Inserting Charts and
Related Material

Introduction

An effective presentation draws on information from many
sources. Microsoft Office PowerPoint helps you seamlessly
integrate information into your presentations using shared
data from Office applications.

In PowerPoint and other Microsoft Office programs, you
can insert SmartArt graphics (New!) to create diagrams that
convey processes or relationships. PowerPoint offers a wide-
variety of built-in SmartArt graphic types from which to
choose, including graphical lists, process, cycle, hierarchy,
relationship, matrix, and pyramid. Using built-in SmartArt
graphics makes it easy to create and modify charts without
having to create them from scratch. If you already have text
on a slide, you can quickly convert your text to a SmartArt
graphic.

In PowerPoint, you can insert an object created in another
program into a presentation using technology known as
object linking and embedding (OLE). OLE is a critical feature
for many PowerPoint users because it lets you share objects
among compatible programs when you create presentations.
When you want to make any changes or enhancements to
the objects, you can edit the inserted object without having
to leave PowerPoint. OLE makes it easy to add graph and
organization charts to present information visually. If you
have information in other programs, such as Microsoft Office
Word or Microsoft Office Excel, you can insert it in to your
presentation with the help of OLE.

Create SmartArt Graphics

Use the Same Text Pane with SmartArt
Graphics

Modify, Resize and Format a SmartArt
Graphic

Format a Shape in a SmartArt Graphic

Create and Modify an Organization
Chart

Insert a Chart and Import Data
Select, Enter and Edit Chart Data
Modify the Data Worksheet

Select a Chart Type, Layout and Style
Format Chart Objects

Change the Chart Layout Objects
Save a Chart Template

Insert, Modify and Format a Table
Add a Quick Style and Effects to a Table
Share Information Among Documents
Embed and Link an Object or Sound

Insert a Microsoft Excel Chart, Word
Document and Organization Chart
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Creating SmartArt
Graphics

Microsoft
ified

PP07S-3.1.1, PP07S-3.1.2

Create a SmartArt Graphic
Click the Insert tab.
Click the SmartArt button.

TIMESAVER In a content
placeholder, you can click the
SmartArt icon to start.

In the left pane, click a category,
such as All, List, Process, Cycle,
Hierarchy, Relationship, Matrix, or
Pyramid.

In the right pane, click a SmartArt
graphic style type.

Click OK.

The SmartArt graphic appears
with a Text pane to insert text.

Label the shapes by doing one of
the following:

¢ Type text in the [Text] box.

You can use the arrow keys to
move around the Text pane.

¢ Click a shape, and then type
text directly into the shape.

When you're done, click outside of
the SmartArt graphic.
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SmartArt graphics (New!) allow you to create diagrams that convey
processes or relationships. PowerPoint offers a wide variety of built-in
SmartArt graphic types, including graphical lists, process, cycle, hierar-
chy, relationship, matrix, and pyramid. Using built-in SmartArt graphics
makes it easy to create and modify charts without having to create
them from scratch. If you already have text on a slide, you can quickly
convert your text to a SmartArt graphic. To quickly see if you like a
SmartArt graphic layout, point to a thumbnail in the gallery to display a
live preview (New!) of it in the selected shape. If you like it, you can

apply it.
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Convert Text to a SmartArt
Graphic
Select the text box with the text

you want to convert to a SmartArt
graphic.
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Click the Home tab.

Click the Convert to SmartArt

i v— =
Graphic button. I - Objectives :
- Solutions
The gallery displays layouts A - People

designed for bulleted lists. .* Process
: Technology |
* Results
* Benefits |

To view the entire list of layout,
click More SmartArt Graphics.

Point to a layout.

A live preview (Nlew!) of the style
appears in the current shape.

Click to add notes

side20r4 | A | S 54 o]

Click the layout for the SmartArt
graphic you want from the gallery
to apply it to the selected shape.

4 ) \
SmartArt Graphic Purposes
(¥ R
Did You Know? Type Purpose
You cannot drag text into the Text List Show non-sequential information
pane. Although you can’t drag text into ] -
the Text pane, you can copy and paste Process Show steps in a process or timeline
text. Cycle Show a continual process
You can create a blank SmartArt
graphic. In the Text pane, press Ctrl+A Hierarchy Show a decision tree or create an
to select all the placeholder text, and organization chart
then press Delste. Relationship lllustrate connections
Sharter amounts of text work best for
SmartArt graphicsl Most of the |ayouts Matrix Show how parts relate to a whole
for SmartArt graphics work the best Pyramid Show proportional relationships up and down

with smaller amounts of text. However,
if you have larger amounts, layouts

in the List category work better than
others.

Placeholder text doesn’t print or show
during a slide show. Placeholder text
in the SmartArt graphic doesn't print or
show during a slide show.

- _J
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Using the Text Pane
with SmartArt
Graphics

PP07S-3.2.1

Show or Hide the Text Pane

Click the SmartArt graphic you

want to modify.

Click the Design tab under
SmartArt Tools.

Do any of the following:

¢ Show. Click the Text Pane

button, or click the control with
two arrows along the left side

of the SmartArt graphic
selection to show the Text
pane.

¢ Hide. Click the Text Pane

button, click the Clese button
on the Text pane, deselect the

SmartArt graphic.

The Text Pane button toggles to

show or hide the Text pane.

(" Did You Know?

the Text pane, point to any edge
(pointer changes to double-headed
arrow), and then drag to resize it.

The Text pane location resets when
you exit PowerPoint.

-

You can resize the Text pane. To resize

You can move the Text pane. To move
the Text pane, drag the top of the pane.

~

After you create a layout for a SmartArt graphic, a Text pane (New!)
appears next to your selected SmartArt graphic. The bottom of the Text
pane displays a description of the SmartArt graphic.The Text pane and
SmartArt graphic contain placeholder text. You can change the place-
holder text in the Text pane or directly in the SmartArt graphic. The Text
pane works like an outline or a bulleted list and the text corresponds
directly with the shape text in the SmartArt graphic. As you add and
edit content, the SmartArt graphic automatically updates, adding or
removing shapes as needed while maintaining the design. If you see a
red “x” in the Text pane, it means that the SmartArt graphic contains a
fixed number of shapes, such as Counterbalance Arrows (only two).

/
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Work with Text in the Text Pane

Click the SmartArt graphic you
want to modify.

Click the Design tab under
SmartArt Tools.

Smartar Styles

If necessary, click the Text Pane
button to show the Text pane.

Do any of the following tasks:

¢ New line. At the end of a line,
press Enter.

¢ Indent line right. Press Tab, or
click the Promote button.

¢ Indent line left. Press
Shift+Tab, or click the Demote
button.

¢ Delete line. Select the line text,
and then press Delete. o

4 I

Did You Know?

You can format text in the Text pane.
When you apply formatting to text in
the Text pane, it doesn't display in the
Text pane, but it does display in the
SmartArt graphic.

You can remove a shape from a
SmartArt graphic. Select the SmartArt
graphic, click the shape you want to
remove, and then press Delete.

- _J
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Modifying a SmartArt

PP07S-3.2.6

Add a Shape to a SmartArt
Graphic

Select the shape in the SmartArt
graphic you want to modify.

Click the Design tab under
SmartArt Tools.

Click the Add Shape button to
insert a shape at the end, or click
the Add Shape button arrow, and
then select the position where you
want to insert a shape.

Change Shapes in a SmartArt
Graphic

Select the shapes in the SmartArt
graphic you want to modify.

Click the Format tab under
SmartArt Tools.

Click the Change Shape button,
and then click a shape.

(" Did You Know? )

You can reset a SmartArt graphic back
to its original state. Select the
SmartArt graphic, click the Design tab
under SmartArt Tools, and then click
the Reset Graphic button.

- _J
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After you create a SmartArt graphic, you can add, remove, change, or
rearrange shapes to create a custom look. For shapes within a
SmartArt graphic, you can change the shape from the Shape gallery or
use familiar commands, such as Bring to Front, Send to Back, Align,
Group, and Rotate, to create your own custom SmartArt graphic
(New!). If you no longer want a shape you've added, simply select it,
and then press Delete to remove it.
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HH You can change the size of individual shapes within a SmartArt graphic
RGSlZng a smartArt } or of an entire SmartArt graphic. If the size of an individual shape
Graphic

within a SmartArt graphic changes, the other shapes in the graphic
may also change based on the type of layout. When you resize a shape
with text or increase or decrease text size, the text may automatically

PP07S-3.2.5 resize to fit the shape depending on the space available in the SmartArt
graphic. When you resize an entire SmartArt graphic, shapes within it
scale proportionally or adjust to create the best look.

Resize a SmartArt Graphic

Larger and
Select the shapes in the SmartArt Smaller buttons
graphic or the entire SmartArt
graphic you want to modify.

n Animations  SlideShow  Review  View  Adddns

Click the Format tab under
SmartArt Tools.

Use one of the following methods:

¢ Drag a middle handle to
resize the object up, down,
left, or right.

¢ Drag a corner handle to resize —
the object proportionally.

¢ Click the Size button, and then
specify the size you want.

Click to add notes I

¢ Click the Larger or Smaller
sugezors | ars [ EEE T e Py

button to increase or decrease
the object in standard
increments.

e Drag resize Drag corner
handle resize handle

4 I

Did You Know?

You can arrange shapes in a SmartArt
graphic. Select the shape in the
SmartArt graphic, click the Format tab
under SmartArt Tools, click the
Arrange button, and then use any of
the arrange button options: Bring to
Front, Send to Back, Align, Group, or
Rotate.

You can edit a SmartArt graphic shape
in 2-D. Select the SmartArt graphic
with the 3-D style, click the Format tab
under SmartArt Tools, and then click
the Edit in 2-D button.

o _J
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Formatting a SmartArt

PP07S-3.2.2, PP07S-3.2.3,
PP07S-3.2.4, PP07S-3.2.5,
PP07S-3.2.7

Apply a Quick Style to a
SmartArt Graphic

Click the SmartArt graphic you
want to modify.

Click the Design tab under
SmartArt Tools.

Click the scroll up or down arrow,
or click the More list arrow in the
Quick Styles group to see
additional styles.

The gallery displays the current

layout with different theme colors.

Point to a style.

A live preview (New!) of the style
appears in the current shape.

Click the layout for the SmartArt

graphic you want from the gallery.

Change a SmartArt Graphic
Orientation

Click the SmartArt graphic you
want to modify.

Click the Design tab under
SmartArt Tools.

Click the Right to Left button.

The button toggles, so you can
click it again to switch back.
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If your current SmartArt graphics don’t quite convey the message or
look you want, you can use live preview (New!) to quickly preview lay-
outs in the Quick Styles (New!) and Layout Styles (New!) groups and
select the one you want. If you only want to change the color, you can
choose different color schemes using theme colors by using the
Change Color button (New!). If the flow of a SmartArt graphic is not
the direction you want, you can change the orientation.
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Change a SmartArt Graphic

Layout
Click the SmartArt graphic you Tk —
want to modify. D ome R S S @
el TP EEE Yt [
Click the Design tab under S e s
SmartArt Tools. ‘

Click the scroll up or down arrow,
or click the More list arrow in the
Layout Styles group to see
additional styles.

The gallery displays layouts
designed for bulleted lists.

To view the entire list of diagram
layouts, click More Layouts.

Point to a layout.

Slide 204 | Arcs”

A live preview (Nlew!) of the style
appears in the current shape.

Click the layout for the SmartArt
graphic you want from the gallery.

If you opened the entire list of
layouts, click OK.

Change a SmartArt Graphic
Colors

Click the SmartArt graphic you I
want to modify. A

Badasuiet | &
2 RignttoLett | D

Add i
. Dextpane

Shape -

Click the Design tab under
SmartArt Tools.

Click the Change Colors button.

The gallery displays the current
layout with different theme colors. | Otiectves

Point to a style.

A live preview (Nlew!) of the style
appears in the current shape.

Click the layout for the SmartArt
graphic you want from the gallery.

Click to add notes J

Slide2 04 | Arcs”
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Formatting a Shape in }
a SmartArt Graphic

PP07S-3.2.3

Apply a Shape Fill to a SmartArt
Graphic

Select the shapes in the SmartArt
graphic you want to modify.

TIMESAVER You can hold Ctrl
while you click to select multiple
shapes, or press Ctrl+A to select
all the shapes.

Click the Format tab under
SmartArt Tools.

Click the Shape Fill button.

Click a color, No Fill, or Picture to
select an image, or point to
Gradient, or Texture, and then
select a style.

Apply a Shape Outline to a
SmartArt Graphic

Select the shapes in the SmartArt
graphic you want to modify.

Click the Format tab under
SmartArt Tools.

Click the Shape Outline button.

Click a color or No Outline, or
point to Weight or Dashes, and
then select a style.
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In the same way you can apply shape fills, outlines, and effects to a
shape, you can also apply them to shapes in a SmartArt graphic. You
can modify all or part of the SmartArt graphic by using the Shape Fill,
Shape Outline, and Shape Effects buttons (New!). Shape Fill can be set
to be a solid, gradient, texture or picture, or set the Shape Qutline to be
a solid or gradient (New!). In addition, you can change the look of a
SmartArt graphic by applying effects (New!), such as glow and soft
edges. If a shape in a SmartArt graphic contains text, you can use
WordArt style galleries to modify shape text.

Emaae
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Apply a Shape Effect to a
SmartArt Graphic

Select the shapes in the SmartArt
graphic you want to modify.

ape Effeds -]

Click the Format tab under [
SmartArt Tools.

Click the Shape Effects button, and
then point to one of the following:

¢ Preset to select No 3-D, one of
the preset types, or More 3-D
Settings.

¢ Shadow to select No Shadow,
one of the shadow types, or
More Shadows.

¢ Reflection to select No
Reflection or one of the i to add s
Reflection Variations.

¢ Glow to select No Glow, one of
the Glow Variations, or More
Glow Colors.

¢ Soft Edges to select No Soft
Edges or a point size to
determine the soft edge
amount.

¢ Bevel to select No Bevel, one
of the bevel types, or More 3-D
Settings.

¢ 3-D Rotation to select No
Rotation, one of the rotation
types, or More 3-D Settings.

When you point to an effect, a live
preview (New!) of the style
appears in the current shape.

Click the effect you want from the
gallery to apply it to the selected
shape.

See Also

See “Formatting WordArt Text” on
page 178 for information on applying
WordArt styles to a SmartArt graphic.
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Creating an
Organization Chart

PP07S-3.1.1

Create an Organization Chart
Using a SmartArt Graphic

200

Click the Insert tab.
Click the SmartArt button.
In the left pane, click Hierarchy.

In the right pane, click a SmartArt
organization chart type.

Click OK.

The SmartArt graphic appears
with a Text pane to insert text.

Label the shapes by doing one of
the following:

¢ Type text in the [Text] box.

You can use the arrow keys to
move around the Text pane.

¢ Click a shape, and then type
text directly into the shape.

To add shapes from the Text pane,
place the insertion point at the
beginning of the text where you
want to add a shape, type the text
you want, press Enter, and then to
indent the new shape, press Tab or
to de-indent, press Shift+Tab.

When you're done, click outside of
the SmartArt graphic.

An organization chart shows the reporting relationships between indi-
viduals in an organization. For example, you can show the relationship
between a manager and employees within a company. You can create
an organization chart using a SmartArt graphic (New!) or using
Microsoft Organization Chart. If you're creating a new organization
chart, a SmartArt graphic is your best choice. If you need to match an
existing organization chart from a previous version of PowerPoint,
Microsoft Organization Chart is your best choice. A SmartArt graphic
organization chart makes it easy to add shapes using the graphic
portion or the Text pane.
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Add a Shape to an Organization
Chart

Select the shapes in the SmartArt
graphic you want to modify.

Click the Design tab under
SmartArt Tools.

Click the shape with the layout you
want to change.

Click the Add Shape button arrow,
and then select the option you
want:

¢ Add Shape After or Add Shape
Before. Inserts a shape at the
same level.

¢ Add Shape Above or Add
Shape Below. Inserts a shape
one level above or below.

Click to add notes

¢ Add Assistant. Inserts a shape
above, but it's displayed at the
same level at the end in the
Text pane.

When you're done, click outside of
the SmartArt graphic.

(" Did You Know? )

You can create organization charts
using other methods. You can also use
Office Visio 2007 or Organization Chart
(also known as Microsoft Organization
Chart 2.0), which was used in Power-
Point 2003 or earlier. Click the Object
button in the Text group on the Insert
tab to insert an organization chart.

o _J
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Modifying an }
Organization Chart

Change the Layout or Apply a
Quick Style to an Organization
Chart

Click the SmartArt graphic you
want to modify.

Click the Design tab under
SmartArt Tools.

Click the scroll up or down arrow,
or click the More list arrow in the
Layouts group or Quick Styles
group to see additional styles.

The gallery displays different
layouts or the current layout with
different theme colors.

Point to a style.

A live preview (New!) of the style
appears in the current shape.

Click the layout or style for the
SmartArt graphic you want from
the gallery.

4 I

Did You Know?

You can change organization chart
lines to dotted lines. Right-click the
line you want to modify, click Format
Object, click Line Style, click Dash
type, click a style, and then click Close.

- _J
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Like any SmartArt graphic, you can add special effects—such as soft
edges, glows, or 3-D effects, and animation—to an organization chart.
If your organization chart doesn’t quite look the way you want, live pre-
view (New!) can help you preview layouts in the Quick Styles (New!)
and Layout Styles (New!) groups and select the one you want. If you
only want to change the color, you can choose different color schemes
using theme colors by using the Change Color button (New!).

ccccccc

Click to add notes




Modify an Organization Chart
Layout Using a SmartArt Graphic

Select the shapes in the SmartArt
graphic you want to modify.

OrgChartMod.results - Microsoft PowerPoint

Click the Design tab under i ——
SmartArt Tools. ‘

Click the shape with the layout you
want to change.

Click the Organization Chart
Layout button, and then select the
option you want:

¢ Standard. Traditional top down
chart.

¢ Both. Relational left and right
chart.

Click to add notes

¢ Left Hanging or Right Hanging.
Left or right hanging down
chart.

When you're done, click outside of
the SmartArt graphic.

4 I

Did You Know?

You can change the colors of an
organization chart. Click the SmartArt
graphic you want to modify, click the
Design tab under SmartArt Tools, click
the Change Colors button, and then
click the color theme you want.

o _J
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Inserting a Chart

PP07S-3.6.1

Insert and Create a Chart
Click the Insert tab.
Click the Chart button.

TIMESAVER /n a content
placeholder, you can click the
Chart icon to start.

In the left pane, click a category,
such as Column, Line, Pie, Bar,
Area, X Y (Scatter), Stock, Surface,
Doughnut, Bubble, and Radar.

In the right pane, click a chart
style type.

Click OK.

A Microsoft Excel worksheet
opens and tiles next to your
PowerPoint presentation. The
worksheet contains sample data,
and the presentation contain a
chart.

Replace the sample data in the
datasheet with your own data.

Edit and format the data in the
datasheet as appropriate.

Click the Close button on the Excel
worksheet to close it and view
the chart in PowerPoint.

If necessary, change the chart
type, and format the chart.

When you're done, click outside of
the chart.
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Instead of adding a table of dry numbers, insert a chart. Charts add
visual interest and useful information represented by lines, bars, pie
slices, or other markers. PowerPoint uses Microsoft Excel (New!) to
embed and display the information in a chart: the worksheet, a spread-
sheet-like grid of rows and columns that contains your data; and the
chart, the graphical representation of the data. A worksheet contains
cells to hold your data. A cell is the intersection of a row and column. A
group of data values from a row or column of data makes up a data
series. Each data series has a unique color or pattern on the chart.
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Open and View Chart Data

Click the chart you want to modify.

A chart consists of the following
elements.

¢ Data markers. A graphical
representation of a data point
in a single cell in the datasheet.
Typical data markers include
bars, dots, or pie slices.
Related data markers
constitute a data series.

¢ Legend. A pattern or color that
identifies each data series.

¢ X-axis. A reference line for the
horizontal data values.

¢ Y-axis. A reference line for the
vertical data values.

¢ Tick marks. Marks that identify
data increments.

Click the Design tab under Chart
Tools.

Click the Edit Data button.

A Microsoft Excel worksheet
opens and tiles next to your
PowerPoint presentation.

To close the worksheet and view
the chart, click the Close button on
the Excel worksheet and return to
PowerPoint.

-

.

You can create a chart from a slide
layout. To create a chart on a new
slide, click the Add Slide button on the
Home tah, choose a slide layout with
the content or chart option from the
gallery, and then click the charticon in
the placeholder to add the chart and
worksheet.
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Selecting Chart Data

Select Data in the Worksheet

Click the chart you want to modify,
and then click the Edit Data button
on the Design tab under Chart
Tools.

Use one of the following to select
a cell, row, column, or datasheet.

¢ To select a cell, click it.

¢ To select an entire row or
column, click the row heading
or column heading button.

¢ To select a range of cells, drag
the pointer over the cells you
want to select, or click the
upper-left cell of the range,
press and hold Shift, and then
click the lower-right cell.
When you select a range of
cells, the active cell is white,
and all other selected cells are
outlined in black.

To close the worksheet and view
the chart, click the Close button on
the Excel worksheet and return to
PowerPoint.

4 )

Did You Know?

You can get help with Microsoft
Excel. Get help specific to Microsoft
Excel by clicking the Help button on
the Ribbon or by pressing F1 when you
are in Excel.

. J
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Use Microsoft Excel worksheet to edit your data. Select the data firstin
the worksheet. If you click a cell to select it, anything you type replaces
the contents of the cell. If you double-click the cell, however, anything
you type is inserted at the location of the cursor. You can select one
cell at a time, or you can manipulate blocks of adjacent data called
ranges. For example, the sample data below is a range.
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Entering Chart Data You can enter chart data in the worksheet either by typing it or by

inserting it from a different source. The worksheet is designed to make
data entry easy, so direct typing is best when you're entering brief, sim-
ple data. For more complex or longer data, and when you're concerned
about accuracy, insert and link your data to the chart. When you first
insert a chart, the worksheet contains sample labels and numbers.

If you're entering data by typing, click a cell to make it the active cell,
and then select the sample information and replace it with your own.

Enter Data in the Worksheet

Click the chart you want to modify, ? o ?
and then click the Edit Data button

|

on the Design tab under Chart et RS I SR —— P WEEY | O] e R A P

f Bl G ) Y% -1 i A () = 2

Tools. g @ 85 AR | e A @ A
Chart Type Template || Row/Column Data Data Data | layout~ || Styles~ oI [E oA - - - - -

Type Data Chart Layouts | Chart Styles ipboard = Font o Editing

£ 12% v

) c D E
[~Ishare[~]

iveness %
s

To delete the sample data, click
the upper-left heading button to
select all the cells, and then
press Delete.

19%

Results

(- -

Click the cell to make it active.

Type the data you want to enter in
the cell.

Press Enter to move the insertion
point down one row or press Tab
to move the insertion point right to
the next cell. Clikto add rors

Slide o6 | Arcs”

If necessary, select the data you
want for the chart, click the
Design tab, click the Resize Table
button, and then click OK.

To close the worksheet and view
the chart, click the Close button on
the Excel worksheet and return to
PowerPoint.

4 )

Did You Know?

You can turn automatic completion of
cell entries on or off. Excel completes
text entries that you start to type. Click
the Office button, click Excel Options,
click Advanced in the left pane, select
or clear Enable AutoComplete for cell
values check box, and then click OK.

- J
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Editing Chart Data

Edit Data in the Worksheet

Click the chart you want to modify,
and then click the Edit Data button
on the Design tab under Chart

Tools.

To delete the sample data, click
the upper-left heading button to

select all the cells, and then
press Delete.

In the worksheet, use any of the
following methods to edit cell

contents:

¢ Toreplace the cell contents,

click the cell, type the data you
want to enter in the cell. It
replaces the previous entry.

To edit the cell content, double-
click the selected cell where
you want to edit.

Press Delete or Backspace to
delete one character at a time,
and then type the new data.

Press Enter to move the insertion
point down one row or press Tab
to move the insertion point right to

the next cell.

To close the worksheet and view
the chart, click the Close button on
the Excel worksheet and return to

PowerPoint.
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You can edit chart data in an Excel worksheet one cell at a time, or you
can manipulate a range of data. If you're not sure what data to change
to get the results you want, use the Edit Data Source dialog box
(New!) to help you. You can work with data ranges by series, either
Legend or Horizontal. The Legend series is the data range displayed on
the axis with the legend, while the Horizontal series is the data range
displayed on the other axis. Use the Collapse Dialog button to tem-
porarily minimize the dialog to select the data range you want. After
you select your data, click the Expand Dialog button to return back to

the dialog box.
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Edit the Data Source

Click the chart you want to modify,
and then click the Select Data

Chart data range ?

. EN\E9:- 6 Charostabic e B < | @9 o) e -
button on the Design tab under & e WM‘A‘,K,,‘D,X.Q"‘.ayuu,m,mm@T & P e e o o
Chart Tools. i w | > o e o e [ [ET L T o

U
resh | Quick i s Algnment Number | tyles | Cef
Layout~ | Styles~ - I E A - = <
Chart Layouts ChartStyies | | |Cliboard 1 Fon
AL -G £
A 8 c )
‘Area [~/ share (%}
8%,

In the Select Data Source dialog
box, use any of the following:

1
2

3 isales Effectiveness 19%
4 |Development ffectiveness 15%
s m
6
7

‘Customer 12%

IMPORTANT Click the Results
Collapse Dialog button to minimize f
the dialog, so you can select a
range in the worksheet. Click the
Expand Dialog button to maximize
it again.

Chart data range: | ESFISISIER

[ suitch Row/Column
e EnE
srare

¢ Chart data range. Displays the B = T I e
data range in the worksheet of

the plotted chart. Clekto add nves =
= TlsOnl KOl Por

Sidesot6 | A | 5

»| sheet1 <F3

¢ Switch Row/Column. Click to
switch plotting the data series Use buttons to edit chart data
in the chart from rows or
columns.

¢ Add. Click to add a new Legend
data series to the chart.

¢ Edit. Click to make changes to
a Legend or Horizontal series.

¢ Remove. Click to remove the
selected Legend data series.

¢ Move Up and Move Down.
Click to move a Legend data
series up or down in the list.

¢ Hidden and Empty Cells. Click
to plot hidden worksheet data
in the chart and determine
what to do with empty cells.

Click OK.

To close the worksheet and view
the chart, click the Close button on
the Excel worksheet and return to
PowerPoint.
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Importing Data

Import Data into the Worksheet

Click the chart you want to modify,
and then click the Edit Data button
on the Design tab under Chart
Tools.

In Excel, click the cell where you
want the data to begin. You cannot
select cells already used in a
PowerPoint chart. If you want,
delete them first.

Click the Data tab.

Click the Get External Data button
arrow, and then click the button
with the type of data you want to
import.

Double-click the file that contains
the data you want to import.

If you are importing a text file,
follow the Text Import Wizard
steps, and then click Finish.

If you are importing Excel data,
select the sheet that contains the
data you want to import in the
Import Data Options dialog box.

¢ Select the option how you want
to view this data in your
workbook: Table, PivotTable
Report, PivotChart and
PivotTable Report, or Only
Create Connection.

¢ Select where you want to put
the data. Click the New
worksheet option or click the
Existing worksheet option, and
then specify a cell or range of
data.

Click OK.
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Microsoft Excel makes it easy to insert data from other sources, such
as a plain text file, Microsoft Access database, or a Microsoft Excel
worksheet. You have control over how much of the data in a file you
want to insert, and, in the case of an imported text file, you can indicate
how Excel should arrange your data once it is imported.

Text Import Wizard - Step1 of 3 (2 sl
The Text Wizard has determined that your data i Delmited.
If thisis correct, choose Next, or hoose the cata type that best describes your data. —— The Text Im port Wizard
onigial data type
Choose the file type that best describes your data;
© Biifitad; - Characters such as commas or tabs separate each il
) Fixed width ~Fields are aigned in columns with spaces between each field
Startimport at row: | 1 2| Fie grigin: 437 : OEM United States [~]
Preview of fle E:\. ot
£
B
n
B -
Text Import Wizard - Step 2 of 2 (2 =
This screen lets you set the deimiters your data contains. You can sez how your text i affected in the preview
below.
Deliniters
Tab
[] Semicolon (7| Treat consecutive delimiters as one
[] gomma
= Textqualfier: |~ ~
[Clspace e
[Clother:
Data preview
Text Import Wizard - Step 3 of 3 (2 =)
This screzn lets you seect each column and set the Data Format.
Column data format
@ General
“General converts numeric values to nubers, date values to dates, and all
©Text remaining values to text.
T
Do ot import column (kip)
Data preview
2
B
Cancel <Back Frsh |

Import Data

7 =S

Where do you want to put the data?
(@) Existing worksheet:

() Mew worksheet

Properties. .. ] [




Paste Data into the Worksheet

In the source program, open

the file that contains the data . .

you want to paste. _ ome | Minterlll aseiayen sta Review  View  Adhins ’ e @- -
' : 2N Rl

5 - || E3romat- || 2+ Piees Seect

Select the data you want to paste.
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[area Share
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Click the Home tab.

[Sales Effectiveness 19%]

3
Click the Copy button. 5 fcomarteporivares 1%
;

[Employee Effectiveness 1%
[Global Responsiveness 5%

Switch to PowerPoint, and then g
click the Microsoft Excel chart. =

Click the Edit Data button on the =
Design tab under Chart Tools. s

If necessary, switch to the 2
datasheet and clear its contents. T

Paste the data into the datasheet Lo shedl 0
using one of the following

methods.
O O ?

¢ To paste the data without
linking it, click the Home tab, )
and then click the Paste button. )
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¢ To link the data, click the Home Tt el I S | |5 (s
tab, click the Paste button | —"——— —
arrow, click Paste Link, and
then click OK.
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[customer Responsiveness %)
[Employee Effectiveness 1%

[Global Responsiveness 5%

Results

If necessary, select the data you
want for the chart, click the
Design tab, click the Resize Table
button, and then click OK.

(" Did You Know? A

You can switch the data series —

around. In PowerPoint, click the chart, T o= e Shel o ST —
click the Design tab under Chart Tools,
click the Switch Row/Column button.

Office pastes charts from PowerPoint
as a picture. If you paste a chart from
PowerPoint into a program other than
PowerPoint, Word, or Excel, the chart

is pasted as a picture. A workaround is
to copy the chart from Excel. )
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Modifying the Data
Worksheet

Change the Width of a Column

L 2
of a column, show the data in the

worksheet, position the pointer on

the vertical line to the right of the

column heading, and then drag the

pointer until the column is the
correct width.

¢ To adjust a datasheet column

to display the widest data
entered (also known as Best Fit),
show the data in the worksheet,
position the pointer on the line to
the right of the column heading,
and then double-click to adjust
the column width.

If a series of number signs (#)

appears in a cell, it means the cell

is not wide enough to display the
entire cell contents. Widen the
column to view the data.

To increase or decrease the width

(" Did You Know?

You can specify a precise column
width. Click a cell in the column you
want to format, click the Home tab,
click the Cells button, click the Format
button, and then click Width to enter a
column width, click Standard Width to
change the standard column width, or
click AutoFit Selection to change the
column to the smallest size possible to
fit the data.

-

/
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After you enter or edit data in the worksheet, you might need to change
the column widths to fit the data. If you see ##### in a cell, it means
there is not enough room in the column to display the data. You need to
increase the column width to display the data. If you need to change
one column, you can use the mouse to quickly change the column
width. To uniformly change several columns to the same column width,
you can use the Column Width command on the Format menu. You may
need to reformat the datasheet itself—its size and how it displays the
data—to make it easier to read. For example, you can format numbers
in currency, accounting, percentage, and scientific formats. You can
also change the fonts used in the graph.

Double-click the line to the right of the column
heading to resize the column to the widest entry.
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Drag the pointer until the
column is the correct width.



Insert Cells, Rows, and Columns

In the worksheet, select the cells
you want to modify.

Click the Home tab.

Click where you want to insert
cells:

¢ Toinsert a column, click the
column heading to the right
of where you want the new
column.

¢ Toinsert a row, click the row
heading below where you want
the new row.

¢ Toinsert a single cell, click an
adjacent cell.

Click the Insert Cells button arrow,
and then click the insert option
you want.

Format the Worksheet

In the worksheet, select the cells
you want to modify.

Click the Home tab.

Use the options on the Ribbon to
make the formatting changes you
want.

¢ To apply a theme, click the Cell
Styles button, and then click
the style you want.

¢ To format individual attributes,
use the options in the Font and
Alignment groups to make the
formatting changes you want.

¢ To format numbers, use the
options in the Number groups
to make the formatting changes
you want.
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Selecting a Chart
Type, Layout, and
SMe

PP07S-3.6.2

Change a Chart Type

Select the chart you want to
change.

Click the Design tab under Chart
Tools.

Click the Change Chart Type
button.

Click the chart type you want.
Click OK.

(" Did You Know?

You can reset chart formatting. Click
the chart you want to reset, click the
Format tab under Chart Tools, and then
click Reset to Match Style.

You can delete a chart. Click the chart
object, and then press Delete.

~

4

- _J

214

Your chart is what your audience sees, so make sure to take advantage
of PowerPoint's pre-built chart layouts and styles (New!) to make the
chart appealing and visually informative. Start by choosing the chart
type that is suited for presenting your data. There are a wide variety
chart types, available in 2-D and 3-D formats, from which to choose. For
each chart type, you can select a predefined chart layout and style to
apply the formatting you want. If you want to format your chart beyond
the provided formats, you can customize a chart. Save your customized

settings so that you can apply that chart formatting to any chart you
create.
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Apply a Chart Layout

Select the chart you want to
change.

Click the Design tab under Chart
Tools.

Click the scroll up or down arrow,
or click the More list arrow in the
Chart Layouts group to see
variations of the chart type.

Click the chart layout you want.

Apply a Chart Style

Select the chart you want to
change.

Click the Design tab under Chart
Tools.

Click the scroll up or down arrow,
or click the More list arrow in the
Chart Styles group to see color
variations of the chart layout.

Click the chart style you want.
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Formatting Chart
Objects

Micr_o_soft
Certified PP075-3.6.2, PP07S-3.6.3

Application
Specialist

Select a Chart Object

Select the chart you want to
change.

Click the Format tab under Chart
Tools.

Click the Chart Elements list arrow.

Click the chart object you want to
select.

When a chart object is selected,
selection handles appear.

TIMESAVER To select a chart
object, click a chart element
directly in the chart.

Use the Home, Design, Layout, or
Format tabs to change the
selected chart element.

(" Did You Know?

You can enlarge a chart object to
select it. Increase the zoom percent-
age to enlarge your view before using
the mouse pointer to select chart
objects.

- _J
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Chart objects are the individual elements that make up a chart, such as
an axis, the legend, or a data series. The plot area is the bordered area
where the data are plotted. The chart area is the area between the plot
area and the chart object selection box. Before you can format a chart
object, you need to select it first. You can select a chart object directly
on the chart or use the Chart Elements list arrow on the Ribbon. Once
you select a chart object, you can use options on the Format tab to
modify them. In the same way you can apply shape fills, outlines, and
effects to a shape, you can also apply them to shapes in a chart.
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Change a Chart Object Style

Select the chart or a chart element
you want to change.

When a chart object is selected, == :
selection handles appear.

Click the Format tab under Chart
Tools.

Series Options
Fill Angle of first slice
Nootaton [

Point Explosion
3D Format Togeter [

Click the Format Selection button.

Plt Series On

Select the options you want. The
available options change
depending on the chart object.

Click Close.
Slide 6 of6 | “Arcs” [EEERTY o> o]
Apply a Shape Styles to a
Chart Object
Select the chart element you want ane - E——— ——

to modify.

3 (=) = . “MM
Click the Format tab under Chart
Tools.

Click the Shape Fill, Shape
Outline, or Shape Effects button,
and then click or point to an
option.

¢ Fill. Click a color, No Fill, or
Picture to select an image, or
point to Gradient, or Texture,
and then select a style.

¢ Outline. Click a color or No
Outline, or point to Weight, or |
Dashes, and then select a style.

Click to add notes

¢ Effects. Point to an effect
category (Preset, Shadow,
Reflection, Glow, Soft Edges,
Bevel, or 3-D Rotations), and
then select an option.
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Changing the Chart
Layout Objects

Microsoft
Certified PP07S-3.6.4

Application
Specialist

Change Chart Labels

Select the chart or a chart element
you want to change.

Click the Layout tab under Chart
Tools.

Click any of the following buttons:

# Chart Title to show, hide, or
position the chart title.

¢ Axis Title to show, hide, or
position the text used to label
each axis.

¢ Legend to show, hide, overlay,
or position the chart legend.

¢ Data Labels to add, remove, or
position data labels.

¢ Data Table to add a data table
to the chart.

4 I

Did You Know?

You can insert a picture into a chart.
Select the chart, click the Layout tab
under Chart Tools, click the Picture
button arrow, click Picture from File, or
Clip Art, then select the picture you
want.

You can insert a shape into a chart.
Select the chart, click the Layout tab
under Chart Tools, click the Shape but-
ton, click the shape you want, and then
draw the shape.

- _J
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The layout of a chart typically comes with a chart title, axis titles, data
labels, and a legend. However, you can also include other elements,
such as data labels, and a data table. You can show, hide, or change
the positions chart elements to achieve the look you want. You can also
change the chart display by showing axis or gridlines with different
measurements. Format the background of a chart by showing or hiding
the chart wall or floor with a default color fill, or by changing the 3-D
view of a chart.

Slide o6 | Arcs”

(4 N\
For Your Information

Using Advanced Chart Analysis Techniques

PowerPoint offers a number of advanced charting techniques to create
a chart with data analysis. You can add trendlines derived from regres-
sion analysis to show a trend in existing data and make predictions;
create a moving average, a sequence of averages from grouped data
points, that smooths the fluctuations in data so you can more easily
identify trends; add error bars that express the degree of uncertainty
attached to a given data series; add drawing objects, including arrows,
text boxes, and pictures, to your charts; fill chart elements such as
bars, areas, and surfaces with textures, imported pictures, or gradient
fills; and animate bars, data points, or other chart data for added multi-
media impact. To use advanced chart analysis techniques, select the
chart or a chart element you want to change, click the Layout tab under
Chart Tools, and then use the Trendline, Lines, Up/Down Bars, or Error
Bars buttons in the Analysis group.
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Change Chart Axis

Select the chart or a chart element
you want to change.

E\d92-06)- CrartTons -
3
Home Insert Design Animations Slide Show Review  View Add-Ir Design Layout Format ©

Click the Layout tab under Chart

Tools.

Click any of the following buttons: prr—
[humper

# Axis to change the formatting - [

and layout of each axis.

¢ Gridlines to show or hide major
or minor gridlines.

tage formats multiply the cellvalue by 100 and
tsymbl.

If necessary, select the options ke
you want, and then click Close.

| J Click to add notes

Change Chart Background

Select the chart or a chart element
you want to change.

O)\H 906 )+ ChartObjects1._results - Microsoft PowerPoin
3

Click the Layout tab under Chart -
Tools. .

Home Inset  Design  Animations Side Show

> @ E ) & e

Picture Shapes Text
< Box

Insert

Click any of the following buttons:

¢ Plot Area to show or hide the
plot area.

¢ Chart Wall to show or hide the
chart wall with the default color
fill.

¢ Chart Floor to show or hide the
chart floor with the default
color fill.

¢ 3-D View to change the 3-D
viewpoint of the chart.
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Saving a Chart A chart template file (.cr.tx) (New!) saves .aII the customization you
made to a chart for use in other presentations. You can save any chart

Template in a presentation as a chart template file and use it to form the basis of
your next presentation chart, which is useful for standard company
financial reporting. Although you can store your template anywhere
you want, you may find it handy to store it in the Templates/Charts
folder that PowerPoint and Microsoft Office uses to store its templates.
If you store your design templates in the Templates/Charts folder, those
templates appear as options when you insert or change a chart type
using My Templates (New!). When you create a new chart or want to
change the chart type of an existing chart, you can apply the new chart
template.

Create a Custom Chart Template

Click the chart you want to save as
a template.

Click the Design tab under Chart
Tools.

Chart Stytes

Click the Save As Template button.

Make sure the Charts folder
appears in the Save in box.

Microsoft Office templates are
typically stored in the following
location:

Windows Vista. C:/Users/your
name/AppData/Microsoft/
Roaming/Templates/Charts.

Windows XP. C:/Documents and
Settings/your name/Application
Data/Microsoft/Templates/Charts.

Click to add notes

R Ne=0 cr]

Type a name for the chart o
template.
(5 Save ChartTemplate =

Click Save. ) [0 < Tempstes » crans =T [ seare 2]
o o

Favorite Links Name. Date modified  Type Size
“This folder is empty.

(B Recently Changed

| Searches

e e [ -

= HideFolders [

Chart template file format é
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Apply a Chart Template

Use one of the following methods:

¢ New chart. Click the Insert tab, Change Chart Typ 78|
and then click Insert Chart. [ 7emates | [ vy Tempiates
|nd  column .
¢ Change chart. Select the chart ot Line = | e
you want to change, click the ; :
Design tab under Chart Tools, - o
and then click the Change ks x¥ (seatten
Chart Type button. lisi stoce
) Ssurface
In the left pane, click Templates. © Doughnut
22 Bubble
Click the custom chart type you dy Rader
want.
[ anage Tempiates... | [ setas befault chart o]
Click OK.

4 I

Did You Know?

You can manage chart templates in
the Charts folder. In the Chart Type
dialog box, you can click the Manage
Templates button to open the Charts
folder and move, copy, or delete chart
templates (.crtx). When you’re done,
click the Close button to return back to
the Chart Type dialog box, and then
click Cancel.

You can set a chart as the default. If
you use the same chart template over
and over again, you can set a chart as
the default when creating a new chart.
In the Chart Type dialog box, click
Template in the left pane, select the
chart you want to use, click Set as
Default Chart, and then click Cancel.

o _J

Side6or6  Arcs [EE TlasaC=s0 O]

Chart template
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Inserting a Table

Microsoft
Cprifipd PP075-3.7.1
Application
Specialist
Insert a Table Quickly

In Normal view, display the slide to
which you want to add a table.

Click the Insert tab.

Click the Table button, and then
drag to select the number of rows
and columns you want, or click
Insert Table, enter the number of
columns and rows you want, and
then click OK.

Release the mouse button to insert
a blank grid in the document.

When you're done, click outside of
the table.

Draw a Table

222

In Normal view, display the slide to
which you want to add a table.

Click the Insert tab.

Click the Table button, and then
click Draw Table.

Drag the table size you want.

Drag horizontal lines to create
rows and vertical lines to create
columns.

When you're done, click outside of
the table.

A table neatly organizes information into rows and columns, now up to
a maximum of 75x75 (New!). The intersection of a column and row is
called a cell. Enter text into cells just as you would anywhere else in
PowerPoint, except that pressing the Tab key moves you from one cell
to the next. PowerPoint tables behave much like tables in Word. You
can insert tables by specifying a size, or drawing rows and columns to
create a custom table. If you like to use Microsoft Excel worksheets,
you can also insert and create an Excel table in your presentation.

©;
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GIEY)

mbol Object || M

Process

Click to add notes

Slide 5 of7 | Arcs”

Tablelnsert_start - Microsoft PowerPoint =

s SlideShow  Review  View  Addins @

HEER 4EEQ

Process

Slide 5 of 7 | Arcs”




Insert an Excel Table

In Normal view, display the slide to
which you want to add a table.

Click the Insert tab.

Click the Table button, and then
click Insert Excel Spreadsheet.

An Excel worksheet appears on
your slide.

If necessary, drag the lower-right
corner sizing handle to enlarge the
size of the worksheet.

When you're done, click outside of
the table.

Enter Text and Move Around
a Table

The insertion point shows where text
you type will appear in a table. Choose
one of the following after you type text
in a cell.

¢ Press Enter to start a new
paragraph within that cell.

¢ Press Tab to move the insertion
point to the next cell to the right
(or to the first cell in the next row).

¢ Use the arrow keys or click
anywhere in the table to move the
insertion point to a new location.

&) [Tablelnsert_results] =& s
] File_Window B0

d9-c
Home | isert | pogelwout  fomuss  Dota  Review  View  Adans ©

-0 L8P ®» ﬁWOaQL‘JQI 4 (2 & Q

Pvotable Table | Pictur nn Shapes Smartart | Column  Lin Area Satr Ofher | Myperink | Tot  Header Wordat Signsure Object Symbol
t = Footer - Line~

Tables S Charts 5| ks Text

& \

Solutions and Partners

‘ Click to add notes

[ et

] |

Press Tab to move from here to
the first cell in the next row

)\ d92-06 )+
2 Home Insert. Design

Header Ro

Banded ot Banded Columns
e Opti

Through 360 Global sourcing
s2rvice portfolio strategy

Throug
h top-

Click to add notes

Slide’5 o 7 | Arcs”

Press Tab to move Press Tab to
from here to the next create a new
cell on the right row
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Modifying a Table

Microsoft
Certified PP07S-3.7.3

Application
Specialist

Insert and Delete Columns
and Rows

Click in a table cell next to where
you want the new column or row
to appear.

Click the Layout tab under Table
Tools.

To insert columns and rows, click
Insert Above, Insert Below, Insert
Left, or Insert Right buttons.

To delete columns and rows, click
the Delete button, and then click
Delete Columns or Delete Rows.

Change Cells Margins and
Table Sizes

Select the text you want to align in
the cells, rows, or columns.

Click the Layout tab under Table
Tools.

To resize the table manually, drag
a corner or middle resize handle.

To set a specific size for the table,
click the Table Size button, and
then specify a height and width. To
keep the size proportional, select
the Lock Aspect Ratio check box.

To change margins, click the Cell
Margins button, and then click a
cell size margin option: Normal,
None, Narrow, Wide, or Custom
Margins.
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After you create a table or begin to enter text in one, you might want
to add more rows or columns to accommodate the text you are enter-
ing in the table. PowerPoint makes it easy for you to format your table.
You can change the alignment of the text in the cells (by default, text is
aligned on the left of a cell). You can also modify the appearance

and size of the cells and the table.
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Adjust Row Height and
Column Width

Move the pointer over the
boundary of the row or column you
want to adjust until the pointer
changes into a resizing pointer.

Drag the boundary to adjust
the row or column to the size
you want.

4 I

Did You Know?

You can merge or split cells. Select
the cells you want to merge or the cell
you want to split, and then click the
Merge Cells or Split Cells button in the
Merge group on the Layout tab.

)\ H9-0 )

Insert

TableMod_results - Microsoft PowerPoint

Design  Animations
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Click to add notes
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Align Text Within Cells, Rows,
and Columns

Select the text you want to align in
the cells, rows, or columns.

Click the Layout tab under Table
Tools.

To align text in a cell, row or
column, click one of the alignment
buttons in the Alignment group:
Align Left, Center, Align Right,
Align Top, Center Vertically, or
Align Bottom.

To evenly distribute the height and
width of the selected row and
columns, select the row or column,
and then click Distribute Rows or
Distribute Columns.

To change the direction of text in a
cell, select a cell, row or column,
click the Text Direction button,
and then select an option.

r—
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Formatting a Table

Microsoft

Certified PP07S-3.7.4

Application
Specialist

Format Table Columns

Click the table you want to
change.

Click the Design tab under Table
Tools.

Select any of the following row
and column check box options:

¢ First Column to format the first
column of the table as special.

¢ Last Column to format the last
column of the table as special.

¢ Banded Column to format even
columns differently than odd
columns.

Format Table Rows

Click the table you want to
change.

Click the Design tab under Table
Tools.

Select any of the following row
and column check box options:

¢ Header Row to format the top
row of the table as special.

¢ Total Row to format the bottom
row of the table for column
totals.

¢ Banded Rows to format even
rows differently than odd rows.
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When you create a table, you typically include a header row or first
column to create horizontal or vertical headings for your table informa-
tion. You can use Quick Style options (New!), such as a header or total
row, first or last column, or banded rows and columns, to show or hide
a special row and column formatting. The Total Row option displays a
row at the end of the table for column totals. The Banded Row or
Banded Column option formats even rows or columns differently from
odd rows or columns to make a table easier to view. You can also insert
a picture into a table to create a more polished look.

Through 360 service | Global sourcing

Adaptiv; Effective transition
engagement model

Management of
operations

With high
performance
management

Ensuring secure

availability

Through top-tier
talent

TableFormat_start - Microsoft PowerPoint
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Layout )
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J Click to add notes
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Add Pictures to a Table

Select the cells where you want to
insert a picture, and then right-
click one of the selected cells.

Click Fermat Shape.

In the left pane, click Fill.

Click Picture or texture fill option.
Click File.

Click the Look in list arrow,
and then select the drive and
folder that contain the file you
want to insert.

Click the file you want to insert.
Click Insert.

Select or clear the Tile picture as
texture check box.

Click Close.

" Did You Know?

You can add or remove lines from a
table. Select the table you want to
change, and then click the Design tab
under Table Tools. In the Draw Borders
group. Select a pen style, weight, and
color. Click the Draw Table button, and
then drag the pencil pointer from one
boundary to another to add cells. Click
the Eraser button, and then click on a
border to erase a cell. Press ESC when
you're done.

You can show or hide gridlines in a
table. Select the table you want to
change, click the Layout tab under
Table Tools, and then click Show
Gridlines to toggle it on and off.
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Adding a Quick Style }

Add a Quick Style to a Table

Click the table you want to
change, or select the cells you
want to modify.

Click the Design tab under Table
Tools.

Click the scroll up or down arrow,
or click the More list arrow in the
Table Styles group to see
additional styles.

The current style appears
highlighted in the gallery.

TIMESAVER Click the gallery
title bar arrow to narrow down the
list of styles: All, Document
Matching, Light, Medium, or Dark.

Point to a style.

A live preview (Nlew!) of the style
appears in the current shape.

Click the style you want from the
gallery to apply it to the selected
table.

a I

Did You Know?

You can clear table formatting. Select
the table you want to change, click the
Design tab under Table Tools, click the
More list arrow in the Table Styles
group, and then click Clear Table.

Instead of changing individual attributes of a table, such as shape,
border, and effects, you can quickly add them all at once with the Table
Quick Style gallery. The Table Quick Style gallery (New!) provides a
variety of different formatting combinations. To quickly see if you like a
Table Quick Style, point to a thumbnail in the gallery to display a live
preview (New!) of it in the selected shape. If you like it, you can apply
it. In addition to applying one of the preformatted table from the Table
Quick Style gallery, you can also create your own style by shaping your
text into a variety of shapes, curves, styles, and color patterns.

Process

[Build the idea Develop roadmap 1

Through 360 service Global sourcing With high
portfolio strategy performance
management

Adaptive Effective transition Ensuring secure
.engagement model availability

Consulting service Management of Through top-tier
operations talent

Click to add notes

- _J
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Apply a Fill to a Table

Click the table you want to
change, or select the cells you
want to modify.

SideShow  Review  View  Adddns | Design

Click the Design tab under Table
Tools.

Process
Click the Shading button, and then

click or point to one of the
following:

| More il Colrs,
@ pwe

Through 360 service Global sourcing
portfolio strategy

4 Color to select a theme or
standard color. Adaptive Effective transition  Ensuring secure

engagement model availability

¢ Picture to select a picture file.

Consulting service Management of Through top-tier

operations talent

¢ Gradient to select No Gradient,
one of the shadow types, or
More Gradients.

J Click to add notes

¢ Texture to select one of the of
the texture types, or More
Textures.

¢ Table Background to select a
theme or standard color.

Apply an Outline to a Table

Click the table you want to
change, or select the cells you T
want to modify. AR

yle_results - Microsoft PowerPoint Tabif Tools -

Slideshow  Review  View  Add-Ins Design | Layout @

Click the Design tab under Table
Tools.

Process
Click the Border button.

Click a border option, such as No
Border, All Borders, Outside
Borders, Inside Horizontal Border,

Through 360 service Global sourcing
portfolio strategy

management

| nsi d e Ve rt| c al B 0 rd er D | agon al Adaptive Effective transiton  Ensuring secure
. Y engagement model availability
Down Border, or Diagonal Up
Consulting service Management of Through top-tier
B 0 I’d e I. operations talent

J Click to add notes
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H You can change the look of a table by applying effects (New!), such as
Applylng Eﬂ:ec':s to } shadows, reflections, glow, soft edges, 3-D rotations, and transforma-
a Table

tions. Apply effects to a table by using the Table Effects gallery for
quick results. From the Table Effects gallery you can apply a built-in
combination of 3-D effects or individual effects to a table. To quickly
see if you like the effect, point to a thumbnail in the Table Effects
gallery to display a live preview (New!) of it. If you like it, you can
apply it. If you no longer want to apply the effect, you can remove it.
Simply, select the table, point to the effect type on the Table Effects
gallery, and then select the No effect type option.

Apply an Effect to a Text

Click the table you want to

change.

Click the Design tab under Table

Tools.

Click the Tables Effects button,

and then point to one of the

following:

¢ Cell Bevel to select No Bevel ; ' ansop m;'gh
or one of the bevel variations. M | TR

¢ Shadow to select No Shadow, e | AR [~ 7)==
one of the shadow types (Outer — -

Consulting service Management of Through top-tier

or Inner), or More Shadows. operations talent

¢ Reflection to select No
Reflection or one of the
Reflection Variations.

Click to add notes

When you point to an effect, a live
preview (New!) of the style
appears in the current shape.

Click the effect you want from the
gallery to apply it to the selected
shape.
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Sharing Information Among Documents

Object linking and embedding (OLE) is a
familiar innovation in personal computing.
OLE lets you insert an object created in one
program into a document created in another
program. Terms that you'll find useful in
understanding how you can share objects
among documents include:

7 \
Embedding and Linking

Term

Definition

Source program The program that created

the original object

The file that contains the
original

Source file object

Destination program The program that created
the document into which

you are inserting the object

Destination file The file into which you are

inserting the object

-

For example, if you place an Excel chart in
your PowerPoint presentation, Excel is the
source program and PowerPoint is the desti-
nation program. The chart is the source file;
the presentation is the destination file. There
are three ways to share information in
Windows programs: pasting, embedding, and
linking.

Pasting

You can cut or copy an object from one docu-
ment and then paste it into another using the
Cut, Copy, and Paste commands on the
source and destination program ribbons.

Embedding

When you embed an object, you place a copy
of the object in the destination file, and when
you activate the object, the tools from the in
which it was created (the source program)
become available in your presentation. For
example, if you insert and then click an Excel
chart in your PowerPoint presentation, the
Excel ribbon replaces the PowerPoint ribbon,
so you can edit the chart if necessary. With
embedding, any changes you make to the
chart in the presentation do not affect the
original file.

Linking

When you link an object, you insert a repre-
sentation of the object itself into the destina-
tion file. The tools of the source program are
available, and when you use them to edit the
object you've inserted, you are actually edit-
ing the source file. Moreover, any changes
you make to the source file are reflected in
the destination file. You can edit the linked
object from either file, although changes are
stored in the source file. For example, you
might link an Excel chart to a Word document
and a PowerPoint slide so you can update the
chart from any of the files. If you break the
link between a linked object and its source
file, the object becomes embedded.
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Embedding and
Linking an Object

Microsoft

Certified

PP07S-2.2.1, PP07S-2.3.2

Application
Specialist

Insert a New Object

Click the Insert tab, and then click
Insert Object button.

Click the Create new option.

Click the type of object you want
to insert.

Click OK.

Use the source program tools to
edit the object.

When you're done, click outside
the object.

Insert a File

232

Click the Insert tab, and then click
Insert Object button.

Click the Create from file option.
Click Browse.

Click the Look in list arrow, and
then select the file you want to
insert, and then click OK.

To embed the object, clear the
Link check box, if necessary. To
link it, select the Link check box.

Click OK.

You can embed or link objects in several ways. If you are creating a
new object you want to embed or link, use the Insert Object button. If
you want to embed an existing file, you can also use Insert Object and
specify whether you want to also link the object. If your object is
already open in its source program, you can copy the object, and in
some cases, paste it onto a slide, automatically embedding it. Finally,
you can use the Paste Special command to paste link a copied
object—pasting and linking it at the same time.

’69 d9- 0 S
3
Home Insert Design Animations lile Show Review  View Add-Ins ©

DHEaePa R ENI4T000 &9

Te
Box & Foote Time Numb
Media Clips

Insert Object 7)==

,
() Create new Filg:

@) Create from fle |E:\Users\Steve\Documents\Business\Worksheets\Service: x|
Browse [T —

[ pisplay as icon

esult

Inserts the cfntents of the file as an pbject into your presentation
so that you cbn activate it using the dpplication that created it




Paste Link an Object

In the source program, select the
object you want to paste link.

Click the Home tab.
Click the Cut or Copy button.
Switch to your presentation.
Click the Home tab.

Click the Paste button arrow, and
then click Paste Special.

Click the Paste link option.
Click the object type you want.
Click OK.

4 I

Did You Know?

You can paste text in different formats.
The Paste Special command allows
you to paste text on the Clipboard to
other parts of a presentation or other
documents in different formats: HTML
Format, Formatted Text (RTF), or
Unformatted Text.

You can insert objects as icons. In the
Insert Object dialog box, select the
Display As Icon check box. If you
insert an object as an icon, you can
double-click the icon to view the
object. This is especially handy for
kiosk presentations.

You can work with embedded objects.
If you click an embedded object, you
simply select it. You can then resize it
in PowerPoint. If you double-click an
embedded object, you activate it and
the source toolbars and menus appear.
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Modifying Links

Edit a Linked Object

Open the presentation that
contains the links you want
to update.

Double-click the object.
The source program opens.
Make changes you want.

Click the Office button (or File
menu, depending on the program),
and then click Exit program name
(or Exit to return to program
name).

(" Did You Know?

You can change the source of a linked
object. Double-click the linked object
to open it, close the original file, open
a new one, place the data you want in
the file, and then save and exit the
source program.

You can update the source of a linked
object. Open the source file directly
from the source program (not through
PowerPoint), make the changes you
want, and then save and exit the pro-
gram. Open PowerPoint with the linked
object. Double-click the object, and
then exit the program to update the
object in PowerPoint.
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When you modify a linked object, it is usually updated in the destination
document. However, if it doesn’t automatically update, you can update
the link manually. All Office 2007 programs give you some control over
the links you have established. You can convert a linked object to
another object type. For example, if you linked an Excel 2007 worksheet
to a PowerPoint 2007 presentation, and then later wanted to save it as
a PowerPoint 97-2003 presentation, you can convert the linked Excel
object to an Excel 97-2003 worksheet.
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Convert a Linked Object

Right-click the linked object whose
file type you want to convert.

Point to Linked x Object, where x
is Worksheet, Equation, or some
file type, depending on the object

type.
Click Convert.

Click the new object type
you want.

Click OK.

Did You Know?

You can reconnect a broken link. After
you break the connection to a linked
object, you must reinsert the object
into your presentation to reconnect.

Convert B[
Curren it type:  Microso ft Office Excel 97-2003 Worksheet

Object type:
‘@ Convertto:  Microsoft Office Excel 97-2003 Worksheet

Activate as:
[Tl pisplay as icon

Result
Alinked object must be converted at the source.

(d N\
For Your Information

Reducing the Size of Embedded Objects

If you no longer need to edit an embedded object, you can reduce the
size of the object in PowerPoint by removing the OLE related data and
compressing the picture. OLE objects include a Windows® Metafile
(WMF) picture of the image. PowerPoint normally compresses images
very efficiently, but it can't compress images in WMFs, so copying and
pasting or dragging images into your files can make your files quite
large. To remove the OLE data, right-click the embedded object, point to
Grouping on the shortcut menu, and then click Ungroup. Next, right-
click the image again, point to Grouping on the shortcut menu, and then
click Regroup. Ungrouping throws away the OLE data and leaves just
the picture in a form that PowerPoint can now compress. Remember,
once you ungroup the embedded object, you cannot restore the OLE

data without creating a new embedded object.

- J
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H H If you need to create chart for backwards compatibility with Power-
I“sertlng a MlcrOSOﬂ Point 97-2003, you can embed an Excel object for Excel 97-2003. An

Excel Chart embedded object is an object that maintains a direct connection to its
original program, known as the source program. After you insert an
embedded object, you can easily edit it by double-clicking it, which
opens the program in which it was originally created. Embedding
objects increases the file size of a presentation because the embedded
object is stored in the presentation. To reduce the file size of the pres-
entation, you can link an object instead of embedding it. A linked object
appears in the slide, but it actually contains a “link” back to the original
file, known as the source document. When you link an object, the origi-
nal object is stored in its source document, where it was created. You
must have Microsoft Excel installed on your computer to insert an Excel
chart or worksheet.

Insert a New Excel Chart

Click the Insert tab, and then click
Insert Object button.

Ifsert Object [0
Click the Create new option. S cesteren [oman moge B
(@ Create from fle | Microsoft Equation 3.0 3
- - Microsoft Graph Chart
Microsoft Office Excel 97-2003 Worksheet
i H 1 Migosoft Office Excel Binary Worksheet .
Click Microsoft Office Excel Chart. e G bz o
Microsoft Office Excel Macro-Enabled Worksheet
Microseft Office Excel Worksheet [E

CI . k 0 K Result
IC o Inserts a new Microsoft Office Excel Chart object into your

E@ presentation.

Use the source program tools to
edit the object.

When you're done, click outside o =T

5 ) Fle Edt View Inset Format Took Data Chatt Window Help =[x
the object. I : e Sl CI BT PO _e

(" Did You Know? )

You can drag a chart from Excel to
PowerPoint. Open both Excel and
PowerPoint, select the chart in Excel,
and then drag it into PowerPoint. If the
PowerPoint presentation is not visible,
drag the chart to the presentation
button on the taskbar to display
PowerPoint.

0 L]
1st Qtr 2nd Qtr 3rd Qtr 4th Qtr

Bl c 1 D
ndQu_3dQu_lathQu
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Click to add notes
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Import a Microsoft Excel
Worksheet or Chart

Display the slide on which you
want to insert the Excel chart.

:ijifﬂj";ﬁj&s\@

tion | Tet Header WordA Date Siide Symbol Object || Movie Sound
Box & Fool er

Text

Media Ciips

Click the Insert tab, and then click
Insert Object button.

Click the Create from file option,
click the Browse button, locate
and select the chart you want, and
then click OK.

To link the chart, click the Link
check box.

Click OK.

If necessary, edit the worksheet
using the Excel tools.

When you're done, click outside 9 0
the worksheet.
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Inserting a Microsoft
Word Document

Insert a Word Document

Click the Insert tab, and then click
Insert Object button.

Click the Create new option, and
then click Microsoft Word 97-2003
Document, or click the Create from
file option, click the Browse
button, and then locate and select
the file you want.

Click OK.

A Microsoft Word document
opens in the PowerPoint slide.

Use the commands on the Ribbon
to create or modify the document
that you want.

When you're done, click outside of
the object.

See Also

See “Sharing Information Among
Documents” on page 231 for more
information about an embedded object.
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If you need to create a chart for backwards compatibility with Power-
Point 97-2003, you can embed a Word document object for Word 97-
2003. You can insert a Microsoft Word table into PowerPoint by
inserting the document as an embedded object in a slide. When you
insert a new or existing Word document, a Microsoft Word document
opens in the PowerPoint slide. A Ribbon will also open which assists
you in creating and formatting the document. Double-click your embed-
ded object to open Word and edit the document. You must have
Microsoft Word installed on your computer to insert a Word document.
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If you need to match an existing organization chart from a previous ver-

Insertlng a MICI’OSOﬂ: sion of PowerPoint, or create a chart layout for Co-Manager, Vertical,

Organization Chart and Multiple Manager, then Microsoft Organization Chart is your best
choice. Microsoft Organization Chart is an add-in for Microsoft Office

2007 programs, which you need to install. You can insert an Organization
Chart using the Insert Object button on the Insert tab. When you create
an organization chart, a sample chart appears. You can add text, add
shapes, and format the chart boxes and connecting lines. To convert an
existing organization chart from a previous version of PowerPoint,
simply double-click the chart, and PowerPoint converts it.

Create an Organization Chart
Using an Embedded Object

Click the Insert tab, and then click gu o e x
Insert Object button. i 5

Animations _ Siide Show

HeEEaD ) e L

Table | Picure Clip Photo Shapes Smartart Chart | i
- At Album~ -

Click the Create new option. S I— —

Click Microsoft Organization : Solutions and Partners
Chart.

Click OK.

To add text, click a chart box, and
then type a name or text you want.

Consulting
Al

...... |

r T 7
| Technology Training
Allances Allances

Click the chart box to which you
want to attach the new chart box.

Click the Insert Shape button list
arrow on the Organization Chart

toolbar, and then click a shape - JEELTTTES SEROrs)
option. o
¢ Coworker. Places the shape o

next to the selected shape and
connect it to the same manager
shape.

¢ Subordinate. Places the new
shape below the selected
shape and to connect it to the
selected shape.

¢ Assistant. Places the new
shape below the selected
shape with an elbow
connector.

When you're done, click anywhere
outside the org chart.
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Modifying a Microsoft
Organization Chart

Change the Layout

Double-click the organization
chart, if necessary, to open the
chart.

Select the top chart box of the
branch to which you want to apply
a new layout. The chart box should
have subordinates or assistants.

Click the Layout list arrow on the
Organization Chart toolbar, and
then select a new layout.

When you're done, click anywhere
outside the org chart.

(" Did You Know?

You can use the Default Chart Style
when modifying. Format changes such
as coloring and line style can only be
made to the Default chart style, not the
predesigned styles.

You can delete a chart box. If you add
a chart box in the wrong place, you
can delete it by first selecting the chart
box and then pressing the Delete key.

You can align text in a chart hox.
Align the text in a chart box by select-
ing text in the chart box, and then
clicking the Left, Center, or Right
button on the Formatting toolbar.
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In Microsoft Organization Chart, you can change the chart style,
rearrange chart boxes, or edit names in the chart boxes to match the
organization of the company. The current chart type appears in the tra-
ditional style, one manager at the top with subordinates below. You can
use the AutoFormat button on the Organization Chart toolbar to change
the chart style. You can also change the chart box color, shadow, bor-
der style, border color, or border line style. Remember to use formatting
wisely and keep in mind the overall design of your presentation.

Technology
Alliances

Training
Allances

Click to add notes

© —
Sidedor8 | “Arcs [EEETe™ = crel

‘e 2\
Select and Deselect Chart Boxes

To Do this

Select a single chart box Click a chart box using the arrow pointer

Select a set of chart boxes  Click the Select list arrow on the
Organization Chart toolbar, and then click
the set you want

Click a chart box in the level you want to
select, click the Organization Chart tool
bar, click Level

Select one or more
levels of chart boxes

Deselect a chart box Click outside the chart box




Rearrange a Chart Box

Double-click the organization
chart, if necessary, to open the
chart.

Make sure the chart box you want
to move is not selected.

Position the mouse over the chart
box you want to move. The pointer
changes to a four-headed arrow.

Drag the chart box over an
existing chart box.

Release the mouse button
when the chart box is in the
correct position.

When you're done, click anywhere
outside the org chart.

Change the Chart Style

Double-click the org chart, if
necessary, to open the org chart.

Click the AutoFormat button on the
Organization Chart toolbar.

Select a Diagram Style from the
Organization Chart Style Gallery.

Click OK.

When you're done, click anywhere
outside the org chart.
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Select a Diagram Style:
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Linking and Embedding Sounds

When you insert a sound into a presentation,
PowerPoint checks the file size of the sound to
determine whether to link or embed it.
Linking stores the sound file externally, while
embedding stores the sound file within the
presentation.

In PowerPoint Options, you can set the file
size you want (100KB is recommended). If the
sound file is less than the file size you
indicate, the sound is embedded. If the file
size is greater, the sound is linked with the
exception of a WAV file, which is always
embedded. To set the file size, click the Office
button, click PowerPoint Options, click

Advanced, scroll down to under Save, enter a
file size in KB, and then click OK. To determine
if a sound is embedded or linked, click the
sound icon, click the Sounds tab, and then
click the Edit Sound Object Dialog Box
Launcher. In the dialog box, you see either
[Contained in presentation] for an embedded
sound or a path to the sounds for a linked
sound.

If you have an embedded sound in a
presentation and don’t have the sound file,
you can save the presentation as a Web page,
which save the sound as a file.

PowerPoint Options. [ =)
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When printing this document:  |(2]] InsertOrg_results E
Use the most recently used print settings
© Use te following print settings:
Colorgrayscate: | pure Biack ana wnite v |
Print hidden slides
[ scale tofit paper
Frame slides
Save
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