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Create charts and tables to support the ideas in your presentation. Use simple examples 
so that the viewer will be able to grasp the main point without having to study the data too 
closely. You can also copy/paste your own charts or graphs into PowerPoint from existing 
documents. 
 
Go to Insert>Chart (or Table) 
 
 

Close the editing table 
when the data is ready to 
be transferred to the chart. 

Click OK after selecting the 
number of columns and 
rows needed for the table. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Customize the Chart or Table  
For example: right click on the chart or table to change colors, font, style, etc.  
See the Help files available through PowerPoint if you need help working with Charts and Tables. 
 

Example of Chart 

Example of Table 
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