Using Embedded Objects in PowerPoint 
Embedded objects, such as Word tables, Excel charts/sheets, or graphs, may not translate properly when you send the charts to another platform (i.e., Mac to Windows or vice versa).  The receiver may not be able to view the embedded object at all.

If you insert a table, chart, or graph from another application into your PowerPoint chart, we suggest you follow the steps below to first convert the embedded object into PowerPoint shapes before you forward the chart(s) to another person.

1) After inserting the object (Excel spreadsheet, Word table, etc.) into your PowerPoint chart, click the object to highlight it.
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2) Open the Drawing Toolbar by going to the View menu and selecting Toolbars> Drawing.
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3) A message will be displayed asking to verify that you want to convert the object. Click Yes.
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4) From the Drawing Toolbar, click the Draw tool [image: image4.png]


, and then select Ungroup. Your object is broken down into individual PowerPoint shapes. Do not click elsewhere in the chart, as you may unhighlight some of the shapes.

5) Immediately select the Draw tool again, then select Group.

6) Repeat this procedure for each embedded object.

7) Save the file. You should now be able to forward your charts to another platform.

As always, if you need assistance, please contact the IT Help Desk at 358-HELP (4357).

