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Sharing the Power of Learning



Using PowerPoint as a Teaching Aid

Charts and Graphs
Chart reading is an important skill for our students. You can ask the students to do a survey of each other and/or other classes and then put the results in a PowerPoint slide. 
Inserting a Chart or Graph

1. If you don’t want other text boxes on your slide, go to Format and select Slide layout. 

2. Click on the layout that doesn’t have any text boxes. 

3. Go to the Insert menu
4. Select Chart
5.  A bar graph and a datasheet will appear on your screen

6. Change the titles and numbers by clicking on a box in the data sheet, deleting the label, and typing a new one

Reducing the number of bars in the graph

1. Compare the data sheet and the graph to decide what you want to delete
2. In the data sheet, right click on the title of the column or row that you want to delete

3. Select Delete
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To open the data sheet (in case you accidently close it)
1. Go to the View menu

2. Select Data sheet
Changing the Chart Type

1. Right click inside the chart box, but not on the actual chart.
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2. Select Chart Type
3. Choose one of the chart types listed on the left.
4. Choose one of the chart subtypes on the right. Keep in mind that two dimensions are often easier to read than three. 
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Changing the Size and Position of the Chart
You can resize and move a chart the same way you resize or move any image. Click on it and drag it around to move it. Click on a corner and drag it out or push it in to resize it. 

Changing the Colors

1. Double click on the part of the chart you want to change. 
Note for pie charts: Don’t double click. The first time you click you will select the entire chart. Pause for half a second and then click again on the part you want to change. Now double click on the pie chart section.
2. You will see a new window called Format Data Point. 

3. Select the color you want on the right. 

4. You can also change the color of the border by selecting Custom and choosing a color. If you don’t want a border, select None in the left menu. 


Change the color of a bar in a bar graph 





Change the color of the border 





Select any easy to read sub-type





Select the chart type that is best for your data. 





Click here to see a squished preview








