Chapter

Inserting Charts into Slides

Another way to display information in slides is though the use of a chart (or graph).
Let’s create a chart that shows the number of visitors to the Animal Park over a three
year period.

Loading the Presentation

1  Load Microsoft PowerPoint and cancel the PRESENTATION GALLERY or close the
current presentation.

2 Click on the OPEN A PRESENTATION icon in the STANDARD TOOLBAR.
3 Access your STORAGE folder and open the WATTLE VALLEY AP file.

Selecting the Slide Layout

_FowerPoln it View rmat ge. Tools Side Show dow_§ Help [AEVEE =
' 1 Set the screen to the VET
DEMONSTRATIONS slide.

2 Click on the ADD SLIDE icon arrow
in the HOME tab of the RIBBON
and select the TITLE AND CONTENT

layout.

5% Duplicate Selected Slides
] Imsert Slides from Other Presentation...
T ) Insert Slides fram Outline...
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Learning Microsoft PowerPoint 2011

Entering the Slide Title

(AT

1 Click in the TITLE placeholder and
add the title:

Consuanta fHessngal

VA, W, B Visitors to the Park

point, BOLD, ITALIC, TEXT SHADOW,
YELLOW and CENTRED.

i, ., P ()

1 Cck on tl;e INSE'RT CHART iconin
the top row of icons in the CONTENT
placeholder.

. ' | - - i
T Iy FaynPro 'R
VISILOrS 1O

» Click to add text

NOTE: You can also insert a chart into a slide by selecting CHART from the
INSERT menu.
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Inserting Charts into Slides
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2 The CHARTS tab is opened in the
RIBBON, click on the COLUMN icon
and select the 3-D CLUSTERED

m J Cietets fased 0
Cowmn | 30 Calumn

30 Cluiored 310 Stacked
Calumn Cttumt

Al |98 1|

Cybader

Click to add text

Cytinder

w

Microsoft Excel should be launched.

COLUMN CHART.

Visitors to the Park

(4 Move the windows so that the Excel

Excel File  Eida  Wiew naen  Fuoewi Teals  Dwis  Windew

&0 Winiie Vakey AP ppia

......
B ]

vhd Li ki

screen is displayed to the right of the
PowerPoint screen.

PowerPoint pane

Tu e (ot i e e (g T 4404 8 b b = U et

( Excel Pane J ‘

NOTE: i
provided in the Excel pane.

pane.

chart.

The PowerPoint pane shows a plot of the sample data that is

You can reduce the width of the Excel pane so that just the table
is visible and you can see the chart clearly in the PowerPoint

All charts created in Microsoft Office 2011 programs use the
charting functions from within Microsoft Excel to produce a

-—_—
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Learning Microsoft PowerPoint 2011

Entering the Chart Data

The chart data is entered in the Excel pane.

~

1 Click on the SERIES 1 cell and enter
2009, click on the SERIES 2 cell and
enter 2010 then click on the SERIES
3 cell and enter 2011. The LEGEND is
updated in the chart.

®mOO [*] Chart in Microsoft Office PowerPoint =

L= @ ( Qi ((Search in Sheet

I # Home Layout Tables Charts SmartArt Formulas

—— = e S — (2 In the second and third rows of the
B [catri oy _gl12 gl [cerernt il Excel pane enter the labels and

pame (B UJ(SAN g (B %2 values shown for the ADULTS and
3 000 Amm, " | CHILDREN visitors to the Park.

1 2009 2010 2011 /
2 |Aduits 11556 22602 26447

=1 children 26489 27528
Category 3 35 18 3
Category 4 4.5 2.8 5

To update the chart, enter data into this table. The data is automatically saved in the chart.

o[ <[]

NOTE: i The chartis updated in the PowerPoint pane as you enter the
data.

ii The top row in the Excel spreadsheet is the LEGEND values, the
left column is the X-AXIS values and values in the centre of the

spreadsheet are the Y-AXIS values.
—

9-4 © Guided Computer Tutorials 2011



	Inserting Charts into Slides
	Loading the Presentation
	Selecting the Slide Layout
	Entering the Slide Title
	Inserting the Chart
	Entering the Chart Data



