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nClick Insert then chose the chart you like. Then click rectangular shape and drag it until it become bar shape.Then customize the bar shape whatever you want  how short or tall.Then back to Home and click the highlights.Highlights all the bars in your preferred, You can choose any charts you like such as bar charts, line charts, hiecharchycal charts and others … It’s that Easy 
HOW TO CREATE A CHART IN A WORD DOCUMENT
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