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Creating Charts in Word, Excel and PowerPoint 

Charts can be confusing and trying to customize gets even more frustrating. This course will help 
demystify charts. We’ll explore how to change the colors, the chart types, the values, align text in 
them effectively and more. It’s not hard if you know how to utilize the chart options and double-click on 
portions of the charts. Before long you will be the chart guru in the office. 

Course Length 

8 hours 

Course Objectives 

1. Know how to set up a chart from an existing table or from scratch 
2. Know how to customize chart values, colors, size and more 
3. Know when to use specific chart types (column, pie line, etc). 
4. Know how to import values into chart 
 
Course Lessons 

 Creating a Column Chart from a Table in Word 
 Create a Column Chart Using the Datasheet in Word 
 Import Data from an Excel File into Word 
 Create a Pie Chart in Word 
 Create a Line Chart in Word 
 Customize Charts in Word 
 Create a Column Chart in Excel 
 Create a Pie Chart in Excel 
 Create a Line Chart in Excel 
 Customize Charts in Excel 
 Create a Chart in PowerPoint 
 Animate a Chart in PowerPoint  

 
Course Materials Supplied 

 Course Booklet 
Every participant receives a 
booklet that contains 
course notes and a listing 
of Internet resources for 
the Excel software. 
 

 Free CD  
Contains Word resources 
such as templates and 
word documents containing 
links to Free Tutorials and 
Tips & Tricks Websites. 
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