Using the Drawing Toolbar-Auto Shapes

Drawing Toolbar


This entire toolbar could become a floating window by double-clicking on the control bar at the far left end of this toolbar. That gives the following window, which can be placed anywhere on the screen:
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This toolbar can be restored to its original position by clicking in the gray bar at the top and dragging it back to the top of the screen. Push the top of the window up to the bottom of the menu bar. 

	Function of commonly used buttons 
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	A pull down menu with several
drawing options
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	Changes the pointer to a selection arrow
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	Rotates the selected object to any degree
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	A pull down menu with several libraries of shapes
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	Draws a line where you click and drag. Hold the Shift key down to make the line straight
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	Inserts a line with an arrowhead where you click and drag
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	Draws a rectangle where you click and drag. Hold down Shift to draw a square
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	Draws an oval where you click and drag. Hold down Shift to draw a circle

	[image: image10.png]



	Draws a text box where you click and drag
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	Create text effects with Word Art
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	Add, modify, or remove fill color from a selected object
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	Add, modify, or remove line color
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	Formats the selected text with the color you click
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	Changes the thickness of lines
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	Selects dash style for dashed lines
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	Select arrow style; placement and shape of arrowhead
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	A pull down menu offers shadow choices
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	Add 3-d effects to rectangles or ovals


Add a shape

1. On the Drawing toolbar, click AutoShapes, point to a category, and then click the shape you want. 

2. Click the place where you want to insert the AutoShape. 

