Inserting Charts into PowerPoint

Introduction

This tutorial was created for PowerPoint 2000.  Other versions of PowerPoint have similar functions, although not always in the same places.  

Please be aware of moving presentations between PowerPoint versions, particularly if you are really counting on everything working.  Unpredictable things have been known to happen, usually when going from newer to older versions. It’s always best to test first.

To Begin
This tutorial assumes that you have PowerPoint open and a presentation begun.  You may do this either by using the Auto Content Wizard or by opening a blank presentation in PowerPoint.

Inserting Charts in PowerPoint – Method I
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If you don’t have lots of data you are trying to summarize, PowerPoint has a built-in Chart function.  To access it, go to Insert / Chart, as shown here.
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This will generate a “dummy” chart with a datasheet that you can then modify to reflect your data.
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To customize the chart, click on the cell in the datasheet you want to modify and enter the new value.  You can also change the X-Axis titles here by changing the column headings (1st Qtr, 2nd Qtr, etc.) to appropriate values.  You can also modify the data series key titles by changing the row titles (East, West, etc.) to your values.

In addition to the obvious changes you can make here, you can also make more fundamental changes to the chart, such as the chart type, axis scale, and bar colors.  The nice part of this is that the charts that you generate in Excel can be modified in exactly the same way.

Changing the Appearance of a Chart
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As in many other areas of Office, Right Clicking on areas of a chart produces a wealth of formatting options.  
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Bar Colors, Bar Shape, and Bar Spacing

By right clicking on an individual bar of the graph, the formatting menu is produced.  
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Here you can click on Format Data Series… to change several chart appearance areas such as Bar Color (under Patterns), Bar Shape, and Bar Spacing (under the Options tab).  
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Chart Type

You can also change the chart type here but you have to be careful.  The Chart Plot Area has to be active when you right click or you will produce a new chart that only uses the data series you are clicking on.  

As you can see here, there is a boarder around the Chart Plot area when it is active.




Right clicking now will generate the Chart Type window, allowing you to change the chart type by clicking on the new chart type in the Chart type area.

Inserting Charts in PowerPoint – Method II

The next method of inserting charts into PowerPoint involves copying the chart in Excel and pasting the information as an image directly into PowerPoint.  There are several advantages to using this method.  Usually, if you are summarizing a large amount of data, it is inconvenient to have to reenter the data you have in Excel back into PowerPoint.  Another limitation is that the datasheet in PowerPoint is limited to six columns by six rows, making it necessary to create an intermediate data summary in Excel prior to entering into PowerPoint.  All in all, significantly more work for you (and impossible in some situations).

As is usual, There is a Down Side to this.  The chart that you insert from Excel is not linked to the original; it is a picture of the original.  This means that if you change the data in Excel, you have to re-insert the chart into PowerPoint.  (Note:  Yes, I know that you can create charts that are linked between PowerPoint and Excel; however, this isn’t very reliable.  It seems to be a Good Idea who’s Time Has Not Come….Yet)

I will be using the STAR Tool as the source of the data.  

Getting the Graph

Prior to inserting the Excel chart, you first have to select the data you want.  As we have discussed in previous sessions, you can do this in the STAR Tool on the Student Data page.  In this example, I have filtered the data to look at just the third grade students.  You will need to have both the STAR Tool and PowerPoint open to do this.

In the Star Tool, click on the Graph tab.  Since this workbook is protected, you will need to do the task in a slightly different way than is normal in Excel. First, click on cell N35 to select it.  Next, hold your left mouse button down and drag up and to the left to select the chart and information to the right of the chart.  When you have accomplished this task, your screen should look like this:

At this point, copy the data and the chart (Crtl + c).  On the Windows Task bar, click on the PowerPoint tab to activate the program.  Select a blank slide.  At the top of the PowerPoint screen, click on Edit, and then Paste Special.  


A the Paste Special window, click on Picture and then click on OK to complete the process.
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