PowerPoint 2007
Lesson 2: Shapes and Charts

Indenting Bullets

Create a Title and Content new slide. Enter the aihd
the first two bulleted lines as shown in this pretu ::WaterAnaIyseS o

. * Analyzed water in laboratory
Create an “open” bullet below the second line. Watio

indent this bullet as shown at the right. ¢ Checked for metals

Press on th&ab key to indent the bullet.
Y Water Analyses

® Analvzed water in laboratory

®

TSR

Enter the text shown here for the indented bullets.

¢ Checked for metals
¢ Calcium
® Iron
¢ Lead

® Mercury

Press th&hift andTab keysat the same time to “un-indent’

the last bullet. _Water Ana |y595 °

e T 0=

. ® Analyzed water in laboratory
Enter the text shown here for the final bullet halyzed watet in laboratory

- ® Checked for metals
e Calcium

® [yon

e [ead

L] l\’Ier(‘lu‘y

. Compared with literature
|
|
|
|
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Shapes: Creating a Rectangle

PowerPoint has several built-in shapes that yowsarto create diagrams that can be an
effective way of presenting information. In thisseave would like to create a diagram that
illustrates how the iron levels we have measurdtieriake compare to toxic levels found in

literature references.

Create a new “Title Only” slide.

Delete

Give it the title “Analytical Results: Iron.”

Under the Home tab, click on tihectangleicon in
theDrawing section at the top of the screen

Move the mouse to the center of the PowerPoinés
and, while holding the left mouse button down, dr
a rectangle like the one shown in this picture.
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Analytical Results: Iron

Shapes: Creating a Text Box
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Click on theText Boxicon in the Shapes bar and
create a text box as shown on this picture. Typg “0
ppm” in the text box.

Analytical Results: Iron
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Bold and ltalics Text

Create two more text boxes as shown in this iltigin. Enter
“0.3 ppm” in the top box and “Toxic range for dissa iron”
in the center box.

Select the text in the center box by sweeping thisar over it
with the left mouse button held down. The selettad will be

highlighted. Click on th@old text icon to emphasize this text
in bold.

Emphasize the text in the other two text boxes vatlcs.

Shapes: Colors

Analytical Results: Iron

o S N ———-)

| Toxic range for

a
| dissolved iron

0.1 ppm

Analytical Results: Iron

O-————0 -0

i

Toxicrange for

dissolved iron

0.1ppm

ua(Body) |18 - | AT A& [iE

We do not need to retain the colors th} ; s s 0 2 =
PowerPoint gives shapes. Let's chan¢

BN NOoO D\_-I [ | &2 Shape ill~ &4 Find
Alloocy o ;[g -

the color of the rectangle to blue.

Select the rectangle and click on the [ Analytical Results: Iron

triangle by theshape Fillicon. Choose
the blue color to fill the rectangle.
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5 Drawing I
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Standard Colors.
Ho Fill
- Blue
25 | More Fill Colors D
& Picture
@ Gradient
B Texture
0-3ppm
Toxicrange for
dissolved iron
0.1 ppm.
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Shapes: Arrows

Next, we will add an arrow to this slide.

Choose a right arrow shape from iawing menu.

Add the right arrow shape to the slide so thaiokk

like this picture.

ide Show Review  View
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Analytical Results: [ron

0.3 ppm

Toxicrange for

dissolved iron

0.1 ppm,

Change the color of the arrow to red.

Add a fourth text box containing the phrase
“Iron in lake.” Place this text box over the

arrow, so that the text is superimposed on thg
arrow.

Analytical Results: lron

0.3 ppm

Toxicrange for

dissolved iron

0.1 ppm
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Moving Groups of Shapes

Shapes can be moved around a slide as a grouptheiteft | Analytical Results: [ron

mouse button depressed, sweep the cursor ovehéipes so
that they all are within the shaded area that shokzat .
portion of the screen has been selected.

Toxic range for
dissolved iron

I 0.1 ppm

When you released the mouse button, you shoulthate

all of the shapes have been selected. Analytical Results: Iron

Toxic range for
dissolved iron

1 .
i

1
10.1%

“Grabbing” one of the shapes with the mouse willgr _
them all since they all are selected. Move the sbap Analytical Results: Iron

that they are positioned well on the slide.

0.3 ppm

Toxicrange for
dissolved iron

| 0.1 ppm
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Other Effects

We would like to emphasize the fact | s e v e T
that the rectangle represents levels off ;oo o oo s < B %E}\?g‘;;wéﬂgﬁ = |
dissolved iron and that the levels grow g : I
higher as you move up the rectangle. 'W!..,'(!,!""
| | | ENEEE
Click on theShape Fillicon again. Analytical Results: Iron
This time, selecGradient and choose . — .

the gradient that deepens the color at

the top of the shape. an

[ More Gradients...

To

dissolved iron

0.1 ppm

Charts

Spreadsheet-like charts can help present dataiora readily-understandable way. Although
you can import a chart from a spreadsheet intoveeFoint slide, it is easier to create a simple
chart using PowerPoint.

Suppose that, as part of your research projectpyofifty fish in each of three tanks. One tank
was a control that contained only water. The wettéhe other two tanks contained iron and lead
in concentrations similar to those in the lake yare studying. You then observed the tanks
once a day for five days to see if any fish di@tie total number of fish that had died by the end
of each day is shown below:

Day 1 Day 2 Day 3 Day 4 Day 5
Control 0 0 1 1 1
Iron 1 5 16 31 39
Lead 1 1 1 1 1

You would like to create a bar graph on one slidpldying this information.
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Creating a Chart

Create a “Two Content” slide. Enter
the title and the text in the left Conten
box as illustrated here.

Then click on theénsert Chart icon in
the other Contents box.

Choosing a Chart Type

In theColumn chart list, choose &D
Clustered Column chart.
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Tests on,Fish in the Lab

O

¢ Three tanks

® (Control

® Jron added
® [ead added

concentrations same as in

e
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e (Click to add text

lake
e 50 fish in tank
¢ Observed 5 days
Insert Chart 21l
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Entering Data for a Chart

The screen now will be split, with PowerPoint oa taft and an Excel spreadsheet on the right.
Changing the data in the spreadsheet automatidadigges the chart on the PowerPoint slide.

Do) o ¥ - 5 |5 Toxicty of Metals,pptx - Microsoft PowerPoi.., ‘_CharlTooIs = =X @. ¥ - - )5  Chartin Microsoft Office PowerPoint - Microsoft Excel - A
= Home Insert Design Animations Slide Show Review View “?e;gn\ Layout Format @ A, Homel Insert Page Layout Formulas Data Review View @ -
m=s| , = = ria - | General || G=nsert ~ - 47|
ﬁ *J @ % J‘ICI@’ W | ¥=='1 u- '*GSv'I’fu || ;“]Del:v“é';ﬁ
ChanTpe Template | Row/Coumn Data Dote  bata | Layaste || sulese g |[E oA 0 [ romat - | 2
Type Data Chart Layouts |Chart Styl Clipboard & Font gl 5| Number Cells Editing
C ~ G
A | B E [ F [ & [ wv ] 1
1 Series 1 Series 2 Series 3
2 Category 1 43 24 2|
3 Category 2 25 44 2
4 Category 3 35 18 3
5 Category 4 45 28 5
6
7]
I To resize chart data range, drag lower right comer of range.
9
10
1]
2
. . 13
Tests on Fish in the Lab 5N
* Three tanks 7 § ———— %
* Control Ar
® Iron added %
® Lead added 20
* Iron and lead 21
concentrations same as in 22 |
lake 3
24
* 50 fish in tank 25|
® Observed 5 days 26
° 27
28]
29
30
31
Use the mouse to pull the lower righ iebeard = Font ]l Aignment ]| Number )|
corner of the range to cell F4. Enter E14 Qi
the data into the spreadsheet. A | B | ¢ | D [ E | F
1 Day 1 Day 2 Day 3 Day 4 Day &
2 |Control 0 1 1 1
3 |lron b 16 K| 39
4 |Lead 1 1 1 1
EN
| 6
7
8 To resize chart data range, drag lower right corner of range.
9
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Save the PowerPoint presentation and close
spreadsheet after you have entered the data.

You should see the chart on the right side of {
slide.

Tests on Fish in the Lab

¢ Three tanks
® Control
® Jron added
® | ead added

¢ Iron and lead

concentrations same as in 15 -

lake
* 50 figh in tank
¢ Observed 5 days

40
35
30
25
20

m Day 1
] Day 2
mDay3
m Day 4
m Day5

The Slide View

TheSlide View, on the left slide of the screen, is a |

convenient way to move between slides. If you clig

on the thumbnail image of a slide, PowerPoint will |

display that slide

Deleting a Slide

Samplingthe Lake Water

® Grab samples from boat
® Three locations
© Recorded water

temperature

In the Slide View, click onslide 6to position

yourself at the end of the presentation. Createva n | —

slide, which should be slide 7, as shown inStide
View in the picture at the right.

Suppose that, after creating this slide, you dettide |

you do not need it.
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Select the undesired slide in the Slide View bgkehg on it and
then click on théeletebutton.
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