PowerPoint 2013: Creating Tables and Charts

Show the Data: Charts and Chart Tools

Advanced PowerPoint Objectives B s e o e T e n B
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1. Insert and modify Charts in PowerPoint. plnfie o= = mm | e b -

2. Use the Chart Elements to format the Chart 'm
Title, Axis Title and Data Table.

3. Format the Axes and the Gridlines. @ Charlotte’s \x-'bl.'\m-h\ .
4. Use the Chart Tools to change the Chart SRt | [
Type, edit the Chart data, and apply Chart g £ | i
Styles. e s ' m

5. Use the Format Ribbon to Resize a Chart and
edit the Position on the slide.
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1. Readings

Read Lesson 2 in the Advanced PowerPoint

guide, page 41-72.

Project
A simple presentation that includes Charts
and introduces the Chart Tools.

Downloads
Counting Chickens 2013
COMPLETE.pptx

Farm1.qif
Chicken4.jpg

2. Practice
Complete the Practice Activity on page 73.

3. Assessment
Review the Test questions on page 74

Lesson 2 : Charts and Chart Tools

Chart Tools->Design Ribbon

im BB cm B

1

Chart Tools->Format Ribbon

A

22 Shape Fill -
L# Shape Outline =
L# Shape Effects ~

2=

Menu Maps

From the Chart Elements.

1. Chart Elements, page 52

2. Chart Elements->Chart Title, page 53
3. Chart ElementslLegend, page 55

_ °
-

A A S:E“

WordArt Styles ]

2 By 52

Switch Row, Select Edit
Column Data Data~

1] EJ Data

Change
Chart Type

Type

Refresh
Data

o ; r B Alon= |
.1 Bring Forward i_ Align EU 163"
0 Send Backward = ] Group )
==
- ELE Selection Pane L Rotate wE .5
Arrange 3 Size

More Menu Maps

From the Chart Tools->Design Ribbon

1. Chart Tools->Design, page 60

2. Chart Tools->Design->Data->Select Data, page 61

3. Chart Tools->Design->Data->Switch Row/Column, page 62

4. Chart Elements->Data Table, page 56 4. Chart Tools->Design->Type->Change Chart Type, page 63

5. Chart Elements->Data Labels, page
57
6. Chart Styles->Style, page 59

From the Chart Tools->Format Ribbon

1. Chart Tools-> Format->Shape Styles->Shape Fill, page 64
2. Chart Tools-> Format->Shape Styles->Shape Effects, page
66

3. Chart Tools->Format->Size, page 67
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Show the Data

Your data is supposed to tell a story but rows of numbers can be difficult to read. The numbers, percents and
formulas just get lost and your message isn't heard. Consider presenting your data graphically. People can look at
a pie chart and see that one slice of "pie" is bigger than the rest. In the previous lesson, we added (embedded) a
Microsoft Excel spreadsheet to a slide. In this lesson, we will use Excel to create charts.

Start PowerPoint 2013. When you start PowerPoint you will be prompted to choose a template. Select a Blank Presentation.

) =N
lakea 2

tour

Mk Frresiries Wrk e s P Poird

grictrerarae

gﬁs.A\‘."DN ‘5'-‘ ]
f-d.ﬂd-&".-‘ﬂ% _

Blank Presentation
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Before You Begin
This discussion begins by creating a
sample presentation with two slides.

This presentation will have a Theme.
Themes include Effects which can be used
to format the Charts.

1. Try it: Add Slides to the Presentation
PowerPoint is open.

There is one Title slide.

Go to Home ->Slides->New Slide.
Please add 1 new slide for a total of 2.

Keep going...

Home ->Slides->New Slide

B H*% + B
EEl o | s oo
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Capy — 1
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Click to add title

FILE HOME INSERT DESIGM
"‘D 3‘5 Cut |:| Layout ~
ER Copy - ] Reset
Paste wy Mew
- ~' Format Painter Slide~ [ oection
Clipboard P Slides
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Design ->Themes

=T e
B o et oo | Mt asunon  Norbow  Hwm

ol | [T S| men (S -

Enter Some Sample Text
Enter the following Text and format the
presentation with a Theme.

2. Try it: Enter Text

Go to Slide 1.

Enter the Title: Charlotte's Website
Enter the Subtitle: New Fall Products

& 3 T :
Try This, Too: Select a Theme (*hﬂrlgtm S \"ﬁﬂbﬁlt(‘:

Go to Design->Themes.
Select a Theme: Organic.

BMew Fall Precluets

Keep going...

Charlotte’s Website

MNew Fall Products

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.1 Insert and Format Text: Enter Text
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Insert a Chart

3. Try it: Insert a Chart
Click on Slide 2.
Edit the Title: Charlotte's Website.

Select the bottom Text Box.

Go to Insert ->lllustrations->Chart.

Keep going...

Memo to Self: You can click on the

Chart button in the Placeholder, too.

Insert Chart

Insert ->lllustrations->Chart

Femams! - beenfon
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B o o | omn  mannon  meanon worsow kv v P—
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erek e | — e Thme’ e : i
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Charlotte’s Website

* Chek to sdd tex

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Insert Charts

Advanced Microsoft PowerPoint 2013 Page 46 of 291



=
4
3

7a
ky
ron

Select a Chart
4. What Do You See? You will be
prompted to select a Chart.

The Chart Templates include
Column, Line, Pie, Bar, Area, XY,
Stock, Surface and many others.

Go to Column.
Select: Clustered Column.
Click OK.

Keep going...

Set as Default Chart: You can right-
click a chart template and make that
chart the Default-the one that is
always used when you click on Chart
in the lllustrations Group.

Insert ->lllustrations->Chart

EE %S0T Pemsramaa’ . Fussebo
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All Charts
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Column

Line Clustered Column
Pie

Bar

Area I I I I
XY scattery | |- MAN ils Kl TR

Cemzay w2 a3 Eemmy 4
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Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Insert Charts
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?,Vk'i’ Chart Tools
E EHS [ ——— T "
Hello, Little Chart -!- |-u.- .n::n DM TRANTCHL AMmATENS  REEIHOW RDATE VW Gl | ol E—— - [ l
5. What Do You See? You should see a __!,__, o e L L e L L f L‘ . 5 K
new Column Chart on Slide 2. IH--H«-- . = ———— o ] - A
Ll £ L] i ¥ [ H 1
1' _________ I_H-.L pRi F  lareei )l
The Chart Tools should be available in | ] oo E
PowerPoint. The Chart Tools include: . | e I :
Design - 3 gyt |
Format e ok 1t ol I !
Churt Tode *
What Else Do You See? A new, sample : #
spreadsheet will be open in Excel as well. : ¥
There are four buttons at the top of the ' I I l III I l I I
spreadsheet: Update, Undo, Redo and Edit ” L — L
in Excel.
[ | Chart in Microsoft PowerPoint
Keep going, this is getting interesting...
p going g g g A B c | D | £
1 lSEriesl lSeriesZ Series 3 _|
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
53 |Category 4 1 4.5 2.8 5___
6_
Fi
4]

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Tools
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Chart in Microsoft PowerPoint

BE % 0% Fuptorgtage | - Bl gty =T PE LI
:} Enter Chart Data B e e oo mimce seme mmsee me w e[Sl e
6. Try it: Enter Chart Data Viemaimmes (0G| (] (o] (2] flEnmtan | A A A CA: Rt - e |
Select Cell B1, type: October. i een et inaen e e
Select Cell C1, type: November. ! A i ¢ 3 T - S
Select Cell D1, type: December. izm:““:,““"*‘;‘““"“i
. : B
Keep going... : f
Ehmuu !

[ | - !3 Chart in Microsoft PowerPoint
A | B | C D E  F

1 IGctaber Nwembed[}ecemberl

2 |Category 1 4.3 2.4 2

3 |Category 2 2.5 4.4 2

4 |Category 3 3.5 1.8 3

5 Category 4 1 4.5 2.8 5_

'5_

ri

4

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Edit Chart Data
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Chart in Microsoft PowerPoint

EHS [ ——— T "
5 Enter More Data Eﬂ - mn m |n.|.u:\-.'l:lﬂ e 1:-:‘ Evim  vew o ...:,. T Dt ity + JY
7. Try it: Add More Labels B el (=) (=) (= Eawome:| A A A A Bt Swr 7
Select Cell A2, type: Legs. e == T e - ﬁ
Select Cell A3, type: Eggs. 1 A ' ¢ BEpEN 1 ¢ | 8 | W | i
Select Cell A4, type: Pigs. T
e I
Try This, Too: Add the Data - 7 i
Select Cell B2, type: 200. o il !
Select Cell C2, type: 220. Chaet Trle +
Select Cell D2, type: 240. = .
: T
Select Cell B3, type: 100. 'Z
Select Cell C3, type: 200. = I
Select Cell D3, type: 300. B ! I - l
Select Cell B4, type: 450. [ | 19 Ea Chart in Microsoft PowerPoint
Select Cell C4, type: 550.
Select Cell D4, type: 600. m A | B | € b E | F
1 chtnber November Decemberl
Watch the Chart update as the data is 2 |Legs 200 270 240
entered. That's pretty cool, isn't it? ]
3 |Eggs 100 200 300
Keep going... 4 |Pigs 450 550 600
5 |Category 4 1 4.5 2.8 5_»1
ﬁ_
T

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Edit Chart Data
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File->Save
EE% T T owamns
Se|ect the Chart Data E' g m:-. uT'v:M Thasri m Aumis TS 1:»*::7‘ Helm VW B .L. e .
The sample Chart data included more - _ ) () (=) [ @mmome: | A A A A B -
information than we need. You can use the ] bk e e -
Handle in the bottom right corner to select the s i : FREE B B S

Range that is included in the Chart.

) F w0

a F‘l A0 155 w_
8. Try it: Select the Chart Data ' - - R R E—
Select: A1:D4. ]

The Chart on Slide 2 will update to match the
Range of Cells that you selected.

+

| | =0l -
Try This, Too: Edit the Chart Data O

; A E C
Select Cells A4 through D4 in the last Row.

Click Delete on the keyboard. chtDber Movember Decemberl
Close the spreadsheet. Legs | 200 220 240
And Do This: Save the Presentation E,-ggs l ALl — =
Go to File->Save. Pigs 1 450 250 E'Dﬂ_
Browse to your Documents folder. Category 4 45 2.8 5
Enter a File Name: Counting Chickens.pptx 1 4
Click on Save. |
So far, so good. The spreadsheet has three A . B [ c [ D L
months data for the new products: Legs, Eggs 1 loctober  November December|
and Pigs at Charlotte's Website. 2 |Legs H 200 270 2 qﬂ.
3 |Eggs 100 200 300
4 Pigs 1 450 550 Eﬂﬂ_
5 r

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Edit Chart Data
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Chart Elements

The preceding pages worked on the
getting data into Excel. Let's return to
PowerPoint and look at the Chart on

Slide 2. Well, this little Chart is not bad

for a start. It needs some work...

People like to figure things out,
especially diagrams and charts. Give
them a clue by labeling the Chart.

The Titles and Labels can be found in
the Chart Elements on the right side
of the Chart. The Elements include:
Axes

Axis Titles

Chart Title

Data Labels

Data Table

Error Bars

Gridlines

Legend

Trendline

Keep going...

The one-L Lama,
a Poem by Ogden Nash

Chart Elements

it e
i p sl i
7 it b Wb U

e =]

Charlotte’s Website
- I.

== < CHART ELEMENTS

Axes

Axis Titles
Chart Title
Data Labels
Data Table

Error Bars

4

e
ra

Y

Gridlines

Legend

ORRO00OKOR

Trendline

Figs

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements
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Elements: Label the Chart

1. Try it: Edit the Chart Title
Go to Slide 2 and select the Chart.
The Chart Tools should be available.

Go to Chart Elements->Chart Title.
Click the arrow on the right.
Go to Chart Title->Above Chart.

The Chart Title will be placed above the
Chart. The Chart has been resized to fit.

Edit the Title: Our New Fall Products

Keep going...

Chart Elements ->Chart Title->Above Chart

BE%s- 4 F. Cgnmmang Dicimes AN . Pamtsbican Loyl Nnh

osn BREET  fWeH TRAMGTSA umaoen  WodUew  Bwim vew o i
1] - | e |- | 5 - 124 Tt Dl -
raa 1 oy - sl ] ¥ g T+

¥ bl i | g Ptcmaan (T W B -
o . aren P . [

S

Chuirt Tole

. _a il

+ CHART ELEMENTS

Above Chart
Centered Overlay

More Options...

OXROO0OROR

Figs

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements (Chart Title)
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“: Charlotte’s Website

Axes

Axis Titles
Chart Title
Data Labels
Data Table
Error Bars
Gridlines
Legend

Trendline
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Chart Elements ->Axis Titles

BEE S O F. [PRE A TS S——— [Ten

Elements: Label the Axis ~ TEM = o = moms sswss e e s o
2. Try it: Edit the Axis Titles St O0CE (&) () (M) plEawame| A A A [4: [

= b e Bt v mg

The Chart on Slide 2 is selected.
The Chart Elements should be available. 1

Go to Chart Elements->Axis Titles.
Click the arrow on the right.

Select Primary Vertical. p—
Unselect Primary Horizontal.

You should see a new Axis Title on the
left side of the Chart.

Edit the Title: Monthly Sales

4

Keep going...

Haw

{ CHART ELEMENTS
Axes

[] Primary Horizontal
Primary Vertical
Maore Options...

Axis Titles
Chart Title
Data Labels
Data Table

The one-L Lama,
He's a priest... :
Pip=
Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements (Axis Titles)
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Chart Elements ->Legend

FH%

- cull | BOEET  DEBON

Connng Drechons LAY - Pteborn [

Elements: Legend - ... I:.‘ : — MG PO RMRA Y AT, WO oW s W iy L]
A Legend explains the colors or symbols o e e [ o 5 cpen

used in a chart or map. In this Chart, the
legend gives each Month (Oct., Nov.,
Dec.) a different color.

3. Try it: Show the Legend 3
The Chart on Slide 2 is still selected.

Go to Chart Elements->Legend.

Select an option: Top.

The Legend can be placed Right, Top, Left
and Bottom. There are More Options as
well. - el

Our New Fall Produets

m Cetober  EMNovember BDecember rl

-ll II
Epn P

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Add Legends to Charts

Keep going...

Top
Left

The two-L Llama, Bottom

He's a beast... Mare Options...

Advanced Microsoft PowerPoint 2013 Page 55 of 291
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Chart Elements ->Data Table->With Legend Keys

P 1 Cpmmmng Dhcime Lib . Pamsbioam T ¥ a =

B - | st e Taanon  assunon  WOiGOw  Him  ew  bhan et — ]
Elements: The Data Table e R e e
A Data Table shows the numbers at the R | A st 11 g S e | s 4
bottom of the Chart. It is another useful way S = =i e = = =

to convey information. !

4. Try it: Show the Data Table
The Chart on Slide 2 is selected.
The Chart Elements should be available. o

Go to Chart Elements->Data Table.
Select an option: With Legend Keys.

What Do You See? You should see a new
Data Table on the bottom of the Chart. The

Legend Keys (Oct., Nov., Dec.) are on the CHART ELEMENTS
left of the Chart. + -
Axes
Too much information? (TMI?) A o
Please turn off (uncheck) the Data Table. m = Auis Titles
| Chart Title
Keep going... Y [ | DataLabels
With Legend Keys DataTable P
Error Bars
Mo Legend K
e ’ _ i Gridlines
4?; Mare Options... Legend
And | would bet a silk pajama... 550 ' [ ] Trendline
600 r

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements (Data Table)
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Chart Elements ->Data Labels

EEH% T gy Dnecton LA - Pomsgedioany o W3NS

Elements: Data Labels e T e
Data labels display the same numbers that you w7 = "7 w s gano e s i RO R T ettt sl

see in a Data Table, however the data is Dobaes o wan toee . s . g o tmmey

shown within the Chart instead of in a Table. 'E

5. Try it: Format the Gridlines J : R
The Chart on Slide 2 is still selected. , Charlotte’s Website
Go to Chart Elements->Data Labels.

O Mew Eall Prodocs: :4' d CHART (LIMINTL
The Data labels can be placed Center, Inside : e Bt /)| @ e
End, Inside Base, Outside End, and Data o o Y| & s
Callout. There are More Options as well.
. °F g CHART ELEMENTS
Please select: Outside End.
y Anes
Keep going... &' Ayis Titles
600 Y Chart Title
550
m Data Labels
430 |:| Data Table
|:| Error Bars
Gridlines
Legend
|:| Trendline
There isn't any Three-L Lllama... o
EE-

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Chart Elements (Data Labels)
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Chart Elements

6. Where Are We At? The Chart has
a Chart Title, Axis Title, Data and
Data Labels now.

So far, this discussion has focused
on the Chart Elements. Let's look at
the Chart Styles.

Do This, Now: Save, Save, Save
Go to File->Save.

enthly Sales
g

Chart Tools ->Design

BEH%S T ammnng Dnrimna LA . Pomtebioam L B
MR BT G TRAMGTRS  AMRMTENA  MENUHOW KR VW | Ofaw | Rl
i | e al, gl i al - & -l « = R il
ae vt i | € gy bl gl T ol i e e e A ':
Wi - Lirpat - | Gipboms = [ Thart Ty
e e

T L b by

Charlotte’s Website

Ohi Mew Fall Prambuaits +
= .l 7
e N . II
Our New Fall Products

HOctober B Morember B December
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Chart Styles->Style

= B Conmmng Dhcimra LA - Posgsboun [T

B v e e Tosemom  susanoan  Woiuew M vew | o | st
:} Apply Chart Styles x e

The Chart Styles can be found next o= o :: R e it -
to the Chart Elements on the right o g ot s =
side of the Chart. The icon looks like D

a paint brush. Chart Styles format the

Style and Color. E

7. Try it: Apply a Chart Style
The Chart on Slide 2 is still selected.

Go to Chart Styles->Style. Pr——
Select a Style: Style 13

Charlotte’s Website

U1e TR

STYLE COLOR

What Do You See? The Chart has
been formatted with a Style that -
includes overlapping Columns. The
Columns are filled with a semi-
transparent color.

3

8

§

These little tools on the right side of n
the Chart are a good start. There are

a LOT more useful options in the

Chart Tools Ribbons.

™
=

MONTHLY SALES
ba £
2 B

Come with me...

o s

e i 1R

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles
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Chart Tools ->Design->Chart Layouts

EEH%

- . EN -
Design: Layouts and Styles =

There are two Chart Tool Ribbons: Design and
Format. The Design Ribbon has: t
Chart Layouts '
Chart Styles

Data (Select, Edit, Refresh)
Type (Change Chart Type)

BrdET O
i .
BddChad (harh  {Bampn
[ = Liymst = | Colomy

1. Try it: Review the Chart Layouts
The Chart on Slide 2 is selected.

Y | -

g hecimrs, AR - Prsstiousn ] BN

BAMRATESS R W

i #
an ot Vi il Y il _ Al iRl

Cman layan Ewe

TR Fadi. EHwvim v e ]

Nt i 1 ol

Chart Styles

The Chart Tools are available. ™
Go to Chart Tools->Design->Chart Layouts. | "|' iiEE *,® |- i ——
. il -l l |ii Y |" I

What Do You See? The Chart Layouts has Add Chart Quick | Change - . )
the same options as the ones we just tried with Element ~ Layout ~ | Colors -
the Chart Elements. .

i Axes 3
Add Chart Element includes Axes, Axis Idh  Asxis Titles 9 ‘
Titles, Chart Titles, Data Labels, Data Table, ﬂ I
Error Bars, Gridlines, Legend and Timeline. = b Chart Title 3 =3 .

|[| [E Mone

Chart Styles includes Styles and Color. it Data Labels r

Idb, [Ciata Table r (| ==,
Keep going, please... |_[|]|]l Above Chart

iy Error Bars *

- =
di  Gridlines 4 [| It Centered Overlay
|:|]:| Legend k
More Title Options...

Exam 77-422: Microsoft PowerPoint 2013

3.0 Create Slide Content

3.3 Insert and Format Charts: Create and Modify Chart Styles
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Design: Select the Data

The Data for this Chart was entered into an
embedded Excel spreadsheet. There are four Cowtimnn

tools for working with the numbers:
Switch Row/Column

Select Data

Edit Data

Refresh Data

2 By B2

Switch Row/ Select  Edit
Column Data

Data

2. Try it: Edit the Data

The Chart on Slide 2 is selected.
The Chart Tools are available.

Go to Chart Tools->Design->Data.
Click on Select Data.

What Do You See? The spreadsheet, Chart in
Microsoft PowerPoint, will open again.The

data from A1:D4 is selected.

Keep going, please...

Refresh
Data~ Data

Chart Tools ->Design->Data->Select Data

FE% ' ) B

[ R T — |
z 1]

Rl RIS Rl [ (e - ,

BidChad Ghack | {argn
i+ Lipyaskt = | il

B
Lezd

£ +
- &
alap afgn afy

Chart in Microsoft PowerPoint

mn B ¢ | o | E | F | 6

1 IDctaber lNcwember December]
2 i Legs 200 220 240

3 | Eggs 100 200 300

4 |Pigs ) 450 350 Elﬂﬂ.
5 | o
6 —

ri

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Modify Chart Parameters (Select the Data)
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Chart Tools ->Design->Data->Switch Row/Column

BE S 0T [T, Y T S—— i W0

:} Switch Rows and Columns o e, e O oo L
3. Try it: Switch the Rows and Columns 10 k| M T o i
Go to Chart Tools->Design->Data. st Loyt R ) L
Click on Switch Row/Column. ' ﬂr = ,.”“?;T ‘ :
|
What Do You See? The Columns are grouped 3 [e—— ;";;— o - : ~ ﬁ
by Month, now, not Product. sdd £

OK, Close the spreadsheet.

Oz New Fall Products

- s

Keep going, please...

-
F™
P TN = -

Our New Fa]] Products

700
GO0
500
400
300
200

MONTHLY SALES

100

MNovember December

mlexz mEpp: mPigs
Exam 77-422: Microsoft PowerPoint 2013

3.0 Create Slide Content
3.3 Insert and Format Charts: Modify Chart Parameters (Switch Rows/Columns)
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Chart Tools ->Design->Type->Change Chart Type

EE %0 F o Chacimna [AN - Pyaoan T F = a
Design: Change the Type N m— -:u- BEMGH  TRAMERSHL  AMRMTIOMT  WGHHOW RS VW Odle | BOEAT i e l® . |
; ; R BT N [ ] pi izl sud snn e EH b LA i
You can change the Chart Type if you wish. MOt Gk | G| RN e 1ot e
Question: Will the Chart keep the formatting o et g
we added with the Chart Elements and the ‘D
Chart Styles?
4. Try it: Change the Chart Type Charlotte’s Website

The Chart on Slide 2 is still selected.
The Chart Tools are available.

Go to Chart Tools->Design->Type.
Click on Change Chart Type.

You need to select a Chart Type.
Choose a Category: Column
Choose a Type: Stacked Column

What Do You See? The Stacked Columns
combine all of the Products. The Labels and !

QOur New Fall Products ; =
Background are still there. M

Keep going...

MONTHLY SALES
- B 588 8B

Cerobes November Digcembas
m [,.l,-gg [ Ew ] Pt:'

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Change Chart Type
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Chart Tools ->Format->Shape Styles

@H 50T Cameeming Do LAY - Preetsfoomn e L= -\ 1
Format Chart Shapes MM = o o meme s s e <2 Shape Fill -
There are two Chart Tools: Design .. 7 " (=) (] [~JE iy Abe Abe ’ Abc W .| F Shape Outline -
and Format. Shape Styles can be Comisams | s e I TS J —
found on the Format Ribbon. D i ihllill- ™| O3 Shape Effects -
. wns Seamas Shape Styles P
1. Try it: Format the Shape Fill " . s = ’
The Chart on Slide 2 is selected. = rlotte’s Website

Go to Chart Tools->Format.

Go to Shape Styles->Shape Fill.
Click on Picture...

Browse to your Documents folder.
Select a picture: farm.gif

Click Open.

Keep going...

Where Have We Seen This Before?
Shapes and Shapes Styles were
discussed in the Beginning Guide to I
Microsoft PowerPoint, page 99.

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles (Fill with Picture)
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Chart Tools ->Format->Shape Styles->Shape Effects->More

FH% 0F Cosmting Ohictors IAN - Pomffoss. el s 3

Edit Shape Styles

The picture is a good way to promote a _
company image or brand. However, the goal of : S s
this Chart is to convey information. It would be
easier to read the data if the picture was not so
"loud." Please format Chart Area and make the
picture more transparent.

CHART (ST *

CHART OPTIONS ¥ | TEXT OPTIONS
Charlott

2. Try it: Format the Shape Styles
The Chart on Slide 2 is still selected.

Chur New

f‘v‘l

The Plot Area is filled with a picture. 4 FILL
Go to Chart Tools->Format->Shape Styles. No Fill
Click on More the small arrow in the bottom =aoh
right corner of the Shape Styles Group. Solid fill
The Task panel, Format Chart Area, should Gradient fill
be open the right side of PowerPoint. ®) Picture or texture fill
Try This, Too: Edit the Transparency Pattern fill
Transparency: 45%. Automnatic
Keep going... )

Insert picture from

Eile... Clipboard Onling...
Texture . -

-

Transparency —+H—  45%

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles (Format Chart Area)
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Chart Tools ->Format->Shape Styles->Shape Effects->Preset

BE % T Cammming Dacimea LN - Passtebosrn T P E - & M
:} Format Chart Effects i v Sl el SN s R
Each element in a Chart can be selected and s : A |2 ppe | | 3

formatted separately. This example will format
the data series in the Columns.

mag Jaw 3 -
:

P Format Data Series ety
RS (PO

. S O ol
3. Try it: Format Chart Effects

Go to Slide 2 and click on any Data Series,
say the bottom Shape in the Stack, Pigs.
The entire Pigs series will be selected.

The Chart Tools should be on.

Go to Chart Tools->Format->Shape Styles.
Go to Shape Effects->Preset.
Choose a Style: Preset 2

Try This, Too: Format the Other Series

Select the other two Data Series and format
the Shape Style to match.

Keep going...

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles (Format the Border)
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Resize a Chart

New Charts fill the width of the Text Box on

the slide. You can Resize a Chart the

same way you resize a Picture or Shape.

4. Try it: Resize a Chart

The Chart on Slide 2 is still selected.
Go to Chart Tools ->Format->Size.
Enter the Width: 5

S

Size ]

What Do You See? The Width and the
Height can be edited independently.

The Chart is tall, now, not wide. The
Columns and Background resized to fit.

Keep going...

Chart Tools ->Format->Size
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Our New Fall Products
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Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Create and Modify Chart Styles (Resize a Chart)
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Chart Tools ->Format->Size->More

T ETE-R I Conmming Dhicians LAN - Powsforn _— o P
:} Specify the Position e e e T - s - )
Say you wanted the Chart to be 2" from the el : () (] =] el A A A [ja|Reinase- =2y
edges of the slide. You can use the advanced Gt s ot trans s e . e . - - - 5
options to format the Position. |n e

CHART OFTIONL. = BINT OFTIOAS

5. Try it: Edit the Chart Position m
The Chart on Slide 2 is still selected.

The Task pane, Format Chart Area, is open.

Go to Chart Options ->Size and Properties.

Click on Position.

Format Chart Area v X

CHART OPTIONS ¥ |TEXT OPTIONS

H O I

Charlotte’s Website

Crur New Full Products +

Edit the Horizontal position: 2"
From: Top Left Corner.

Edit the Vertical position: 2.2" I SIZE
From: Top Left Corner.
- 4 POSITION
Click Close. The Chart will be positioned - g % Horizontal position 7" -
precisely as you indicated. ' = ‘ T
From | Top Left Corner = ‘
Ok, that's pretty good. -
Save, Save, Save. Vertical position 22 :]
From ‘ Top Left Corner = ‘
I ALT TEXT

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.3 Order and Group Shapes and Slides: Align and Group Shapes (Position)
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Insert ->Images-> Picture

FEE % T Cansmangy Tnectons, LAN - Patstioarn o P o T a x
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1..Try |’f. Insert a Picture Lt | o o e o o B o vt~ | Bty i | B [
Slide 2 is selected. s et i e s " - 1
Go to Insert ->Images-> Picture.

Browse to your Documents folder for a
picture. The one on this page is called
Chicken4.jpg

Try This, Too: Format the Picture
The new picture is selected and the
Picture Tools should be available.

Go to Picture Tools->Format.
Go to the Picture Styles.
Click on Drop Shadow Rectangle.

Then what..?

PowerFoint PICTURE TOHOLS

SLIDE SHOW REVIEW VIEW FORMAT

I-?‘ Picture Border -

= ] Fe—
| e e M l"J Picture Effects -

75, Picture Layout ~ 5 70

Picture Styles Fa

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.5 Insert and Format Images: Apply Effects
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Chart Tools ->Format->Arrange->Send Backward

BEHS 8T Cgsmmang Dhcimes AN . Pasbioan T FH - & M
5 Arrange Chart Elements e derwa = _"m" m I — 1:':- e "-:: Bavwy Forwaed = [T g - flar o .
2. Try it: Arrange the Chart Elements e o (2] (] (= [Bawn | A A IR | Sttt - Ee- |
Select the Chart on Slide 2. Gt | et e e C e s - - - 2
Go to Chart Tools ->Format->Arrange. —

Click on Send Backward.

What Do You See? The Chart should be
behind the picture, however the Chart Border
may "shine through" the picture.

What Else Do You See?

The Chart Elements, Chart Styles and Filters
are still available. They appear in front of the
picture, not behind it.

That works.

Exam 77-422: Microsoft PowerPoint 2013
2.0 Insert and Format Shapes and Slides
2.3 Order and Group Shapes and Slides: Align and Group Shapes (Arrange )
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Working with Charts

There is one more Chart Tool that can
be used to present the data: Chart
Filters. You can filter the Chart to
show some or all of the data.

3. Try it: Find the Chart Filters
Select the Chart on Slide 2.
Go to Chart Filters->Values.

The Chart can be Filtered by the
Series or the Categories.

And Try This: Filter the Chart Data
Select the Series: Eggs and Pigs.
Click Apply.

What Do You See? The Chart will
update and show only data for the
Series that were selected.

OK, that works. We have come back
where we started: Chart Elements,
Chart Styles and Chart Filters.

Chart Filters ->Values->Series

Charlotte’s Webeite

VALUES | NAMES 3

O

Our New Fall Products B - . SERIES

W (Select All
L] B Legs
I Eggs
I Pigs

4 CATEGORIES
(Select All

[«

October

Movermnber

[«

[«

December

Exam 77-422: Microsoft PowerPoint 2013
3.0 Create Slide Content
3.3 Insert and Format Charts: Modify Chart Parameters (Filter the Data)
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Charts and Chart Tools e
This lesson demonstrated how to add 'm
a Chart to your presentation. The
Chart was created from data entered 5@
into an Excel spreadsheet.

We looked at Chart Elements and
Chart Tools: Design and Format.

Allez, Allez in free. You done good.
Go get two cookies, OK?
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Practice Activities
Lesson 2: Working with Charts

Start Microsoft PowerPoint. Do the following steps 14. Insert a new blank slide.

15. Insert a new chart. Pick a pie chart.

; ggg?h?a Ti(;\g:’ \t;f:rkEp;gssg;egfn. 16. Add the following data to the spreadsheet:
3. Apply the theme Pushpin, or a theme of your choice. -
4. Inzzr){ a Chart. Select glustered Column.y Shirts 325
5. Add the following data to the spreadsheet: Hats 125
Balloons 400
Last Year This Year Coffee Mugs 170
Shirts 100 325
Hats 75 125 17. Format the Data Labels to be Outside End. Apply Chart Layout 6.
Balloons 120 400 18 éﬁmy Chtﬁft Ter]JiCk Séyhle 12-t .
. Change the Theme Colors to Flow.
Coffee Mugs 55 170 20. Apply a shape border to the largest piece of pie.
. 21. Resize the Pie Chart to 2” by 2”.
6. Format the labels Bold and 14 point ] 22. Add a chart title: Asleep at Mouse Gear
7. Delete any extra col_umns.and make the handles fit the data 23. Add a picture of a mouse. Apply a picture style of your choice.
8. Change the Chart Title: Highest Increases o 24. Save the file as Advanced PowerPoint Practice 2.
9. Format the Background of the Chart with a Gradient fill of your
choice.

10. Format the Gridlines to show Major and Minor Gridlines

11. Select each of the columns and format them with different colors
and shape effects of your choice.

12. Change the chart type to Clustered Bar.

13. Insert a picture of money. Arrange the picture so it is overlapped
behind the chart a little.
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Test Yourself

1. A spreadsheet can be added to a
PowerPoint presentation.

a. True

b. False

Tip: Advanced PowerPoint, page 48

2. What Tools are available at the top of
the spreadsheet?

(Select all correct answers.)

a. Update

b. Undo

c. Redo

d. Edit in Excel

Tip: Advanced PowerPoint, page 48

3. A Chart can only be added to
PowerPoint from a pre-existing
spreadsheet.

a. True

b. False

Tip: Advanced PowerPoint, page 48

4. Which commands can be found in the
Chart Elements?

(Select all correct answers.)

a. Chart Titles

b. Axis Titles

c. Legend

d. Data Labels

Tip: Advanced PowerPoint, page 52-58

5. Which groups can be found on the
Design Ribbon? (Select all correct
answers)

a. Chart Layouts

b. Chart Styles

c. Data

d. Type

Tip: Advanced PowerPoint, page 60

6. Changing the Chart Type removes all
settings like Background and Labels.

a. True

b. False

Tip Advanced PowerPoint page 63

7. Which command offers several
templates for formatting Charts?

a. Styles

b. Chart Layouts

c. Design

Tip: Advanced PowerPoint, page 63

8. You can switch the Rows and Columns

in a Chart.

a. True

b. False

Tip: Advanced PowerPoint, page 62

9. A Chart can be resized in the same way as
a picture or a shape.

a. True

b. False

Tip: Advanced PowerPoint, page 67

10. Charts cannot be formatted with Effects.
a. True

b. False

Tip: Advanced PowerPoint, page 66
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