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In-Flight Information: 

Charts and Graphs in PowerPoint

	Creating a Chart
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 Insert Chart button
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Entering the chart data
	Replace the sample data in the Datasheet with your own information.


[image: image2.png]Presentation] - Datasheet

A 3 c D EN=]
May  |June |July _|August
1_allword 204 274 90 204
2_allfExcol 30.6 36.6 34.6 316
3_all|Powerpoint 459 6.9 45 3.9
4_m |Access 210 420 350 480
i i |
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	Importing chart data from Excel


	Clear the data sheet and select the first blank cell. Click the Import File button or use Edit(Import File.
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	Chart Tools
	While you are working in a chart, the Standard toolbar contains charting tools. 
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	Chart Types
	There are a number of chart types to choose from – column, bar, line and so on. You can change the chart type at any time with Chart(Chart Type, or select a new chart type from the Chart Type gallery.



	Combination Charts
	To create a combination chart (one series as a bar, another as a line, for example) select a series, then change the Chart Type. Only the selected series will be changed.

	Formatting your chart
	Double-click a chart element to see what options you have for formatting it.

If you have trouble selecting the correct element, choose the element from the drop-down list in the toolbar, then click the Properties button next to the drop-down list.

	Chart colours
	The initial colours of your chart are determined by the last four colours of your colour scheme – use Format(Color Scheme to change the colour scheme, or change the colour of individual items as described above.

	Setting chart options
	Use the Chart menu to set titles, labels and data tables.
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Click and drag to change column widths





Double-click column or row header to 'hide' the data.





Type labels and numbers into the data sheet





You can use cell references or a type a range name.
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