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Inserting Charts
Step 1: Mark the Text
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Step 3: Select the type of chart you want to use. First the Type (Column, Pie…) then the sub-type (normal 3-D and so on)
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Step 4: Check if the selection is correct. Otherwise you can enter it manually or simply highlight another selection. (In this sample February instead of January)

You can also choose here if you want Rows (e.g. A4-D4) or Columns (e.g. C4-14)
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Step 5: Select if and where you want your legend
and which Data labels you want. E.g. the total numbers or the percentage or the name or all three. 
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Step 6: Select if you want your Chart in a new Sheet or as an object in the same sheet. 
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Step 7: Click Finish.
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