
PowerPoint 
Insert Chart 

Step 1 

For personal assistance, come to the Faculty Development Center, 203 Tichenor Hall.  
Call us at 844-5181 or e-mail us at img@auburn.edu. 

Step 2 

Step 3 Step 4 

Step 5 Step 6 

 Click [Insert] [Chart]. 

 Click in the column headings 
boxes to chance the headings. 

 Click in the row heading box 
to change the headings. 

 Click in the boxes to change 
the amounts. 

 Right Click on the row headings to 
bring up an options menu.  From here 
you can Insert and Delete rows. 

 Right Click on the column headings for 
an options menu from which you can 
Insert and Delete columns. 

Continued → 



PowerPoint 
Insert Chart, continued 

Step 7 

For personal assistance, come to the Faculty Development Center, 203 Tichenor Hall.  
Call us at 844-5181 or e-mail us at img@auburn.edu. 

Step 8 

Step 9 

 Right clicking on any box brings up 
the options menu from which you 
can change how numbers appear. 

 From here you can change 
the numbers appearance to 
general, currency, time, 
fraction, etc. When finished, 
click [Ok]. 

 When finished making all 
changes to chart content, click 
[Ok]. 


