Building A Topic Report

Please take the time to read and print a copy for your future reference.

The following document describes each section of the topic report and the construction of the final report. Some of the topic reports require graphics.  A detailed description of the addition of graphics and the development of data points for a graph are discussed.

Topic Report Structure (Please use as a checklist when developing your report)
The topic report contains the following sections. (a completed example of a topic report is available at ScienceScene- Useful Notes.)
1.
Procedure Section - The procedure section of the topic report is a summary of the laboratory work. There should be one paragraph for each “part” of the laboratory. Each paragraph should discuss what is to be done and how it is to be done.
2.
Data Section – The Data Section is the electronic data sheet obtained from our web site with the data from the laboratory recorded 
3.
Outcomes Section - The Outcomes Section of the topic report discusses the outcomes, based on the data, for each part of the laboratory with respect to the research questions and applies them to the entire topic.
4. 
Application Section – The application section of each seminar identifies an activity that involved the web. The application section includes: 
a.  A picture that identifies the web site. The picture must include URL and Part of Page as ONE Picture.
b.  A description the contents of the web site or activity. 
c.  An indication on how the web site applies to the topic.
5.
Relevancy - The relevancy section identifies a minimum of two concepts, presented in this topic (two paragraphs). Each concept is related to your life.

6. 
Summary and Final Thoughts - The Summary and Final Thoughts section of your report  draws together your thoughts, based upon the work of this topic, feelings about the content of the topic and how the topic relates to your life.
7. 
Quiz Answers - Take the quiz posted at the web site and indicate your answers.

To Review a complete Example Report Click Here      or go to Useful Notes
Constructing The Topic Report

Here is a brief review of the steps to prepare the topic report.

1. Write the purpose section of the report using Microsoft Word 97 or later and save as a file.

2. Obtain the electronic data sheet from the web site (http://ScienceScene.com) and save the file on your hard drive. Enter the data obtained from your experimentation in the data sheet. Make sure the footer, on the electronic data sheet, is on you final report.
3.  Write the "outcomes", "application", "relevancy and "summary and final thoughts" sections your topic report, using Microsoft Word, and save.

4. Bring the sections, of the report, together into one report. Open all the separate files for the report. Copy the procedure section and paste it into the data sheet (after the header). Copy the rest of the report sections and paste them at the end of the data sheet.  

5. Make sure that the footer is still visible at the bottom of each page. See example:

Example Footer:        Topic 01-Measurement  -   © 2003.01                 Page 2 

6. Make sure you review the example report provided to see report format.

7. Save this new document using the naming procedure:

  student name section#student#topic#   or   John Doe 010703

Use this naming convention when sending your assignment. Place it in the subject line of the Email and the body of the Email.

Adding Graphics to Your Report
To add graphics to a report you will use the graphic tool bar in MS Word. With a little practice you will be able to change color of drawings, draw shapes, lines and various other graphic images. In fact many of the drawings in your textbook use this toolbar. To access the toolbar go to View select toolbars then select drawing.

 

The drawing toolbar looks like the following.
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To place the data point on the graph: Click on AutoShapes then select Basic Shapes and select the circle. Then click on the graph and you will be able to place a circle on the graph. Once the circle is on the graph you can click on it and move it anywhere on the graph.  

 

Placing graphics accurately will require you to select "Draw" then select "Grid" and un-select "snap objects to grid" (remove any check in the box). This will allow you to place your graphic at any point on the picture.
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To draw a line between the data points click on Auto Shapes then Select lines. Select the squiggle line and you can draw anywhere you wish. 
 

If you create a graphic and drag it to a new location and it appears to vanish you may have a layer problem. To solve this problem:
 

Obtain "Drawing Toolbar" - View -> Toolbars -> select "Drawing Toolbar"
 Click to select the graphic - leave highlighted
On the Drawings Toolbar select "Order" -> select "Bring to Front of Text"
  

Don't forget that you can change line width and color. Have fun - be creative.

Developing the Data Points for a Graph
1. Select the "Drawing" tool bar. View => Toolbars => Drawing Tool Bar
2. Make sure you can place drawings where you want them.
    Drawing Tool Bar => Draw => Grid => Snap to Grid (remove check)
3. Select shape or data point on the Drawing Toolbar (square or circle).
4. Click and drag on the page in the margin. This will make the shape. A small click and drag will make a small data point.
5. To change the size of the data point (smaller).

a. select the drawing, by clicking on it, and you will notice little boxes appear around the shape.

b. move the cursor over the selected object. The cursor will change into a plus sign. Right mouse click.

c. Select, from menu, "Format Auto_Shape"

d. Select "Size" and enter a new size, height and with (.07), for your data point.
6. When you are satisfied with the size of the data point copy and paste 
the number needed to the margin. Click and drag the data points to the desired location.
 

Adding Pictures to Your Report Using Irfanview
Irfanview is a program that will allow you to copy any section of your monitor screen and place it into a MS Word Document.
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Step 1.
Identify the image that you wish to copy then minimize.

Step 2.
Activate the Irfanview application by clicking on the icon.

[image: image6.png]View Help

Eropeties P

Bl G
Etiact el ames





Step 3.
On the very top bar (where you see file, edit, etc) find OPTIONS; select 

 “Options” then click on “Capture”. A new window will pop up showing files, find the file that you want a picture of and click on it.
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Step 4.
Select the “Client area” radio button.  From the list of items select the “Client” or Name of Window to be captured and click “Start”. 
 The image will appear in
 the Irfanview editor. 


Step 5.
Using the mouse select the portion of the image for your report, by placing the cursor above and to the left of  area you want to copy.  Then drag the cursor to the lower right. of  the area you want to copy.  This will place a box around the desired image.

Step 6.
Select “Cut” from the edit menu.  Your image is ready to paste into any application that will accept Cut & paste.
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