
Using excel graphs to interpret assessment data including basic functions and 

creating charts. 

Instructions 

1. Open PowerPoint, click on the section of the slide where you want to contain the chart and 
Click on the “Insert” tab,  

 

 

 

2. Go to the “Illustrations” group, Click on “Chart” tab 

 

Click “Insert” tab 



 

 

Note: Hovering the cursor over the “Chart” tab will display a sample chart window. 

 

Click on ”Chart” tab in Illustrations group 



 

 

3. Go to the “Insert Chart” dialog box displayed. 



 

 

 

4. Click a chart, and then click “OK”. 



 

 

 

5. Office Excel 2007 opens in a split window and displays sample data on a worksheet 



 

 

 

6. To replace the sample data in excel, click a “cell” on the worksheet 



 

 

7. Type the data that you want.  

Click on cell to add new data 



 

 

 

8. You can also replace the sample axis labels in Column A  and the legend entry name in Row 

1 by clicking on each cell. 

Fill- in new data in all cells 
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 NOTE   After you update the worksheet, the chart in PowerPoint updates automatically 

with the new data.  
 

9. Click “Close” to save onto the PowerPoint slide. 



 

 

10. To change the data in the chart, select the chart that you want to change. 



 

 

11. Go to “Chart Tools”, on the Design tab. 



 

 

 

12. In the Data group, click “Edit Data”. 

“Chart Tools” tab 



 

 

 

Microsoft Office Excel opens in a split window and displays  the worksheet that you want 

to edit. 

Click “Edit Data” tab 



 

 

 

13. Click the cell that contains the title or the data that you want to change then type the new 

information. 
 



 

 

  

14. Click “Close” on the Microsoft Office Button. 

Click on cell to add data 



 

 

 

New Graph showing adjustment 



 

 

 

 

 

 


