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Powerpoint

Exercise - Tables and Charts
	1.
	Open a new presentation with a title slide and the heading:

ITQ  – An Overview
Add the sub heading – Mercia Partnership


	2.
	Add a new slide with a Title and Table layout – scroll down towards the bottom of the panel on the right hand side of the screen.


	3.
	Enter the title – ITQ Pricing on the new slide.



	4.
	In the Insert Table box choose 2 columns and 4 rows and click OK.



	5.
	In the table which appears enter the following:

Student Type

Price

Individual

£120

Educational

£140

Corporate

£160



	6.
	Highlight the whole table and centre-align all the text.

Make the text on the top row Bold.



	
	Slides with Charts

	7.
	From the ITQ presentation highlight slide 2 and click on new slide.



	8.
	Select Title and Chart layout towards the bottom of the selection and from the arrow on the right choose Apply to selected slides.



	9.
	In the title area type: Number of Students


	10.
	Double click the chart icon to open the datasheet window.

Enter the text in the datasheet as shown.
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When you have finished close the datasheet window by clicking your curser anywhere in the slide area.   You will be returned to your slide.  Save your presentation as ‘ITQ – Overview’.


To Modify the columns of the Chart
	11.
	To change the colours of the columns on the chart, double click on the chart to select it.  NB ensure that the datasheet table is on view.

	12.
	Right click on any column of the chart to choose the areas to alter.

From the pop up menu choose Format Data Series.
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	On the box displayed check that the Pattern tab is selected and choose a green colour.  

Click OK.

Repeat this action for all the columns within the chart.

Make one column orange.

The other change to red.




Organisation Charts
	1.
	Still using the ITQ Overview presentation already created.



	2.
	Click on new slide button. 

From the layout selection choose Title and Diagram from the bottom of the list.  Click the arrow to the right and select Apply to selected slides.



	3.
	On the slide itself, double click the organisation chart icon.

On the diagram gallery select the organisation chart icon – click OK.



	4.
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By clicking inside each box displayed text can be added.

Add the following information:

John Brown

           Peter Gray               Harry Blue               Tom Pink



To modify the organisation chart

	5.
	Still with the organisation chart on screen.  Ensure that the toolbar is available either as a floating tool or alongside other toolbars. 

Click on the name you wish to change – click on John Brown – immediately the text box becomes active and you can change the contents.
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	6.
	Select the box containing Peter Gray.

Go to the organisation chart toolbar and click the arrow to the right of Insert Shape.



	7.
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The menu box that appears allows you to select the type of box you want to add and by clicking on the required shape you can insert another layer.

Click on Co-worker and another box appears ready for text to be entered.

Enter the name Jim Smith in the new box.


	8.
	The other names are rearranged automatically.



	9.  
	Repeat the exercise and add a box as a subordinate to Tom Pink and an assistant to John Brown.  Enter your own names.



	10.
	To remove names click on the box then click again on the outline of the box.  When the little circular handles appear the box is selected.

Click delete and the box will be removed.  The remaining elements will be re-arranged automatically.



	11.
	Save and close your ITQ Overview presentation.
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