Too Many Infographics, Too Little Time: Save Time by Linking

Excel and PowerPoint
CDP Annual Meeting Data Workshop - May 15, 2019 (Melissa Kelly)

Infroduction

In cases where separate infographics are required to show information for multiple different
population groups or geographies, you can automate the process of updating the infographic
by linking your Excel data sheet to an infographic template in PowerPoint.

For example, you may want to create a set of infographics to display demographic information
for different areas of your community (e.g. quadrants, wards, neighbourhoods, etc.) or for
different demographic groups such as seniors or immigrants.

The Basics

¢ In Excel, arrange your data in a way that allows you to quickly pull the information needed
to populate your infographic.
o One way to do this is to include all of the raw data in the Excel file and use tools like
cut & paste or pivot tables to pull out what you want to show in your infographic.
o For example in the screenshot below, the cells with the raw data are shown in grey.
The blue cells show the information that will be used in the infographic. The blue cells
pull information from the yellow column. This column is copy and pasted from the gray
cells.

A N o] P Q R S T u v w X Y
1 2016 Census
2 | Geography Ward 12 Ward 13 Ward 14 Ward 13
3 | Total - Age groups of the population in private households 97435 91170 88685 91170 Total Population Age Distribution =R2
4 |0to 14 years 23756 17590 16375 17590 =R3 0t 14 years =R30
5 |0to 4 years 9635 5580 4820 5580 15 to 64 years =R31
6 5to9years 8455 6325 5555 6326 Average Age 65 years and over =R32
7 1010 14 years 5670 5685 5995 5685 =R44
8 |15 10 64 years 69055 64425 61915 64425
9 15to0 19 years 4550 5805 6330 5805 Age Groups
10 20to 24 years 4910 5705 5730 5705 0o 14 years R4 Age Groups
1125 to 29 years 3560 5925 4915 5925 0to 4 years =R5
12|30 10 34 years 11920 6815 5505 6815 5to9yeas  =R6
13|36 10 39 years 11045 7350 5620 7350 10to t4years =R7 20%
14 40to 44 years 8565 7340 6385 7340 150 64 years =R8
15 45 10 49 years 6580 7240 6685 7240 15t0 19 years =RY
16 50 to 54 years 5285 6845 7378 6845 20 to 24 years =R10
17 5510 59 years 4260 6525 7380 6525 251029 years  =R11
18 60 to 64 years 3375 4870 5795 4870 30 to 34 years =R12
19 65 years and over 4630 9160 10395 9160 35to 39 years =R13
20 65 to 69 years 2175 3825 4295 3825 40toddyears  =R14
21 T0to 74 years 1230 2260 2120 2260 45 to 49 years =R15 71%
22|7510 79 years 705 1430 1730 1430 50to 54 years  =R16
23 80to 84 years 315 1050 950 1050 55 to 59 years =R17
2485 years and over 205 595 700 595 60to B4 years  =R18
26 85 to 89 years 155 430 540 430 65 years and over =R19
26 90 1o 94 years 45 130 135 130 6510 69 years  =R20 " Otoldyears = 1Sto64years = 65 yearsand over
27|95 t0 99 years 0 25 20 25 70to 74 years  =R21
28 100 years and over 0 10 0 10 75 to 79 years =R22
29 Total - Distribution (%) of the population in private househ 100 100 100 100 80toB4 years  =R23
30 010 14 years 244 19.3 185 193 85 years and over =R24 Age Distribution
31 1510 64 years 709 07 69.8 T B5to 89 years =R25
32 65 years and over 47 10 17 10 90to 94 years =R26 100years and over |
33 85 years and over 02 o7 08 [ 95t0 99 years =R27 95 t0 99 years |
34 Total - Distribution (%) of males in private households by [100 100 100 100 100 years and ov=R28 v
35 010 14 years 248 20 192 20 S0to 34 years |
36 1510 64 years 707 705 691 705 85to8yyears W
37 65 years and over 45 95 17 95 20to2ayears N
38 85 years and over 01 06 06 06 79 .

e In PowerPoint lay out your infographic, leaving space for content from the Excel file such as
cells or charts.



The Basics (continued)

e Toimport the Excel content into PowerPoint:
o Copy itin Excel and use “Paste Special” feature in PowerPoint.
o Inthe Paste Special dialogue box, choose the radio button for “Paste link” and select
“Microsoft Excel Chart Object” or “Microsoft Excel Worksheet Object.”
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Formatting Tips

¢ In order for formatting to be applied to the various different infographics, the Excel objects
need to be formatted in Excel. This includes font type, size and colour as well as size of charts
and any chart specific options such as data labels, legends, etc.
e You will likely want to remove the gridlines in your Excel sheet so that the cells copied into
PowerPoint don’t have an outline around them.
o To do this, select “View” from the ribbon at the top of the screen in Excel and then
uncheck “Gridlines”.
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o Cells with text that is cut off in Excel will also show up that way in PowerPoint, so ensure that
your column widths are wide enough to accommodate all text.

e To opftimize for printing, ensure that slides are sized for letter paper. Go to “Design in the
ribbon”, “Slide Size”, then “Custom Slide Size”. In the “Slide Size for” drop-down choose
“Letter Paper (8.5x11 inches).
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Updating Tricks

Sometimes the link between the Excel and PowerPoint files will update automatically and
sometimes it is a bit finicky. If changes made to your Excel objects aren’t reflected in your
PowerPoint document, you can manually update them in the following ways:

e Save your Excel document.

¢ In PowerPoint, right click on an object and select “Update link”.
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¢ |In PowerPoint, select “File” from the ribbon at the top of the screen. In the “Info” screen,
select “Edit links to files” in the bottom right corner. In the “Links” dialogue box, click “Update
now" and also ensure that the "Automatic Update” box is checked.
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Updating Tricks (continued)

e If these methods don't work, save and close your PowerPoint file. When you reopen it, select
“Update links” in the dialogue box that comes up.

** Changing the name or location or your Excel sheet will break the links to the PowerPoint
document. These links can be updated by selecting “File” from the ribbon at the top of the
screen in PowerPoint. Then in the bottom right corner, select “Edit links to files”. In the
“Links” dialogue box, choose “Change Source”, navigate to the appropriate file location
and click “Open. **
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Happy Infographic-ing!
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