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9.12: SmartArt

Learning Outcomes
Create and insert SmartArt.

SmartArt is a dynamic type of image that you will often see in PowerPoint slides. SmartArt can be used to group lists of
information together, through bullet lists for example, or to show a process, through cycles. Fortunately, you do not need to be a
graphic designer to create and insert simple and effective SmartArt into a PowerPoint presentation.

Before you actually insert SmartArt, you should determine what you are attempting to convey and the best way to convey it. One
helpful item here is the descriptions provided for each basic SmartArt graphic shape. You can access these descriptions by selecting
the Insert a SmartArt Graphic option on a new slide. When you do, you will see this window:

The graphic styles displayed immediately under All are the commonly used ones, but you can navigate to specific styles using the
menu on the left. For this walkthrough, we will create a basic cycle SmartArt graphic. This type of graphic is useful when
describing a process, such as what happens when a customer returns a defective item. This example will be used to describe how to
create a SmartArt graphic.

Once you click OK, the graphic is automatically sized into your slide, just like inserting any image. Remember: at the end of the
day, a SmartArt graphic is just an image. Therefore, you add them to slides using the same steps shown on the previous page. You
have to insert a SmartArt graphic before you can actually create the graphic.

The graphic inserts into the slide with default options, but those are very easy to change, as we will soon see

https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46572?pdf
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/09%3A_Microsoft_PowerPoint_Basic_Skills/9.12%3A_SmartArt


9.12.2 https://biz.libretexts.org/@go/page/46572

Using the text box on the left, type in what should be displayed in each portion of the graphic. To move between portions of the
graphic, in this case the circles, click on the next bullet in the text box or on the next shape in the graphic. Below, all text has been
updated and a title has been added to the slide.

You can edit the text at any time by clicking on the “Type your text here” box or the circle you wish to edit. If you have left the
slide or presentation and come back to edit it later, you will need to click on some part of the SmartArt graphic to bring the “Type
your text here” box back onto the screen.
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Practice Question
https://assessments.lumenlearning.co...essments/18703

If you want to change the color scheme, layout, number of shapes in the graphic, or any other option, you can do so using the
Design tab and the options available in that ribbon. Note this Design tab is only available after you have clicked on the SmartArt
graphic. This is not the standard Design tab that is always available in PowerPoint.

Once you have created your SmartArt graphic, you can use the Convert to Shapes option to make your SmartArt graphic a static
image. Once you do this, you can still edit the text inside the shapes, but you cannot change other options such as color, layout, or
number of shapes.
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Practice question
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