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• The Importance of Charts is essential for transforming raw, complex data into clear, 
actionable visual representations.

• They help to indentify trends, patterns, outliers, making it easier to compare data.

Step 1 :

• Select Your Data  by 
highlight the cells, rows, 
and columns as is 
illustrated below.

Step 2 :

• Insert Chart by selecting 
Recommended Charts or 
choose specific type 
directly from the charts 
group as is shown in 
picture.

Step 3 :

• You can customize with 
the chart selected 
using Chart Design and 
Format tabs to change 
coulors, layout and 
styles.
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