icon, which is located
below the Slide Sorter icon.
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Reviewing a Presentation 19

Fig. 1.9
Slide The Slide Sorter.

Slide Editor icon

evie i a rese aio

As you create and enhance presentations, you can use the ScreenShow feature
to evaluate your work. ScreenShows are on-screen presentations in which the
program displays each slide in order. As you view the slides, you can evaluate
your presentation from an audience member’s point of view. To review the
presentation, follow these steps:

1. Choose ScreenShow from the File menu.
2. Choose From Beginning from the submenu.

In a ScreenShow, each slide of your presentation remains on-screen
until you press a key or click the right mouse button.

3. Press the space bar to display the next slide.
You can use the left-arrow key or the left mouse button to see the preceding

slide. Pressing the Home key restarts the presentation from the beginning,
and pressing the Esc key ends the ScreenShow.
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Fig. 1.10
The Save As dialog
box.

Quick Start: Creating a Simple Presentation

vi ese io

As you prepare slides in Harvard Graphics, your presentations exist inside the
computer’s memory only. To create a permanent copy of your work, you
must save the presentation on your hard disk. The next time you start
Harvard Graphics, you can load this file to continue working on your
presentation.

To save your presentation, follow these steps:
1. Choose Save from the File menu.

Harvard Graphics displays the Save As dialog box (see fig. 1.10).

Directories:
c:\hgw2\pres

> hgw2
" £ pres

presentation

2. Click the Filemame: text box and type Revenue.
3. Click the OK button.

Harvard Graphics saves this file in the current directory (the directory
displayed next to the Directory prompt). You should remember the
directory name and the file name so that you can load this presentation
the next time you're in Harvard Graphics.

Harvard Graphics has created a presentation file on your hard disk. When-
ever you save a file, the program adds the extension PRS to the end of the file
name.

After saving your presentation, you can continue to make enhancements and
then save your changes to the file again. Use this technique to avoid losing
data or to work with multiple copies of a presentation. You can save the pre-
sentation by using different file names to create unique copies for the slides.
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From Here...

o € €...

This quick start for creating a simple presentation familiarizes you with
Harvard Graphics for Windows. You have learned how to create a presen-
tation and how to add slides, using the default settings. You know how to
add title and pie charts to a presentation, and you also have learned what to
consider when choosing a style for each chart type.

The information in this quick start is a preview of what is to come in later
chapters of the book. This information provides a foundation for learning the
additional features of Harvard Graphics and for understanding how each
feature relates to the process of creating a presentation.

21
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Chapter 2
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SCS

Harvard Graphics for Windows is a powerful software package that has an
extensive set of features to help you create effective presentations. If you

try to master all the features at one time, you undoubtedly will feel over-
whelmed. If you first learn the basic components of a presentation and the
common operations used to create presentations, you will be better prepared
to master the many features of the product. This chapter presents the basic
components and operations of the program and explains how they relate to
the process of creating a presentation.

The chapter begins by explaining how to work with an entire presentation.
You learn how to create a new presentation and how to save the presentation
on your hard disk. You also learn how to load the saved presentation into
Harvard Graphics to make further enhancements. All these tasks are funda-
mental parts of working with a presentation. They enable you to create and
enhance Harvard Graphics presentations.

After covering the basics of working with an entire presentation, this chapter
explores the components within a presentation. The fundamental building
block of a presentation is the slide. This chapter explains how to add a slide
to a presentation and how to enter data for the chart displayed on the slide.
You then learn about features that you use to enhance the slide and the chart
on the slide.

In this chapter,
you learn how to
do the following:

Open an
existing
presentation

Add slides to
a presentation

Edit a
presentation
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Learning Harvard Graphics for Windows Basics

The later sections in this chapter provide information on features that are
you're working with a on. You may not use these
time you use Harvard However, these features ad-

dress specific needs for working with a presentation. For example, you learn

how to use the Slide Sorter or Outliner to change the order of your slides in
the presentation. You learn how to move to a specific slide within the presen-
tation to make enhancements to that slide. This chapter ends by covering the

Help system, which provides valuable information on the features of Harvard

Graphics.

When you have finished this chapter, you should have enough understand-
ing of Harvard Graphics to create a simple presentation. Beyond creating
slides and saving a presentation, you will also be able to determine what
features of Harvard Graphics to use to make enhancements and changes.

Other chapters expand on the basics you have learned. The chapters on spe-
cific chart types, Chapters 3 through 6, provide more information on creating
slides in a presentation and enhancing the charts displayed on the slides. The
chapters on the Slide Sorter and the Outliner expand on the parts of this
chapter that introduce you to editing an entire presentation. This chapter
provides a foundation for the remaining chapters of the book.

or i i rese io s

A presentation is a collection of slides stored in computer memory or in a file
on your hard disk. As you begin a presentation, you create a new presentation
in memory. The following section teaches you how to start a presentation
and how to add slides. “Saving a Presentation” explains how to transfer the
slides you create from memory to a file you can retrieve later. “Opening an
Existing Presentation” explains how to load a presentation from a file into
memory. After you load the presentation, you can continue enhancing slides
and creating new slides.

Creating a New Presentation

You must create a new presentation before you can prepare your slides.

You should have in mind a theme for your presentation. If you don’t have

a theme, you should have a general idea of your presentation’s content. A
theme helps ensure that your slides are consistent; if they are consistent with
the theme, they will be consistent with each other. A theme also helps you
determine the order of your slides. You can arrange them in an order that
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Working with Presentations 25

emphasizes the theme by placing slides that lead up to the theme earlier in
the presentation than slides that analyze or draw conclusions from the
theme.

When you first start Harvard Graphics, it displays a start-up screen and a
menu bar containing the File, Window, and Help menus along with the Main
Harvard Graphics Window. The File menu contains commands—such as
opening, saving, and printing—that you use to perform operations on presen-
tations and presentation files. The Window menu contains commands you
use to manipulate the windows owned by Harvard Graphics. You use the
Help menu to access help information, including the index of help topics and
keyboard help. You use the File menu for most of the tasks explained in this
chapter. The Main Harvard Graphics window provides quick buttons to create
a new presentation or open a previous one. Other menus and commands are
explained as their operations are presented in the book.

To create a new presentation, do the following:
1. Start Windows-if you haven’t done so already.
2. Double-click the Harvard Graphics icon.

3, Click the Create New Presentation... button in the Main Harvard
Graphics window.

After the program creates the presentation, Harvard Graphics displays the
New Presentation dialog box, which is identical to the Add Slide dialog box,
both of which allow you to add slides to a presentation (see fig. 2.1).

Fig. 2.1

1. Select a presenlalion siyle: 2. Select a slide type: The New Presen-

Tille

8 E:.lﬂel tation dialog box.

O Iable

@® Pie

Q Yentical bar

O Horizonlal bar

O Line

O Area

O High/Low/Close
Scalter :

O Brganization

QO Drawing

MNumber of new slides: 1 O Custom template

[ Sample chart data

X Create from preview
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Learning Harvard Graphics for Windows Basics

You use this dialog box to create all the slides of a presentation. Step 1 in the
dialog box is to Select a presentation style. Presentation styles control the
overall appearance of a presentation. In most cases, you will create or use a
style you feel is effective for the slides you typically present. The section
“Working with Presentation Styles” in Chapter 16, “Enhancing a Presenta-
tion,” explains how to create your own presentation style and how to use an
existing one for step 1 of this dialog box. Step 2 of the dialog box is to select
the type for the slide—in this case the first slide of your new presentation—
that you are creating. You click the button next to the appropriate type.
When you click the button, an example of the slide based on your presenta-
tion style is displayed in the Preview box on the left side of the dialog box.
Click the Preview option in order not to show the preview if you are in a
hurry. The Drawing button enables you to create a blank slide without a
chart. The Custom Template button enables you to create a chart from a
template. The available Templates are listed in the box below the option.
(See the section “Working with Templates” in Chapter 16, “Enhancing a
Presentation”.)

Step 3 in the dialog box is to select an option or style of chart for your new
slide. If the chart in the preview appears the same way you want your slide to
appear, you can skip step 3 alog box. The chart you create will use
the same settings as the pre use one of the styles in the list, click the
Create from Preview option to disable it, and then select the style you want
to use. The Number of New Slides text box enables you to create many slides
of the same type at one time. To create more than one slide, type the number
in this box. You use the Sample Chart Data option to create a chart with an
example data set. You can preview the chart with data before entering the
actual data from your presentation.

Saving a Presentation

You use the File menu’s Save and Save As commands to create presentation
files on your hard disk. You must save your presentation before exiting
Harvard Graphics if you want to continue working on or display the presen-
tation later. You may also want to save the presentation periodically while

ord your

lect close

pro , if
you save the tion in a file, you can load the presentation at any time
in Harvard G If you exit Harvard Graphics or close a presentation and

you do not save the information, the presentation is lost.
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Working with Presentations

The Save command saves the presentation, using the current file name. The
Save As command enables you to enter a new file name for the presentation.
If you are saving a presentation for the first time, however, both the Save and
Save As commands display the Save As dialog box, shown in figure 2.2, be-
cause you have not named the presentation. After the presentation has been
saved, use the Save command to update the file with your latest changes. Use
the Save As command to create a new file with a new name.

Fig. 2.2
Directories: The Save As
c:\hgw2\pres dlalog box.

& hgw2
= pres

File

The Save As dialog box contains the Filename text box, in which you type
the name of your presentation. The program creates in the current directory
a file with the name you enter. (The current directory name appears next to
the Directory prompt.) You should remember the directory and the name of
the file so that you can load this presentation the next time you are in
Harvard Graphics. Other presentation files in the directory are listed in the
Files list box. Other directories and drives on your hard disk are listed in the
Directories/Drives list box. The setting in the File Type list box at the bottom
of the dialog box determines the type of file that will be created. See “Export-
ing Data” in Chapter 15, “Importing, Exporting, and Linking Data,” for infor-
mation on the different file types. You use the File description field to enter a
brief description about the presentation content. You use this description
when opening an existing presentation to help you determine the correct
presentation to open.

After you save the presentation, it remains in memory so that you can con- Tip

27

tinue to make changes to the slides and then update the file with the Save When you choose

command on the File menu.

a name for a file,

use a name that in
some way reveals
the content of the

slides.
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28 Learning Harvard Graphics for Windows Basics

To save a presentation, follow these steps:

1. Choose Save As from the File menu to specify a new file name. (You
can also choose Save to update a file without changing the name.)

2. Click the Filename text box and type the name of the file.

Because the file name can contain eight letters only, you may need to
abbreviate or use acronyms. The name BensRev, for instance, indicates
that the presentation contains information concerning the revenues of
the Bensig Corporation.

3. Click the File description box and type a brief description of your
presentation content.

4. Click the OK button.

Harvard Graphics creates a presentation file on your hard disk. Whenever you
save a file, the program adds the extension PRS to the file name.

Opening an Existing Presentation

When you start Harvard Graphics, you may not begin with a new presen-
tation. At times, you may save your work in progress and resume the work
later. As explained in the preceding section, when you save a presentation,
Harvard Graphics creates on the hard disk the file with the name you specify.
You use the Open dialog box to open the presentation (see fig. 2.3).

Fig. 2.3
The Open dialog Directories:
box. c:\hgw2\pres
(> hgw2
B pres
examples.prs
hgwl.prs
c:
[ Open a copy [ open for tead only

The Files list box in the Open dialog box lists all the files in the current direc-
tory. To load a file from the list, select the file by clicking the name, or type
the name in the Filename text box. The current directory is listed next to the
Directory prompt. The other available drives and directories on your system
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are listed in the Directories/Drives list box. You specify the type of file you
are loading in the File Type list box. (See “Importing Data” in Chapter 15,
“Importing, Exporting, and Linking Data,” for information on opening files
with different types.)

The Open a Copy option enables you to work with several copies of a presen-
tation. The copy is opened as a new presentation and is completely separate
from the original. In other words, changes made to one copy have no effect
on the other. The Open for Read Only option is used to view presentations
on a network. If another user is modifying a file on a network volume, use
this option just to view the latest slides from the file.

To open an existing presentation, follow these steps:

1. Choose Open from the File menu. The Open dialog box appears (refer
to fig. 2.3).

2. Specify the file by typing the name of the presentation in the Filename
text box of the dialog box and by clicking OK. Harvard Graphics
searches the current directory for this file.

Alternatively, you can load the file by double-clicking the file name in
the Files list box. This box displays all the presentation files that the
current directory contains.

The Directories/Drives list box displays the drives and directories available
on your computer. If your file is saved in a directory other than the current
directory, you must make the directory that contains the changed file the
current directory. When you change the directory, Harvard Graphics displays
the presentation files stored in that directory.

To change the current directory, you can double-click the drive or directory
in the Directories/Drives list box. Alternatively, you can type the drive and
directory names in the Filename field—do not type the presentation file
name—and click the OK button. This step changes the directory and shows
the current files in the Files list box.

If you are not sure which presentation to open, click files in the file list box
to display your description of the presentation in the File description box.

Closing a Presentation
You can close the presentation on which you are working. Closing the pre-
sentation frees space on your desktop and frees the computer memory used
to store the presentation.
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Caution

Make sure that you save your slides before you close the presentation; otherwise, you
lose all the changes made since you last saved the presentation.

When you exit Harvard Graphics, the program closes all presentations in
memory. If you haven't saved a presentation after making changes, Harvard
Graphics asks whether you want to save the presentation before closing. To
close a presentation before exiting, select the File menu and choose Close.

i i est a rese io

The basic element of every presentation is the slide. You present all your
charts, text, and drawings on slides. Slides are defined by the images they
present and by their location in the presentation. The first slide of a presen-
tation usually introduces the presentation or the speaker, for example. You
use the slides in the body of a presentation to communicate the most signifi-
cant information to the audience, and the final slides generally present
conclusions and draw the presentation to a close.

Before creating slides, you must determine the topic or theme of your presen-
tation. To help the audience see the relationship among the slides, you must
communicate your theme on one of the first slides, and each subsequent
slide should relate to the theme. After you consider the theme of your
presentation, you can create the slides.

Picking a Chart Type for a Slide

The primary step when you create a slide is picking a type for the chart that
will be displayed on the slide. A slide presents data and images to the audi-
ence. A chart is one type of object that can be displayed on a slide to commu-
nicate the data. In most cases, each slide has one chart that is the primary
focus, or reason, for the slide. You create this chart with the slide.

The following sections discuss the chart types that can be displayed on a
slide. The section “Adding the Slide” explains how to create a slide and how
to set the type for the chart. Every slide does not have to display a chart. One
of the choices for the chart type is Drawing, which indicates that all the im-
ages on the slide will be created with the Slide Editor (see Chapter 12, “Draw-
ing in Harvard Graphics”). You can a any charts on a slide by

using the information in the section arts to Slides” in Chapter 12.
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The four major chart types in Harvard Graphics are text charts, organization
charts, pie charts, and XY charts. You learn how to create these chart types in
the following sections.

Text Charts. You use text charts to present textual information, such as the
presentation’s title. On a text chart, you use words and phrases to communi-
cate the information. Your audience reads the content of the slide as you
speak. The three text chart types are the title chart, the bullet chart, and the
table chart.

The following list explains the main uses of these text charts:

The title chart is used primarily to communicate general information,
such as the identity of the speaker or the theme of the presentation
(see fig. 2.4).

Fig. 2.4

A title chart,

Bensig Corporation

1991

The bullet chart is used primarily to present a list of topics or facts that
you intend to discuss in the designated order (see fig. 2.5).

The table chart is used primarily to present text or numeric data that is
best shown in a table or columns (see fig. 2.6).

31
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Fig. 2.5
A bullet chart.
Sales Goals
Bensig Corporation
¢ Increase Market Awareness
e Reach 110% of Quota
e Obtain 5 New Accounts Per Region
Expand Sales Regions
Fig. 2.6
A table chart. Sales Revenue
1990 1991
Loafers 23 27
Pumps 35 32
Sneakers 14 18

For more information on text charts, see Chapter 3, “Creating Text Charts.”

Organization Charts. You use organization charts to present graphically the
members of a company or organization. Each box in the chart represents a
member of the organization. You can enter a name, a title, and a comment
about each member. Figure 2.7 shows an example of an organization chart.
In Chapter 4, “Creating Organization Charts,” you learn how to add, delete,
and move members to new locations on the organization chart.
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Fig. 2.7
Sales Organization An organizational
] ] chart.
Bensig Corporation
Stacey Woods
Sales Director
Daniel Sporano Jeanna Bonner
East Sales Manager Waest Sales Manager
Jane Bannet Janet Gomes
North East North West
Terry Jacobs Steve Panalli
South East Sout West
John Everett
Midwest
1991
Pie Charts. Pie charts are ideal for presenting numeric data. You determine
the size of each slice of the pie chart by the corresponding data; larger values
represent larger slices in the pie. Pie charts show the relationship between the
parts (the slices) and the whole (the pie). With a pie chart, the audience easily
can compare the information you convey in the slices. Figure 2.8 provides an
example of a pie chart. Chapter 6, “Creating Pie Charts,” explains the features
you use to create and enhance a pie chart.
Fig. 2.8
Sales Revenue A pie chart.
By product
Loafers
Pumps 256.3%
32.8%
Cleats
14.1%
Sneakers
10.1%
Hikers
18.2%

Beneig Corporation
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Fig. 2.9

A bar chart—the
most common XY
chart.

XY Charts. You also use XY charts for numeric data. This chart type graphs
data on two axes, as if you were plotting coordinates on graph paper. Harvard
Graphics supports several varieties of XY charts. The most common is the bar
chart, which displays vertical or horizontal bars to represent the data. Figure
2.9 shows an example bar chart. Line charts draw lines from one point of data
to the next. Area charts also connect the data with a line and then fill the area
beneath the line with a color or pattern. High/Low/Close charts are a special-
ized variety of XY charts that graph stock information based on the different
values for the stocks. Scatter charts represent each point with a single marker.
For more information on the different types of XY charts, see Chapter 5,
“Creating XY Charts.”

Sales Revenue

By product
14
12
10
1990
Loafere Pumpe Sneakers
In millions

Adding the Slide

You use the Add Slide dialog box to add slides to a presentation (refer to

fig. 2.1). If you create a new presentation, Harvard Graphics displays the New
Presentation dialog box for you to create your first slide. Otherwise, you
select Add Slide from the Slide menu in the Slide Editor or Slide Sorter to
display the Add Slide dialog box.

After you determine the chart type that best represents your data, you can
create the chart with the slide by choosing the appropriate button in the
Add Slide dialog box. To create a slide with a vertical bar chart, for example,
follow these steps:
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1. Click the Vertical Bar button in the Select a slide type: list.
2. Click the OK button in the Add Slide dialog box.

The data form for a bar chart is displayed for you to enter the data in
the chart. See the following section for more information.

3. After you have entered your data, click the OK button at the bottom of
the data form.

Entering Data

Each chart type provides a chart-specific data form in which you enter data.
Figure 2.10 shows the XY chart data form, which is used to enter data for bar
charts. The top part of the form contains the fields for chart titles, which
clarify the information in the chart. The bottom portion of the form contains
rows and columns where you enter data for the chart. The first column con-
tains text that identifies the different sets of bars in the chart. The remaining
columns contain the data values that determine the heights of the bars. See
Chapter §, “Creating XY Charts,” for more information.

Fig. 2.10
The XY chart data
form.

Tile:
Subiitle:
Footnote:

Bar chart data:

To enter information in a field on a data form, click the field. When you
select a field, it is highlighted by a box to indicate that the field is active, As
you type data, the information is entered in the active field. You can also use
the Tab and Shift-Tab keys to make a field active. Follow these steps to enter
data and title information to match the information in figure 2.10:
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1. Click the Title field.

2. Type the title of the chart: Sales Revenue.

3. Click the Subtitle field.

4. Type the subtitle of the chart: By product.

5. Click the Footnote field.

6. Type the footnote of the chart: In millions.

7. Click cell AL.

8. Type the label of the first bar: Loafers.

9, Click cell B1.
10. Type the numeric value for the first bar: 7.
11. Click cell A2, and type the label of the second bar: Pumps.
12. Click cell B2, and type the numeric value for the second bar: 12.
13. Click cell A3, and type Sneakers.
14. Click cell B3, and type 10.

15. Click the OK button at the bottom of the data form.

See Chapter 12, “Drawing in Harvard Graphics,” for more information.

hart, automati
, you mand on
tom

When entering data into a chart, make sure that you present the information ina
way that your audience can easily understand. For text charts, limit the text to rel-
evant and significant phrases. Remember that numeric charts become crowded if you
enter too much data. The slices in your pie chart are difficult to distinguish if you
create too many or too small slices, for example. Your audience may become disin-
terested if they are spending more time reading your slides than listening to you
speak. Use the charts to enhance your presentation.
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Fig. 2.11
Flle View The vertical bar
chart in the Slide
Editor.
Sales Revenue oo
By Product @Domeps
14
12
10
g
6
4
2 chart 1o make
thet don' involva time
0 Loafers Pumps Sneakers
Ire milizns each bar for clarty
® Avold grid ines in 3-0
bar cherts

Changing Chart Options

Harvard Graphics provides many features that enable you to enhance the
appearance of your charts. These commands are available on the Chart menu
in the Slide Editor. The Chart Options command on the Chart menu contains
options that are specific to particular charts. For example, with bar charts,
you can change the style and width of the bars. For more information on the
options for specific chart types, see the chapters that explain how to create a
chart of that type (Chapters 3 through 6).

In addition to the Chart Options command, the Chart menu contains other
commands that are relevant to different chart types. For XY charts, you can
modify the chart legend, grid, frame, and bars. In figure 2.12, the legend on
the side of the chart points out that the values for the bars are taken from the
statistics for the year 1990. The frame is displayed behind the chart and out-
lines the back, bottom, and left side of the chart, where the numbers are
displayed. The grid is represented by the dotted lines within the frame. The
frame and grid lines provide visual aids for evaluating the bars of the chart.
All these options contribute to the effectiveness of the chart. For more infor-
mation on these elements or on the options available for other chart types,
see Chapters 3 through 6 on creating charts of each chart type.
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Fig. 2.12
A slide showing
the grid, legend,
and frame.

Your objective when you modify chart options is to create a chart that communicates
the data. The audience must be able to interpret the slide’s information with little or
no explanation. The legend is an example of an option that can help your audience
understand the slide.

e View

Sales Revenue
O Quick Tps
By Product © Design Tips

o N & o @

Loaters Pumps Sneakers © Show data labels above

I me lrzes,

The data in your chart must be easy to see from any location in the presentation
room. A grid enables viewers to compare the height of the bars without reading the
actual numeric values. You also can use large fonts that contrast with the background
to make your slides easier to see.

You should work with the available chart options until you have created a
chart that is visually appealing and clearly presents your information.
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windows or menu bars. As you examine your slides, consider the appearance
of the slide and the relationship between the slide information and the
theme. The Preview Slide command on the Slide menu enables you to view a
slide unobstructed by windows, menus, or icons (see fig. 2.13).

Fig. 2.13
Sales Revenue A chart shown in

Preview.
By Product

8 1990

Loafers Pumps Sneakers

In nillions

To preview a slide, choose Preview Slide from the View menu or press F2.
You can press any key to end the preview.

Drawing on the Slide

In addition to changing options that control the appearance of your chart,
you also can enhance slides with graphics objects. You use the Slide Editor to
add graphics to a slide. To focus attention on a particular item on a slide, for
example, you can add an arrow. In addition to arrows, you can add rect-
angles, circles, lines, polygons, text, and clip-art symbols. You add objects

by clicking the icon that represents the object in the Slide Editor toolbox.
Figure 2.14 shows the chart in the Slide Editor and the tool you use to add
rectangles.

To add a rectangle to the bottom of the bar chart, follow these steps:
1. Click the Rectangle tool icon

2. Click below Loafers and hold the mouse button.
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Fig. 2.14

The Slide Editor
showing the bar
chart and the

added rectangle.

3. Drag the cross-hair pointer to below Sneakers.

4. Release the mouse button. A rectangle is displayed below the chart
(see to fig. 2.14).

ons

Sales Revenue
By Product

O Guick Tips

to compare seta of dala
14 that chenge over time

of bars (the fawer, the
10 betiar)

lable when detads are

® Uss o horizontal bar
chart fo make
that don' Involva time

Lo s
each ber for clarly

® Avold grid Enes in 3-D
ber charls

In i le6e

You have created an object by using the tools of the Slide Editor. You defined
the rectangle by clicking one corner and dragging the pointer to the other
corner. When you released the button, Harvard Graphics created the rect-
angle based on the two positions of the pointer. (See Chapter 12, “Drawing in
Harvard Graphics,” for more information.)

When you select a tool for drawing, the tool remains selected after you create
an object so that you can create many objects at one time. To stop drawing,
click the Selection tool icon, which is the icon with the arrow-shaped

pointer, located in the top row of icons.

You also can use the Slide Editor to modify the text attributes for any text on
a slide. Data from a title chart, the footnote in a pie chart, or the members of
an organization chart are examples of text you can change by using the Slide
Editor. Chapter 7, “Working with Text, ” explains how to add and modify the
text of a slide; Chapter 12, “Drawing in Harvard Graphics,” explains how to
add graphics objects to a slide; and Chapter 13, “Enhancing Drawings and
Objects,” explains how to modify the appearance of the objects.
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When you create a presentation, Harvard Graphics displays the Add Slide
dialog box in which you create the first slide. The Add Slide button in the
Slide Editor, shown in figure 2.15, also displays the Add Slide dialog box, in

which you create additional slides. The program adds each new slide to the

presentation following the slide you currently are viewing.

To create a new slide, click the Add Slide button to display the Add Slide
dialog box. You also can use the Add Slide command on the Slide menu to

display the dialog box.

File

BLENYID S \|&

Edil

View Style Slide Chant Text Graphics Qplions

Sales Revenue
By Product

Loaters Pumps Sneakers

Shde

Moving to Slides
In the Slide Editor, you can view only one slide in a presentation at a time.

Fig. 2.15
Window  Help The Slide Editor
window and the
Add Slide button
O Quick Tips
®
Uss a vertical bar charl
to comnpere sets of data
that change over time

@ Shav six or (awer serise
of bars (the fewer, the

© Show data labels above
each bar (or clarty

© Avold grid inas in 3D
bar charls ’

The button on the bottom left corner of the Slide Editor window indicates

how many slides are in the presentation and which slide the Slide Editor is

displaying. When you click this button, the program displays the Go to Slide
dialog box, which enables you to view different slides of the presentation in
the Slide Editor (see fig. 2.16).
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Fig. 2.16
The Go to Slide
dialog box.

Tip

If your presen-
tation contains
mostly text charts
or if you develop
your slides from
an outline of the
presentation con-
tent, you will
benefit from the
editing capabilities
provided in the
Outliner.

X Preview slide

Sfide number.
6

In the Go to Slide dialog box, the number of the current slide in the Slide
Editor is displayed in the Slide Number text box. To view a different slide,

type er of the slide in this box. The scroll bar in the dialog box also
enab move to a slide. The right and left ends of the scroll bar show,
respectively, the slide numbers of the first and last slides in the n.

To view a different slide, click the left or right arrow until the ¢
number shows in the Slide Number text box.

Follow these steps to go to a different slide in the presentation in the Slide
Editor:

1. In the Slide Editor window, click the button that shows the current and
total numbers of slides in the presentation. Harvard Graphics displays
the Go to Slide dialog box.

2. Type the slide in the § er text box.
previ in the box in the the Goto S
box. If you are in a hurry, click the Preview slide box to disable the
preview.

3. Click the OK button.

ii ese a i

As you create the slides of a presentation, you must evaluate the entire pre-
sentation for content and effectiveness. Harvard Graphics provides many
features to help you with this task. You can change the order of the slides in
the presentation, for example, by using the Slide Sorter and the Outliner. The
Slide Sorter displays miniature images of the slides in your presentation; the
Outliner shows the textual chart information, such as the body of a text chart
and the title of a numeric chart.
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Using the Slide Sorter

The Slide Sorter enables you to view many slides simultaneously. The Slide
Sorter arranges the slides in order of creation. You can change the order of
your slides by clicking and dragging a slide to a new location. You also can
add, delete, and copy slides. Chapter 10, “Using the Slide Sorter,” explains
how to edit your presentations with this feature.

You have two ways to get to the Slide Sorter from the Slide Editor or Outliner.
You can click the Slide Sorter icon on the right side of the Slide Editor win-
dow, or you can choose Slide Sorter from the View menu. Three icons are
located on the right sides of the Slide Editor, Slide Sorter, and Outliner win-
dows. The top icon resembles a simple outline and is used to switch to the
Outliner. The second icon shows nine small squares that represent slides. This
icon is for the Slide Sorter. The third icon, for the Slide Editor, has objects
that are created in the Slide Editor, such as a circle or square. Figure 2.17
shows the icons you use to move between the Slide Sorter, the Slide Editor,
and the Outliner.

Tip

The Slide Sorter
provides a
graphical interface
for editing a pre-
sentation, espe-
cially a presenta-
tion containing
several numeric
charts.

Fig. 2.17
Window The Outliner, Slide
Sorter, and Slide
Editor icons.
Sales Revenue Outliner
By Product .
Sorter icon

14 Slide Editor icons

12

10

Loafers Pumps Sneakers

In miline

Figure 2.18 shows the Slide Sorter displaying five slides. The Slide Sorter rep-
resents these slides as scaled-down images. Although you cannot read the text
in the slides, Harvard Graphics displays enough of the image to help you
distinguish one slide from another. Harvard Graphics also displays the title of
the slide below the image.
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Fig. 2.18
The Slide Sorter
window.

mouse button, the slide appears in its new location, and the other slides
adjust to make room for the relocated slide.

Fig. 2.19
The slide
placeholder
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Suppose that you have the presentation shown in figure 2.18. To make the
bar chart the second slide in this presentation, follow these steps:

1. Click the bar chart and hold the mouse button.

2. Drag the pointer until the slide placeholder appears between the first
two slides of the presentation.

3. Release the mouse button.

The slides are now in the new order

Using the Outliner

You use the Outliner to create and edit the slides of a presentation. An out-
line contains topics that represent the slides in the presentation. Topics also
show the data in bullet, title, and organization charts. Figure 2.20 shows a
presentation with four slides in the Outliner window. The icons on the left
side of the outline indicate which topics are slides, as opposed to data from a
chart. The top two slides are text charts, as indicated by the text chart icon.
The second chart is a bullet chart. The topics indented below the slide topic
are subtopics that comprise the data of the bullet chart. The bottom two
charts are numeric data charts and have a small bar chart on the icon.
Chapter 11, “Using the Outliner,” discusses the features of the Outliner

and explains how they are used to edit a presentation.

Fig. 2.20

45

Four slides in the

Qutliner.

1 b Sales Revenue for 1991

2 b Sales Trends
b Loafers in Style
b Hi-Tech Sneakers in Demand
b Pumps Stable

3 b Sales Revenue

4 > Regional Sales Information

wm *

15 IOMEI1 »

U
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Moving Slides in the Outliner. You can move the slides in your presenta-
tion by selecting the slide’s topic and dragging it to a new location. When
moving a slide, the Outliner displays the image of a hand that points to the
new location. In addition to the placeholder, a red line also indicates the
location of the new slide. Follow these steps to move a slide in the
presentation:

1. Click the triangle next to the topic and hold the mouse button until the
hand placeholder appears.

2. Drag the pointer to the location of the new topic.

3. Release the mouse button.

The new topic, and any subtopics that are indented below the topic, are now
displayed in the new location.

Adding a Chart in the Outliner. You can use the Outliner to add text charts
to a presentation. When you create a new topic, the program adds a new
slide. The information you type under this new topic becomes the data for
the chart.

Suppose that you want to add to the presentation in figure 2.20 a bullet chart
on Sales Goals following the Sales Revenue slide. Follow these steps to create
a new slide:

1. Click the triangle for the Sales Revenue topic.
2. Press Enter to create a new topic.

The new topic is part of the preceding slide by default. If this slide were
a bullet chart, this topic would be the first item of the chart. To make
the topic a new slide, you must adjust the level of the topic to make
this new topic equal to the other slides.

3. To adjust the level, press Shift-Tab to move the slide up one level. You
can continue to press Shift-Tab to increase the level of a topic.

When the levels of the topics are equal, Harvard Graphics displays a chart
icon next to the topic to indicate that this topic now represents a new slide.
The icon indicates that the slide is a bullet chart. New slides added in the
Outliner contain bullet charts. See the section “Adding a Chart to a Slide” in
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Chapter 11, “Using the Outliner,” for information on creating different chart
types in the Outliner. The information you type into the topic of this chart is
the title of the chart. The additional topics you enter below the title comprise
the body of the bullet chart.

To add data to the new slide, follow these steps:
1. Click the topic that represents the new slide.
2. Type Sales Goals as the topic of this slide.
3. Press the Enter key to create the first item of the chart.
4. Type Reach 100% of Quota.
5. Press Enter to create a second item.

6. Type Increase Sales Regions.
Figure 2.21 illustrates the Outliner with the completed presentation.

Fig. 2.21
The completed
presentation in the

1 b Sales Revenue for 1991 Outliner.
2 b Sales Trends

b Loafers in Style

b HI-Tech Sneakers in Demand

> Pumps Stable
3 b Sales Revenue
4 b Sales Goals

> Reach 100% of Quota

Increase

5 b Regional Sales Information

To edit any of the individual slides from the Outliner, click the topic that
represents the slide; then click the Slide Editor icon. To see all the slides in
one window, click the Slide Sorter icon.
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e i e
Harvard Graphics provides a complete Help system. The program displays the
Help menu on every menu bar in the program. The items on the Help menu
provide information about specific tasks and keys and about the active win-
dow. The Help menu also provides a selection to access a contents of help
topics. The contents can guide you to the feature for which you need help.
The Help system even provides information that teaches you how to use
Windows Help.

When you choose any item on the Help menu, Harvard Graphics starts the
windows Help system with information pertaining to the item you selected.
The first item on the menu shows the contents of help topics for Harvard
Graphics. Figure 2.22 shows the Help window with the contents . After you
learn how to manipulate the items on any Help window, you can use Win-
dows Help to get the answers you need.

The buttons at the top of the Help window are the primary tools for finding
help information. The Contents button displays the contents of topics,
shown in figure 2.22. You use the Back button to get back to the Help screen
you previously viewed. You use the Browse buttons to flip forward and back-
ward between the Help screens. These buttons are useful when you are look-
ing for help in a particular area but are not sure of the information you need.
You use the Search button to search Help, based on words or phrases that
describe the area.

Fig. 2.22
The Help contents
window.
Help Table of Contents

Click the Help topic you want to see

How 1o

Keyboard
a Glossary
Gelling help
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In addition to these buttons, the Help text within the window contains top-
ics you can choose to get information. The program displays these underlined
topics in a different color within the text. When you move the pointer over a
topic, the pointer changes to a hand to indicate that you can click the text.
To get help on the Harvard Graphics commands, for instance, click the Com-
mands keyword. To exit the Help system, choose Exit from the File menu in
the Help window.

S € C

Harvard Graphics provides an Icon bar for quick access to commonly used
features. When you're adding graphics in the Slide Editor, editing chart data,
or working on your presentation in the many different views, the Icon bar
places simple features for editing and enhancing within a simple mouse click.
Figure 2.23 shows the Icon bar in the Slide Editor. Each icon represents a
different feature. You use an icon simply by clicking on the icon in the bar.
The first icon, for example, is used to open an existing presentation. To open
the file, you could either click the icon or select Open from the File menu. To
help you determine which icon you need, Harvard Graphics displays the
name of each icon in the Window title when you first move the mouse over
the icon. Figure 2.23 displays the name for the open presentation icon.

Fig. 2.23
The Slide Editor
with the Icon bar.

Icon bar

Product Revenue

Bensig Caorparation

Loafers
31 8%
Pumps
22.7%

18 2%
Sneakers

27 3%

1631
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Harvard Graphics comes with a set of default icon bars for the different parts

of the product. You can use these bars as is or create a custom icon bar which

displays icons for the features you use most often. Appendix D explains how

to create a custom bar and also presents a list of the available icons. See indi-

vidual chapters for information on the defaul

Harvard Graphics.

si e A visor

button to display the Quick Tips again.

Fig. 2.24
The Advisor in the
Slide Editor.

dit View  Si e

Product Revenue

Gensig Coipoation

Loafers

31 6%

Pumps

22 7%
Vd
[n} 18 2%

Sneakers
27 3%
of 6 Add

t icon bars available within

Advisot
O Quick Tips
Tps
Uss a pis charl to
compars the parts of a
whole (perceniages)

® Cul @ sice away from
the pie 10 emphasize &

® Display percerntages 85
labeis for each sice

® Show six of fewer sices
(combine smaller sices

column chart)
C of]
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gt e toria

Harvard Graphics provides a Tutorial called the 5-Minute Coach. The tutorial
is designed to get you familiar with the basics of Harvard Graphics in a few
minutes. The lessons are divided into four basic areas:

Overview of Harvard Graphics covering slides and presentations
Creating a presentation including adding a slide

Enhancing a presentation including adding graphics to slides and
making templates

B Managing presentations including using the Slide Sorter and Outliner

You start the tutorial by choosing Tutorial from the Help menu or by clicking
the Tutorial... button on the Main Harvard Graphics window. When the
tutorial is started, you see the Home screen, which is displayed in figure 2.25.
You use the four large buttons in the middle of the screen to start one of the
four lessons. For example, to get an overview of Harvard Graphics, click the
Overview button.

Fig. 2.25
The Tutorial Home
screen,

Lesson buttons

[

N Creating a tnhancing Nanaging

Click any button to learn about Harvard Graphics for Windows 2.0.

rd button

Bac rd button
Exit button

Home button

Google/Y ouTube Exhibit 1004/1104
Page 0068



Google/Y ouTube Exhibit 1004/1104
Page 0069



From Here... 53

The remaining chapters in this book expand on the general product areas
presented here. Chapters 3 through 6 cover adding slides in greater detail by
explaining more about charts that are displayed on slides. Chapter 7, “Work-
ing with Text”; Chapter 12, “Drawing in Harvard Graphics”; and Chapter 13,
“Enhancing Drawings and Obijects,” explain how to create and enhance ob-
jects on a slide. Chapter 10, “Using the Slide Sorter,” covers editing an entire
presentation in the Slide Sorter. Chapter 11, “Using the Outliner,” explains
how to create and edit a presentation in the Outliner. All these features are
introduced in this chapter on the basics of Harvard Graphics.
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To move consecutive slides, you use the same tech
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Chapter 17

Harvard Graphics provides all the features you need to build powerful slides In this chapter,

that communicate data effectively. The extensive charting capabilities enable ~ You learn how to

. . . . llowing:
you to present data in a wide variety of charts and graphs. The print feature do the following

of Harvard Graphics enables you to produce output of your slides to use with Create a
a slide or overhead projector. You don't have to be content with these fea- Sc,reenSho_w,

. . with transition
tures, however. By using the Harvard Graphics ScreenShow and HyperShow effects
features, you can turn your computet into a projector and show high- Creat

. . : reate a
resolution images directly on-screen. HyperShow
ith k d
ScreenShow enables you to do more than present one slide after another on ;llttonesys an

your computer screen, however; you also can enhance your presentation by
adding special effects that make the transition from one slide to another
more interesting. With transition effects, you can scroll a slide showing in-
creased revenue off the top of your display, for example. If the focus of a slide
is the flood of sales, for instance, you can create a transition effect in which
falling rain forms the slide image. The ScreenShow provides several transition
effects that enable you to assign a different draw effect (placing the slide on
the screen) and erase effect (removing the slide from the screen) for each slide
in your presentation,

HyperShow goes beyond the special effects of ScreenShow in presenting in-
formation. HyperShow keys and buttons enable you to control the flow of
your presentation spontaneously, without editing the original slide order.
With HyperShow links, you can jump back to a previous slide to reinforce a
point, for instance, or you can skip ahead to slides that are more relevant to
an idea or question from the audience. The capability of viewing slides in any
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Tip

You can also
click the Display
ScreenShow from
beginning icon in
the icon bar.

sequence turns an order-driven presentation into a presentation driven by
information. Best of all, you can tailor the information to accommodate the
interests and focus of the members of your audience.

When you complete this chapter, you will be able to display and manipulate
a ScreenShow, add ScreenShow effects, create and manipulate HyperShow
links, and create self-running presentations.

s ay cee S

When you use the Harvard Graphics ScreenShow feature, you have the capa-
bility to maneuver through your presentation, begin the presentation with a
slide other than the first slide, and add special effects that enhance the ap-
pearance and quality of your presentation. You also can determine the length
of time that a slide remains visible. This section explains how to use the
ScreenShow to produce a professional and visually interesting presentation.

To display the ScreenShow from the beginning, you first must open your
presentation file. If your presentation is not in memory, choose Open... from
the File menu; then follow these steps:

1. Choose ScreenShow from the File menu. The pop-up menu containing
ScreenShow commands appeatrs.

2. Choose From beginning from the pop-up menu. The first slide in your
presentation appears.

3. You press the space bar or Enter key to proceed through the slides, one
slide at a time, until the presentation is finished.

After all the slides have been displayed, you return to Harvard Graphics.

You also can display the show from the current slide, which is the slide in the
Slide Editor window. In the Outliner, the first active topic indicates the cur-
rent slide. In the Slide Sorter, the first active or highlighted slide is the current
slide.

To display the presentation from the current slide, choose ScreenShow from
the File menu; then choose From Current Slide from the pop-up menu that
appears. You can also click the Display ScreenShow from current slide icon in
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Displaying a ScreenShow

the Icon bar within the Slide Sorter or Qutliner. Harvard Graphics displays
the current slide and all subsequent slides.

Moving Around in a ScreenShow

Harvard Graphics provides default keys that give you extra control when you
display a ScreenShow. You can return to a previous slide to reiterate a point,
for example, or you can restart the presentation from the beginning.

The keys you use to move around in a ScreenShow are default keys. Default
keys enable you to jump to a slide other than the next slide in the presenta-
tion. When you press a key that is not a default, the next slide in the
presentation appears.

Using the default keys, you can move back and forth between the slides in
your presentation. You can move backward in the presentation by pressing
the left-arrow key, for example, or you can return to the first slide and begin
the presentation again by pressing the Home key. You also can use the left
and right mouse buttons to move forward or backward in the presentation.
Table 17.1 lists the functions of the default keys and the mouse buttons.

For an explanation of how to change the default keys, see “Setting Default
HyperShow Links” later in this chapter.

Default Key Function

Home Go to the first slide

End Go to the last slide

Left arrow or Go to the preceding slide. If you show slide 4 and

Left mouse button then slide 7, for example, pressing the left arrow or left

mouse button returns you to slide 6.

Esc or Break Stop the ScreenShow

Backspace Go to the last slide shown. If you show slide 4 and then
slide 7, for example, pressing Backspace returns you to
slide 4.

F2 Redraw slide to remove lines drawn with On-Screen

Chalk (see the next section).

All other keys and Go to the next slide
Right mouse button

437
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Using On-Screen Chalk

On-Screen Chalk enables you to highlight certain parts of the slide during
your ScreenShow. You can circle a significant bar in a chart or draw an arrow
to the largest slice in a pie chart while the slide is displayed on your computer
screen. You draw on the slide similar to the way you draw lines in the Slide
Editor by clicking the mouse down and moving the mouse. As you move,
Harvard Graphics displays the lines you draw.

Adding ScreenShow Effects

You can add flair to your ScreenShow presentation by using special
ScreenShow effects. One ScreenShow effect in particular—the transition
effect—can enhance your presentation greatly. The various transition effects
for drawing (draw effect) and erasing (erase effect) slides provide interesting
and eye-catching ways of getting slides on and off the screen. If you use the
scroll effect, for instance, you can scroll a slide across the screen until it is
entirely visible; then, as an erase effect, you can continue to scroll the slide
off the opposite side of the screen.

Harvard Graphics provides many ScreenShow transition effects from which
you can choose. You can add different transition effects for each slide, or, by
using default effects, you can ensure that Harvard Graphics uses the same
transition effects to draw and erase the slides of your presentation.

Setting Transition Effects

All presentations you create have transition effects. The default draw transi-
tion effect is the Replace effect. With Replace, the current slide completely
replaces the preceding slide in one smooth action. The default erase transi-
tion is None. Harvard Graphics does not remove the slides; the current slide
appears on top of the preceding slide.

To set transition effects, follow these steps:
1. Choose ScreenShow from the File menu. A pop-up menu appears.

2. Choose Edit ScreenShow Effects from the pop-up menu. The Edit
ScreenShow Effects dialog box, in which you set ScreenShow effects,
appears (see fig. 17.1). You can also click the Edit ScreenShow effects
icon in the icon bar.
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Fig. 17.1
1. Select Select slide The Edit
Draw effect: Erase olfect
D I:l ScreenShow
Effects dialog box.
Delault Defaull

Shide display time:

slide

3. Select ScreenShow
X Enable sound
Signal when next slide is ready: [] Audible
[ visible

The slides in the presentation appear in the Select a slide: list box.
Harvard Graphics reserves the first entry in the Slide List box for the
Default Transition Effect. The section “Setting Default Effects” explains
how to use the Default Transition Effect to set effect defaults for a
ScreenShow.

3. To see the effects for a particular slide, select the slide from the Select a
slide: list box. The current transition effects of the selected slide are
highlighted in the Draw effect: and Erase effect: fields. In figure 17.1,
for example, slide 2 (Sales Revenue for 1991) uses the default draw ef-
fect and the default erase effect. The Preview slide box displays the slide
you selected. If you are in a hurry, click the Preview slide option to
disable the preview.

4. To change an effect, choose a new transition in the Draw Effect or Erase
Effect scroll boxes. Table 17.2 lists and defines the transition effects,
When you select a transition, the images above the setting display a
representation of the transition to help you see how the transition will
appear in your ScreenShow.

5. Choose OK to accept the effects and exit the dialog box.

When selecting draw and erase transitions, try to select effects that work well
together. If you use a scroll right effect to draw a slide, for example, you can use a
scroll right effect to erase the slide so that the image scrolls onto the screen from the
left edge and scrolls off the right edge of the screen.
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Use transitions to emphasize your message. To make the point that your sales depart-
ment will be flooded with orders, for instance, you may want to use the rain effect.

Setting a Display Time

In addition to draw and erase effects, you also can use the Edit ScreenShow
Effects dialog box to set a display time for a slide. The display time deter-
mines how long a slide remains on-screen if you do not press a key to move
to the next slide. When you select a slide in the Select a slide: list box, the
current display time for the slide appears in the Slide display time: text box.

The default for the time is blank because Harvard Graphics continues to dis-
play the slide until you press a key. You can set a display time, however, by
typing a time in the Slide display time: text box. You can enter the time in
seconds or in minutes and seconds separated by a colon. Entering 23, for
example, sets the display time to 23 seconds; entering 1:30 sets the display
time to 1 minute and 30 seconds.

Effect Appearance of the Effect

Blinds Draws or erases the slide vertically or horizontally with
strips that resemble Venetian blinds

Close Draws or erases the slide from the vertical or horizontal
edges of the screen

Fade Draws or erases the slide in small, random squares

Iris Draws or erases the slide with a square that starts in
the center of the screen and moves out or starts at the
outside edge of the screen and moves in

Open Draws or erases the slide as a vertical or horizontal line
that expands from the center of the screen to the
edges of the screen

Overlay the current slide on the

g visible the unobstructed

Rain Draws or erases the slide in random vertical lines that
resemble raindrops

Replace Draws or erases the entire slide in one quick action
(This is the default draw effect.)
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Effect Appearance of the Effect

Scroll Draws or erases a slide by scrolling the current slide on
or off the screen from one of the four sides

Wipe The slide is moved on- or off-screen from one of the
four edges while the previous image remains in the
same position

Default Draws or erases the slide, using the current default

Signalling for the Next Slide. Depending on the power and speed of your
computer, Harvard Graphics may need time to prepare the next slide in the
presentation before displaying it. The Signal when next slide is ready: options
in the Edit ScreenShow Effects dialog box enable you to activate an audible
signal (a beep) and visual signal (a smail arrow in the bottom right corner of
your screen) to indicate when the next slide is ready. To enable either of
these signals, follow these steps:

1. If you are not in the Edit ScreenShow Effects dialog box, access it by
choosing ScreenShow from the File menu; then choose Edit ScreenShow
Effects from the pop-up menu that appears.

2. Click the Audible button so that an x appears, indicating that Harvard
Graphics will signal you with a beep when the slide is ready.

3. Click the Visible button so that an x appears, indicating that Harvard
Graphics will signal you with an arrow when the slide is ready.

4. Click the OK button to accept the changes and return to Harvard
Graphics.

Setting Default Effects. Although you can use any transition effect to draw
or erase the slide in your presentation, using a default transition effect pro-
vides consistency for your ScreenShow presentation. When you set a default
transition, Harvard Graphics uses the same effect to draw and erase all slides.

In the Edit ScreenShow Effects dialog box, you set the transition and time
display defaults and indicate which slides use the default effects. The Default
Transition Effect is the first item in the Select a slide: list in the dialog box. If
you are not in the Edit ScreenShow Effects dialog box, access it by choosing

MM
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ScreenShow from the File menu; then choose Edit ScreenShow Effects from
the pop-up menu. When the dialog box appears, follow these steps to change
the default effects and time display:

1. Select Default Transition Effect in the Select a slide: list box.
2. Select a new draw effect from the Draw effect: scroll box.
3. Select a new erase effect from the Erase effect: scroll box.

4. Click the Set display time: text box and type the default display time. If
you do not set a time, the slides remain on-screen until you press a key.
Refer to the section “Setting a Display Time” for more information.

5. Click the OK button to accept the default and return to Harvard
Graphics.

To use the default display effects you just set, you must set the slide’s effect to
default. For more information on changing the effect for an individual slide,
refer to “Setting Transition Effects.”

rea y er s

A HyperShow is a ScreenShow that you control with keys and buttons. The
features of a HyperShow are similar to the default keys of a ScreenShow.
Beyond default keys, HyperShows enable you to define (create) buttons that
the viewer clicks on a slide.

HyperShows are more interactive than ScreenShows because viewers control
what slide appears next. You use HyperShow keys and buttons to go to any
slide in the presentation. The relationship between the key or button and a
slide is the HyperShow link. You can set up absolute links, which branch to
specific slides in the presentation, and relative links, which move to relative
positions in the presentation—such as back one slide or forward one slide.
You even can link a key or button to another Windows application, such as a
spreadsheet, for quick viewing of the original information and formulas
during the HyperShow.

Setting HyperShow Links

You can create a HyperShow link between a key or button and a presentation
slide or destination. The link between a key and a slide is probably the most
familiar. You can link the letter A to the first slide in the presentation and the
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letter B to the second slide, for example. When you press A, the first slide
appears; when you press B, the second slide appears. Harvard Graphics also
enables you to use objects on your slides as links. Any slide object—for ex-
ample, a rectangle or text annotation—can be a button. In addition to keys
and buttons, you can define a link that determines the length of the slide
display time.

Two components are required to create a HyperShow link: the key or button
and the slide or destination. You can use any letter or number, all function
keys, and many other common keys as keys in a link. You can link a key or
button to a specific slide. If you change the order of the slides, Harvard
Graphics updates the links automatically. You also can link a key or button
to one of the destinations listed in table 17.3.

Some of the destinations in the list indicate relative positions in the presenta-
tion. Previous Slide, for example, returns you to the preceding slide in the
presentation order. Others, such as the First slide or Last slide, take you to
absolute positions in the presentation—the first or last slide—even though
you may change the slide order.

Destination Result

Next slide Moves to the next slide in the presentation

Previous slide Moves to the previous slide in the presentation

First slide Moves to the first slide in the presentation

Last slide Moves to the last slide in the presentation

Back up Moves to the last slide shown on-screen

Ignore Ignores the key so that nothing happens when you
press a key

Launch application Starts a Windows application from within the
ScreenShow

Play sound file Plays a sound file within the ScreenShow

Stop sound files Stops sound files which were started from a

previous HyperShow link

(continues)

443

Google/Y ouTube Exhibit 1004/1104

Page 00124



444  Creating ScreenShows and HyperShows

Fig. 17.2

The Slide
HyperShow Links
dialog box.

Destination

Start OLE action

Redraw slide

Stop

Result

Sends information to another Windows application
along with a file to perform some action (see the
section “Using OLE” in Chapter 15, “Importing,
Exporting, and Linking Data”)

Redisplays the current slide to remove any lines
drawn with On-Screen Chalk (see the section
“Using On-Screen Chalk,” earlier in this chapter)

Stops the ScreenShow

Creating HyperShow Links with Keys. To define a link, you must select
a key and an associated destination by doing the following:

1. Choose ScreenShow from the File menu; then choose Edit ScreenShow
Effects from the pop-up menu. The Edit ScreenShow Effects dialog box

appears.

2. Select the slide in the Select a slide: list box to define a link for this
slide. To use the link, the viewer must view this slide.

3. Click the HyperShow links... button in the Edit ScreenShow Effects
dialog box. The Slide HyperShow Links dialog box, in which you create
and edit HyperShow links, appears (see fig. 17.2).

Slide 2 - Sales Revenue for 1991
1. Select a kep/button: 2. Select a destination:

The name of the selected slide appears at the top of the dialog box. You
use the Select a key/button: list box to indicate what key or button to

use in the link.
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4. To see the available keys and buttons, click the down arrow next to the

Select a key/button: list box; then select a key or button. (The section
“Creating a HyperShow Link with Buttons” explains how to create a
button in the Slide Editor.)

5. You use the Destination: list box to select a destination to be associated

with the key you just selected. To see the choices for the destination,
click the down arrow next to the Destination list box.

All the slides in the presentation appear at the end of the list. You can

choose a destination or a slide. Refer to table 17.3 for an explanation of

the destinations in this list.
6. Select a slide or destination from the list.

When you define a link, the key or button and the destination appear
in the Current assignments: list box.

You can use HyperShow links to create slide menus that link menu options to

presentation slides. Figure 17.3 shows a sample slide menu. The instructions
on the slide tell you to press a key or click a button to see the linked slide.

If you press A, for example, you access the revenue slide; if you press B, you
access the profits slide; and so on.

Fig. 17.3

An example
HyperShow slide
menu.
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Follow these steps to create a link between the first menu option and the

Revenues slide, using a key:

1.

Choose ScreenShow from the File menu; then choose Edit ScreenShow
Effects from the pop-up menu. The Edit ScreenShow Effects dialog box
appears.

To define HyperShow links for the slide, select the slide in the Select a
slide: box. The viewer will be viewing this slide as he or she presses a
key or clicks a button.

Click the HyperShow Links button. The Slide HyperShow Links dialog
box appears.

Click the down arrow next to the Select a key/button: list box; then
select a key or button from the list. For the example, select the A key.

Click the down arrow next to the Select a destination: list box, and
select a slide from the list. For the example, select the Revenue slide.

The link appears in the Current Assignments list box.

Click the OK button on the Slide HyperShow Links dialog box to accept
the link and return to the Edit ScreenShow Effects dialog box.

Click the OK button on the Edit ScreenShow Effects dialog box to
return to Harvard Graphics.

Using the link you created in these steps, you can access the Revenue slide by

pressing the A key while you view the slide you selected in step 2.

Creating HyperShow Links with Buttons. You create HyperShow

buttons in the Slide Editor. Any object on a slide—a graphics object, a text

annotation, and a chart—can be a button. To jump to another slide in the

HyperShow, the viewer clicks this object.

Make sure that the user is able to recognize the object as a button. Provide a hint or
instructions, if necessary, to help the user distinguish buttons on a slide.
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To create a button from an object, do the following:
1. Select an object from a slide in the Slide Editor.

2. Choose Button attributes... from the Graphics menu. The Button
Attributes dialog box, in which you name the button and set a
destination, appears (see fig. 17.4).

Fig. 17.4
a butlon The Button
Attributes dialog
a box.

3. Type the button’s name in the Type a button name: text box. You
should use a name that reveals something about the purpose of the
button. You can use the name RevButton for a button that jumps to the
Revenue slide, for example.

4. To set the destination, click the down arrow next to the Select a desti-
nation: list box, and choose a destination from the list. See the section
“Setting HyperShow Links” for more information on the elements of a
link and the Slide HyperShow Links dialog box.

The slide in figure 17.5 is an example of a menu slide in a HyperShow. The
instructions on the slide tell you to press a key or click a button to see infor-
mation on the corresponding slide. To see the Sales slide, for example, you
press C or click the appropriate button.

You saw this figure in the preceding section when you created a link between
a key and a slide. In this section, you create a button from an object on this
slide; then you link this button to a slide so that you can access a slide by
clicking a button.
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Fig. 17.5
A HyperShow
menu slide.

a button

Bensiq

Follow these steps to create and link a button from an object on the menu

slide to a slide in your presentation so that, by clicking the A-Revenue

button, you access the Revenue slide:

1.

In the Slide Editor, click the object you intend to use as a button. From
figure 17.5, for example, you can select the rectangle containing the
words A-Revenue.

Choose Button attributes... from the Graphics menu. The Button
Attributes dialog box appears.

Type the name of the button in the Type a button name: text box.
For the example, type Revenue.

Click the down arrow next to the Select a destination: list box; then
select the destination for the button from the list that appears.
For the example, select the Revenue slide.

Click the OK button to accept the button and link and return to the
Slide Editor window.

You use HyperShow buttons just as you use other buttons—you click them.
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Changing a HyperShow Link

The Current Assignments list box in the Slide HyperShow Links dialog box
displays the links defined for a slide. After you define a link, you can change
the link’s destination or remove the link. To change a link, follow these steps:

1. Choose ScreenShow from the File menu; then choose Edit ScreenShow
Effects from the pop-up menu that appears. The Edit ScreenShow
Effects dialog box appears.

2. Select the slide in the Select a slide: list box to define HyperShow links
for the slide. This is the slide the user views when he presses the key or
clicks a button.

3. Click the HyperShow links... button. The Slide HyperShow Links dialog
box appears.

4. In the Current assignments: list box, click the link you want to change.
The Select a key/button: and Select a destination: list boxes show the
information about the selected link.

5. Click the down arrow next to the Select a destination: list box, and
select a new destination from the list.

6. Click the OK button to accept the change and return to the Edit
ScreenShow Effects dialog box.

7. Click the OK button in the Edit ScreenShow Effects dialog box to return
to Harvard Graphics.

Setting Default HyperShow Links

The Default assignments: list box of the Slide HyperShow Links dialog box
lists the presentation’s default links. Harvard Graphics uses default links
when you press a key or button that is not defined for a link on the slide. If a
slide has a link for the letter B only and you press the letter A, for example,
Harvard Graphics uses the default link for the letter A to determine the new
slide.

The difference between links and default links is that you define links for an
individual slide; default links are defined for an entire presentation. You
should use default links for keys that cause the presentation to jump to a
specific slide, regardless of which slide is visible on-screen. From the earlier
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Fig. 17.6

The Default
HyperShow Links
dialog box.

example, the link for letter A exists for all slides. Pressing A accesses the de-
fault link unless you have defined a link between an individual slide and the
letter A.

To set a default link, access the Edit ScreenShow dialog box, and then do the
following:

1. Choose Default Transition Effect from the Select a slide: list box in the
Edit ScreenShow effects dialog box.

2. Click the HyperShow Links button. The Default HyperShow links dialog
box, in which you define default links, appears (see fig. 17.6).

Keys for a default link appear in the Select a key: list box.

1. Select a keg: 2 Selecl a

slide
= Back up

Home = Firel shide
End = Last slide

3. To set a link for a key, click the down arrow next to the list box and
choose a new Key.

4. To set the destination, click the down arrow next to the Select a desti-
nation: list box, and choose a new destination. The link appears in the
Default assignments list: box.

(Refer to table 17.3 for a list of destinations. See also the section “Set-
ting HyperShow Links” for more information on the types of links.)

Clearing a HyperShow Button

You use the Button Attributes dialog box to define, modify, and remove
HyperShow buttons. In an earlier exercise, you defined a button. To modify
or remove a button, you must select the button in the Slide Editor; then
choose Button attributes... from the Graphics menu. The Button Attributes
dialog box appears with the name and destination of the button.
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To remove the button, click the Clear button option; Harvard Graphics re-
moves the name of the selected button and sets the link to None. To modify
the button, type a new name in the Type a button name: text box and specify
a new destination in the Select a destination: list box. Click OK to accept the
removal or modification and close the dialog box.

Launching Applications

HyperShow links turn a normal presentation into a dynamic collection of
information. These links connect slides in unique ways that enable you

to change your presentation in front of an audience. You also can use
HyperShow links to connect your presentation to other Windows applica-
tions. With a link, you can launch an application, for example, to modify the
data in a spreadsheet or view dates in a scheduler. A link to other applications
or slides can make all the data that you present readily available.,

You set links to applications the same way that you set other HyperShow
links. Suppose, for example, that you want to be able to launch Microsoft
Excel with the REVENUE.XLS spreadsheet from the C:\EXCEL directory by
pressing the E key. To establish a link so that you can launch this program,
do the following:

1. Choose ScreenShow from the File menu; then choose Edit ScreenShow
effects. The Edit ScreenShow Effects dialog box appears.

2, In the Select a slide: list, select the slide for the link. This slide is the one
from which you launch an application.

3. Click the HyperShow Links button. The Slide HyperShow Links dialog
box appears.

The Select a key/button: list box defines the key or button of the link,
and the Select a destination: sets the action for the key or button.

4. To link a key or button to an application, click the down arrow next to
the Select a key/button: list box; then choose a key or button from the
list. For the example, choose E.

5. Click the down arrow next to the Select a destination: list box and
select Launch Application from the list. Harvard Graphics enables the
Select application... button.

6. Click the Select application... button to select the application to be
launched. The Application to Launch dialog box appears (see fig. 17.7).
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Fig. 17.7

The Application to
Launch dialog
box.

Fig. 17.8

The Select
Application dialog
box.

Application name:
Parameters:
Initial state: @ Delault
Magimize
O Mipimize

. Type the name of the application in the Application name: text box.

If the application does not exist in a directory in your path, you must
type the full directory in addition to the application’s name. For the
example, type c:\excel\excel.exe.

If you cannot remember the name or directory of the application, you
can click the Browse... button in the Application to Launch dialog box.
The Select Application dialog box, containing the applications from the
current directory, appears (see fig. 17.8).

Directories:
c:\hgw2\pres

[ hgw2
B pres

File

File type:. This list box determines the type of application you are
launching. You can launch executable files, com files, or batch
files.

Filename:. This text box contains the name of the application.
Type the file name in the Filename text box or double-click the
name in the Filename: list box. The list box contains the names of
files that match the extension for the current application file
format. If the program you intend to launch is in a directory other
than the directory identified at the Directories prompt, you can
change directories by typing the drive and directory—not the file
name—in the Filename text box.

Directories:. This prompt shows the current directory. To view files
in different directories, you can change the current directory by
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double-clicking the directory in the list box. As mentioned, you
also can type the directory in the Filename text box. When you
change the directory, Harvard Graphics displays the files of the
specified type that are contained in the new directory.

Drives:. This field shows the current drive. To view files on differ-
ent drives, you can change the current drive by clicking the down
arrow next to the field and then clicking a new drive.

8. Type any parameters or command line arguments in the Parameters
text box. The name of a spreadsheet is an example of a parameter.
For the example, type revenue.xls.

9. Click an Initial state: button.

You use the Initial State buttons to set the state of the window in which
the application is launched. The Default button launches the applica-
tion, using the application’s settings. The Maximize button launches
the application in a maximized window. The Minimize button mini-
mizes the launched application.

10. Click the OK button in the Application to Launch dialog box to accept
the link and return to the Slide HyperShow Links dialog box.

1. Click the OK button in the Slide HyperShow Links dialog box to return
to the Edit ScreenShow Effects dialog box.

12. Click the OK button in the Edit ScreenShow Effects dialog box to return
to Harvard Graphics.

ea e - i ese s

Self-running presentations automate your ScreenShow by displaying the
slides for a specified length of time before the next slide appears—pressing a
key is not necessary. At the end of the presentation, a HyperShow link causes
the ScreenShow to start over from the beginning. The presentation continues
until you press the Escape key.

To create a self-running presentation, you must set the display time for the
slides and create the link that begins the presentation again. You set links and
display times in the Edit ScreenShow Effects dialog box.
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To show the dialog box, choose ScreenShow from the File menu; then choose
Edit ScreenShow effects from the pop-up menu that appears. You enter a
slide’s display time in the Slide display time: text box. You can set a different
time for each slide or a default time for the entire presentation. To set a de-
fault time, click Default Transition Effect in the Select a slide: list box; then
type the time in the Time text box. For more information on default effects,
see “Setting Default Effects” earlier in this chapter.

You must set the link that restarts the presentation on the last slide, use the
Time-out key for the link, and specify the first slide as the destination of the
link. The Time-out key is a special key that defines the destination when the
display time for a slide is finished. When time runs out, the presentation
jumps back to the first slide.

To create a self-running presentation, access the Edit ScreenShow Effects
dialog box, and then follow these steps:

1. In the Edit ScreenShow dialog box, select Default Transition Effect in
the Slide List box.

2. Click the Slide display time: text box.

3. Type the display time for all the slides. For the example, type 20 to
display each slide for 20 seconds.

4. In the Select a slide: list box, select the last slide in the presentation.
You set the link that restarts the presentation on this slide.

5. Click the HyperShow Links button. The Slide HyperShow Links dialog
box appears.

6. Click the down arrow next to the Select a key/button: list box, and
select Time-out from the list of keys.

7. Click the down arrow next to the Select a destination: list box; then
select First Slide from the list.

8. Click the OK button in the Default HyperShow Links dialog box to
accept the link and return to the Edit ScreenShow Effects dialog box.

9. Click the OK button in the Edit ScreenShow Effects dialog box to return
to Harvard Graphics.
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When you display the ScreenShow, each slide remains on-screen for 20 sec-
onds before the next slide appears. When time runs out for the last slide, the
first slide reappears, and the ScreenShow begins again.

o i y e s

Before presenting your HyperShow, you may want to create links that keep
people who use the HyperShow on track. If you press an unexpected key (a key
that is not linked), the presentation may become less effective because you
view too many slides in an unexpected order.

Because you define a destination for a button when you create the button,
buttons are less likely to cause problems. With keys, however, you may not
have defined a link for every key available. You can use a special key—the

All Others key from the Slide HyperShow Links dialog box—to control unex-
pected key presses. Setting a link with the All Others key determines the des-
tination when you press a key that does not have an explicit assignment. The
All Others key controls the HyperShow by ensuring that every key the viewer
presses uses a specific link in the HyperShow. You can control the show by
setting a destination for this key.

All slides in the presentation appear in the Select a destination: list of the
HyperShow Links dialog box. If you define a link with the All Others key for
the Default Transition Effect, you can set an action for unexpected keys
throughout the presentation. If you set the Destination for the All Others key
to Ignore, unexpected keys have no effect on the HyperShow.

Follow these steps to create a default link for the All Others key:

1. Choose ScreenShow from the File menu; then choose Edit ScreenShow
effects from the pop-up menu. The Edit ScreenShow Effects dialog box
appears.

2, Select Default Transition Effect in the Select a slide: list box.

3. Click the HyperShow Links button. The Default HyperShow Links
dialog box appears.

4. Click the down arrow next to the Select a key: list box; then select All
Others from the list.
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5. Click the down arrow next to the Select a destination: list box; then
select Ignore from the list.

6. Click the OK button on the Default HyperShow Links dialog box to
accept the link and return to the Edit ScreenShow Effects dialog box.

7. Click the OK button on the Edit ScreenShow Effects dialog box to
return to Harvard Graphics.

When the viewer presses a key that does not have an explicit link, Harvard
Graphics uses the destination of the All Others key. Because the destination
of this key is Ignore (as determined by the preceding steps), pressing an
unlinked key has no effect on the show.

o ese io s

When computers were first created, programmers and users were excited over
monochrome displays and the ability to display very basic graphics. Over
time, we have seen how high resolution graphics, the mouse, and other tech-
nological advancements enhance your ability to create, store and present
information. The latest advances are found on the promising new frontier of
multimedia, which is loosely defined as the combination of the computer
with other media such as video and sound on the desktop.

Sound files in a presentation can have a variety of uses. For example, a self-
running presentation enhanced with sound can provide verbal information
about the data or provide instructions that are easier to explain than to write.
A presentation distributed to your coworkers might be returned with voice
annotations which provide more accurate feedback of the effectiveness of the
presentation.

In Harvard Graphics, each slide in a presentation can have an associated
sound (.wav voice or .mid Musical Instrument Digital Interface MIDI file).
When the slide is displayed in a ScreenShow, Harvard Graphics plays the
sound file for the viewers to listen to. You can create your own sound files or
use existing prerecorded files of various sounds. You add sound to a presenta-
tion with the Edit ScreenShow effects dialog box where you add other special
effects to a ScreenShow as well. Follow these steps:

1. Select ScreenShow from the File menu to display the ScreenShow
pop-up menu.
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2, Select Edit ScreenShow effects... from the pop-up menu. The Edit
ScreenShow Effects dialog box is displayed.

3. Click the Enable sound box in the Select ScreenShow effects box until
an X appears in the Enable sound box. This enables sounds to be played
while viewing your ScreenShow.

4, Click the slide in the Select a slide: list that you wish to add sound to.
The slide you click is highlighted and the image of the slide is displayed
in the Preview slide box. Make sure you preview the slide before you
add sound to the slide to insure you add the correct sound to the
correct slide.

5. Click the Add sound... button to create a new sound file or add an exist-
ing one. The Add Sound dialog box is displayed with the slide number
in the title. Figure 17.9 shows the dialog box for slide 2 of the current
presentation.

Filename:

[] Show time

In the Add Sound dialog box, you can create new sound files or select files
you have already created for the current slide. For a new file, see the section
Creating a Sound File. If you already have a sound file you wish to use, see
the section “Selecting an Existing Sound File.”

Creating a Sound File
The simplest way to add sound to your presentation is to record the sound

from within Harvard Graphics. You can only record .wav files. Follow these
steps to record a sound file from the Add Sound dialog box:

1. Click the Record button.

2, If you have previously added a sound file to the slide, Harvard Graphics
displays a warning to ask if you wish to record over the file. If you do,
click Yes and skip to step 4. Otherwise, click Cancel and read the
section “Removing a Sound File,” later in this chapter.

Fig. 17.9

The Add Sound
dialog box for
adding sound to
slide 2.
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3. If you have not previously added a sound file to the slide, you see the
Select Sound File dialog box which is a standard Windows dialog box.
Type the name of the sound file you wish to create and click the OK
button.

4. Speak into your microphone or follow the instructions of your sound
hardware to record the sound. Harvard Graphics displays the time of
your recording in the Add Sound dialog box.

5. When you have finished recording, click the Stop button in the Add
Sound dialog box. The name of your new sound file is displayed in
the dialog box. In figure 17.10, you see the recorded file PIE. WAV for
slide 2.

6. Click the OK button to remove the Add Sound dialog box.

Fig. 17.10

The file PIE. WAV 1. Select sound
has been added to

slide 2.

[ Show ltime

If you make a mistake recording your sound file, you can repeat the steps in
this section to record over your previous file.

You can create sound files for a slide while viewing the slide in the Slide Editor. You
select Add sound... from the Slide menu to display the Add Sound dialog box.

Selecting an Existing Sound File

In addition to recording new files, you can also add existing sound files to a
slide. These files can be ones you previously recorded or even professional
recordings made by someone else. From the Add Sound dialog box, follow
these steps:

1. Click the Select sound file... button. You see the Select Sound File dialog
box which is a standard Windows dialog box.

2. Type the name of the sound file you wish to add and click the OK but-
ton. The name of the file is displayed in the Add Sound dialog box.
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3. Click the OK button to remove the Add Sound dialog box.

You can select sound files for a slide while viewing the slide in the Slide Editor. You
select Add sound... from the Slide menu to display the Add Sound dialog box.

Setting Play Options

When you add a sound file to a presentation, the sound is played while the
slide is displayed on your screen. In fact, the slide remains on-screen until the
sound has finished. With the Play Options for sound, you cause the sound to
stop playing when the slide is erased or even keep the sound playing until a
later slide of your presentation is erased. To set play options for a slide from
the Add Sound dialog box, follow these steps:

1. Click the Select play options... button in the Add Sound dialog box.
The Play Options dialog box is displayed (see figure 17.11).

459

Fig. 17.11
saund file The Play Options
@ .
O Unil cunent slide erased dlalog box.

O Untilslide [ | erased

[ Go to next slide on completion

In the Play sound file box, you have three choices which determine
how long the sound file is played. The To completion choice plays the
entire sound file. The Until current slide erased option will play the
sound until some other event, such as a keypress or time running out,
causes the slide to be erased. The option allows you to better synchro-
nize your presentation with these events. The Until slide option allows
you to play a single sound file during the display of many slides. The
sound plays until the slide you specify in the erase box is removed from
your screen. The Go to next slide on completion option allows you to
coordinate the display of your slides with your sound files. If this op-
tion is set, the slide is erased when the sound finishes playing. Follow
these steps:

2, Click the Play sound file option you wish to use. If you clicked the
Until slide option, type the slide number in the erased box.
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3. Click the Go to next slide on completion option to erase the slide when
the sound finishes playing.

4. Click the OK button when you finish setting these options to remove
the Play Options dialog box.

5. When you finished adding sound files and setting play options for all of
your slides, click the OK button in the Edit ScreenShow effects dialog
box to return to your presentation.

Removing Sound Files

After adding sounds to a presentation, you may need to remove sound files to
display the presentation without sound. For example, some of the sounds
may be feedback from others reviewing your work. Once you listen to the
feedback, you can remove the sounds with the Detach sound file button on
the Add Sound dialog box. Follow these steps:

1. If you are not viewing the Edit ScreenShow Effects dialog box, select
ScreenShow from the File menu and select Edit ScreenShow effects...
from the pop-up menu.

2. Click the slide you need to modify in the Select a slide list box.
3. Click the Add sound... button to display the Add Sound dialog box.

4. Click the Detach sound file button to remove the sound file. The name
of the file is removed from the dialog box and the sound will no longer
be played.

5. Click the OK button to remove the Add Sound dialog box.

6. Click the OK button to remove the Edit ScreenShow Effects dialog box.

0O eeée C

If your company has computers, chances are your company also uses a net-
work to share files and other resources among those computers. You may
currently use e-mail (electronic mail) and other network services to increase
group productivity. Sharing information across a network, in the form of

a presentation, is made easy with the conferencing feature of Harvard
Graphics. Once you create a presentation, you can present your slides in a
ScreenShow across a network as a conference for other users to view.
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You control the flow of your ScreenShow so that everyone sees the same
slides as you and can then provide feedback through messages.

As the person who created the presentation, you are the moderator of the
conference. You determine the name of the conference and start the confer-
ence from your computer. See the section “Setting Up a Conference” for more
information on how you prepare your system for conferences and the section
“Starting a Conference” for information on how to begin the conference.
Once you start your conference, others can join in by simply knowing the
name of the conference. As you advance the ScreenShow on your computer
screen, their screen displays the same slides.

Setting Up a Conference

Before starting a conference, you must create and save your presentation, and
you must set the conference setup options that determine where on your
network the conference information is stored. Harvard Graphics needs a com-
mon network drive which others can access to save the conference informa-
tion. Each system which joins the conference uses this information to display
the slides and keep the conference running smoothly. If you are not familiar
with networks, you should confirm with your network administrator that the
location of the conference information is generally available to users of the
network and that you have read/write/create access to the network at this
location.

Figure 17.12 shows the Conference Setup dialog box which is displayed when
you select Conference setup... from the Options menu. You enter the com-
mon network path in the Network path: field. This is where the conference
information is stored. The Current drive connections: list box displays net-
work drives currently available for you to use for your conference in case you
cannot remember the path. You can select a drive in the list instead of typing
the path in the field. You type your password for your network in the Net-
work password: field. You only need to enter a password if you normally
enter one when you connect to your network. You click the Require users to
type password box if you wish other members of the conference to enter
their network passwords when joining the conference. If this option is not
checked, others can join the conference without entering a network
password.

461

Google/Y ouTube Exhibit 1004/1104

Page 00142



462 Creating ScreenShows and HyperShows

Fig. 17.12
The Conference Conference conneclion:
Setup dialog box. Nelwark path: k:\bobb

Network

a Require users Lo lype pazsword

connections:
BENSIG/SHARED: BOBB
BENSIG|SYS2:

9 allendees allowed under current network configuration

The bottom of the Conference Setup dialog box shows how many viewers
may join your conference. In figure 17.12, you see that only nine viewers or
attendees can join the conference. Follow these steps to set up a conference:

1. Select Conference setup... from the Options menu. The Conference
Setup dialog box is displayed.

2. Type your network path or select a path from the Current drive
connections: list box.

3, If your network requires a password, type the password in the Network
password: box. As you type, Harvard Graphics displays an asterisk to
prevent others from seeing your password.

4. Click the Require users to type password if you wish others who join
the conference to enter their network passwords before joining.

5. Click the OK button to remove the dialog box and save your changes.

Starting a Conference

Before you start a conference, you must create and save your presentation,
and the presentation must be the one you are viewing in Harvard Graphics.
You must also set your conference setup options. When you are ready to
start, select Conference from the File menu and select Start... from the pop-up
menu to display the Start Conference dialog box (see fig. 17.13). In this dia-
log box, you enter your user name, which identifies you to others in the con-
ference. You enter a name for the conference and an optional phone number
which others who join the conference must enter before they join. In the
figure, user bobb is starting the conference Bensig with the phone number
123456.
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Fig. 17.13
User name: babb The Start Confer-
Phone number: 123456 ence dialog box.
Lonference name:
Signal when message is received @ Visible
O Audible

Stait ScreenShow from: @ Beginning
QO Cunent slide

The Audible and Visible buttons determine how attendees are notified of
messages sent during the conference. See the section Sending Messages later
in the chapter for more information. The Start ScreenShow from: buttons
determine where the ScreenShow begins either at the current slide you are
viewing or from the very beginning. Follow these steps to start a conference:

1. Select Conference from the File menu and select Start... from the pop-
up menu. The Start Conference dialog box is displayed.

2. Click the User name: field and type the name by which other attendees
will identify you.

3. Click the Conference name: field and type the name of your confer-
ence. Try to use a name that is easy to remember such as the name of
your group, company, or a keyword which identifies the content of the
presentation.

4. Click the OK button to start the conference.

When you first start a conference, you see the Conference Moderator
Commands dialog box as shown in figure 17.14 for the Bensig confer-
ence. You use this dialog box to control the conference, to send and
receive messages, and to stop the conference. See the next section,
“Moderating a Conference,” for more information. When you click the
OK button, you are returned to the conference where you use the same
keystrokes as for a ScreenShow to advance the slides. After removing
the initial dialog box which is displayed when a conference is started,
you display Conference Moderator Commands dialog box by pressing
the Escape key. To continue with your conference, follow these steps:

5. Click the OK button to remove the dialog box and continue the
conference.

6. Press the Enter key to advance each slide of the conference.
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Fig. 17.14

The Conference 0 additional atiendees may join
Moderator fee

Commands dialog

box for the Bensig

conference.

Phone number: 123456

As others join the conference, a message is displayed on your screen to let
you know they have joined.

If you use On Screen Chalk during a conference, the chalk is displayed on the screen
of all other attendees. With chalk, you can emphasize different elements of a slide
or respond to messages. See the section “Using On-Screen Chalk,” earlier in the
chapter.

Moderating a Conference

The main functions of the Conference Moderator Commands dialog box are
to control the conference and to handle messages. You display this dialog
box by pressing the Escape key. In the dialog box, the OK button returns you
to the conference. The Close conference button ends the conference and
returns all attendees to editing a presentation. The Attendee list: box lists all
users currently participating in the conference. At the top of the dialog box,
you see how many attendees can join—which in the figure is 8.

The Give control button allows you to relinquish control of the presentation
to any other attendee. That attendee determines when slides are advanced.
To give control, you select an attendee in the list and click the Give control
button. You can regain control at any time by clicking the Take control but-
ton. You use the Read message and Send message buttons, and the Message:
box to communicate with other attendees. See the section “Sending
Messages,” later in this chapter.
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Joining a Conference

Any user with access to your network can join an existing conference by
selecting Conference from the File menu and then selecting Join... The Join
dialog box is displayed for you to enter your user name which identifies you
to others in the conference (see fig. 17.15). You must know the conference
.name and optional phone number to then join the conference. The Visible
and Audible buttons determine how you will be notified when messages
arrive. Once you enter this information and click the OK button, the current
slide of the conference is displayed on your screen. From this point, the mod-
erator has control of the ScreenShow until you leave the conference.

User name: i10e
Phone number:
Lonlerence name: Bensia

teceived: ® Yisible
O Audible

Follow these steps to join a conference:

1. Select Conference from the File menu and select Join... from the pop-up
menu. The Join dialog box is displayed.

2. Click the User name: field and type the name by which other attendees
will identify you.

3. Click the Conference name: field and type the name of your
conference.

4. Click the OK button to join the conference

While participating in a conference, pressing the Escape key displays the
Conference Commands dialog box, which you use to exit the conference and
to send messages. Figure 17.16 shows the dialog box for the Bensig confer-
ence. You click the OK button to return to the conference. You click the
Leave conference button to regain control of your system and return to mak-
ing changes on your local presentation. The Attendee list: box displays other
conference attendees. In the figure, you see one other attendee bobb. The text
displayed after the attendee name is the beginning of the last message sent
from the attendee to yourself. See the next section, “Sending Messages,” for
more information.

Fig. 17.15
The Join Confer-
ence dialog box.
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Fig. 17.16

The Conference
Commands dialog
box for the Bensig
conference.

Fig. 17.17

The Conference
Commands dialog
box displaying a
message from
bobb.

st

Sending Messages

In a conference, you can send messages to any other attendee to communi-
cate your thoughts on the slide you are both viewing or to provide feedback
to the presentation creator. Both the Conference Moderator Commands dia-
log box and the Conference Commands dialog box contain a Send button to
send messages, a Receive button to get messages, and a Message: box to enter
and view messages. You send a message by selecting an attendee in the At-
tendee, typing your message in the Message: box, and clicking the Send mes-
sage button. Figure 17.17 shows the Conference Commands dialog box with
a message from the user bobb.

list:

Joe, What do you think of thie chart?

When the message arrives, the attendee is notified with either a visible or
audible cue depending on the option chosen when joining the conference.
An arrow is displayed next to the name of the attendee to alert you that there
is a message. To read the message, you click the name in the Attendee list and
click the Read button. The message is displayed in the Message: box.
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This chapter explains the facets of Harvard Graphics ScreenShow and
HyperShow features. You learned how to display a ScreenShow from any slide
in the presentation and how to add special effects to the transitions from one
slide to the next. You learned how to create links to your presentation slides
from a key on the keyboard or an object on a slide. The chapter also provides
special tips for creating HyperShows.

The next chapter, “Adding Symbols,” explains how to add and manipulate
symbols in your slides.
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