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How to change the background color for 
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Right click on the bar and select Format Autoshape.) When 
the pop-up window comes up, select your color under “Fill” 
and then “Color” menu. For more effects select Fill Effects 
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Note: Skip the following procedure if your graphs were 
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Image checking procedure: After you insert the image (72 
dpi screen resolution) and resize* to fit, right click on it and 
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