PowerPoint offers many types of charts including: Column, Line, Pie, Bar, Area, Scatter and
more.

To view the charts available click the Insert Tab on the Ribbon.
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Create a Chart

To create a chart:
e Click the Insert tab on the ribbon
e Click the type of Chart you want to create
e Insert the Data and Labels
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Edit Chart Data

To edit chart data:
e Click on the chart
e Click Edit Data on the Design tab
« Edit data in the spreadsheet

nsert Design Animations ide Show Rewvigw Wiew Developer Adddns Agrobat Design Layout Fi

4 St - in g (e (ke (e

Switch Select  Edit
Dats Chsrd LEyouly Chairt Shylag

Row/lolumn Cata Data

P AR I IO Chart in Microsoft Office PowerPoint - Microsoft Excel - = X

Home | [Ingert Page Layout  Formulas Dats  Review  View  Developer  Adddns  Agrobat 0§ - = X

= & Cambai =L = -'-.IEF General - .&r 32 Ingert - E -
-Jia B J O-X A EXWEH (5% aﬂﬂ%

F* Delete -
S erA R (mA M Dremes | 2 e e
Clipboard = Font = Aligrment G Humber = Ceils Editing
46 g — =

_A_a'c'n'z'F'G'Hu'J'xH
1 Seriesl  Series?  Series3

2 Category 1l 4.3 24 2

3 Category 2 2.5 a.4 2
4 Category 3 3.5 1.8 3|

5 Categoryd 4.5 2.5 5 1
]

7

] To resize chart data range, drag lower right corner of range.
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Modify a Chart

Once you have created a chart you can do several things to modify the chart.
To move the chart:

o Click the Chart and Drag it another location on the same slide, or

o Copy it to another slide

o Choose the desired location and click Paste






To modify the chart size:
e Click the Chart
e Click on any of the corners and drop and drag to resize
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To modify the labels and titles:
e Click the chart
e Click the Layout tab
e Choose the appropriate label to change

15 Slide Show Review Wi

ew
| [ 1]
Chart | Axis Legend Data Data

Title = | Titles = = Labels * Table -

Mone
Do not display a chart Title

Centered Overlay Title
Cwerlay centered Title on
chart without resizing chart
Above Chart

Cisplay Title at top of chart
area and resize chart

dl %M‘ 5l

Mare Title Options..,




