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Select Insert

Choose 

Results

Format

Your paragraph text

Modify

Put your Data in Colums and

select the information you

want to convert into a Chart 

Click on the Insert 

tab on the Ribbon

Choose one of the offered

charts, there are many

different Options you can

choose from  

charts

search for the Charts in the

formular bar  and click on the

arrow to see more Options

 You can change the colour

and modify the Chart to your

likings untill you are satisfied

with the results

After choosing a Chart  a window

pops up that lets you change the

Format and Data 

And just like that in a

few easy steps your

chart is complet


