
Creating and Customizing Charts in PowerPoint 

1. Inserting a Chart: 

● Navigate to the slide where you want to insert the chart. 

● Click on the "Insert" tab in the PowerPoint ribbon. 

● In the Illustrations group, click on "Chart." 

● Choose the type of chart you want to insert (e.g., column, bar, pie, line, etc.) 

from the Chart Types dialog box. 

● Click "OK" to insert the chart onto the slide. 

2. Entering Data: 

● After inserting the chart, an Excel worksheet will appear where you can enter 

your data. 

● Enter your data into the cells provided. You can also copy and paste data 

from other sources. 

● Close the Excel worksheet when you're finished entering data. 

3. Formatting the Chart: 

● With the chart selected, use the options in the "Chart Tools Design" and 

"Chart Tools Format" tabs to format the chart. 

● Customize the chart title, axis titles, legend, data labels, and other elements 

as needed. 

● Change the chart style and color scheme to match your presentation theme. 

4. Changing Chart Type: 

● If you want to change the type of chart, select the chart. 

● Go to the "Chart Tools Design" tab and click on "Change Chart Type." 

● Choose a new chart type from the dialog box and click "OK" to apply the 

change. 

5. Adding Chart Elements: 

● You can add or remove chart elements such as data labels, gridlines, 

trendlines, and error bars. 

● Click on the chart to select it, then go to the "Chart Tools Layout" tab to 

access these options. 

6. Animating the Chart (Optional): 

● To add animation to the chart elements for a more dynamic presentation, 

select the chart. 

● Go to the "Animations" tab and choose an animation effect from the 

Animations gallery. 

7. Editing Data: 

● If you need to make changes to the data after inserting the chart, double-click 

on the chart to open the Excel worksheet. 

● Make your changes in the Excel worksheet, then close it to see the updated 

chart in PowerPoint. 

8. Saving Changes: 

● Remember to save your presentation after making changes to the chart to 

preserve your work. 



Charts in PowerPoint are powerful tools for visually representing data and trends in 

presentations. By following these steps, you can create and customize charts that effectively 

communicate your message to your audience. 

 


