
Drawing Tools
Drawing Toolbar – contains buttons to draw and format shapes

AutoShapes – a collection of preset shapes

Buttons for creating shapes

Line button – click and drag to draw lines

Arrow button – click and drag to draw arrows

Rectangle – click and drag to draw squares and rectangles

Oval – click and drag to draw circles and ovals

Text boxes – to add text you first must draw a text box

Graphic Images
WordArt – brings you to the WordArt dialog box

Diagrams & Charts – brings you to the diagram dialog box

Clip Art – brings you to the Clip Art Gallery

Pictures – brings you to the My Pictures folder

Formatting

Fill color – adds solid colors, gradients, textures or pictures inside a shape
Line color – colors the borders of a shape

Text color – colors word within a text box

Styles

Line style – changes the line or outside border of a shape

Dash Styles – changes the line or outside border into dashed lines

Arrow styles – changes the style of an arrow

Shadow styles – add a shadow to a shape 

3-D Styles – add three dimensional shadow to a shape

Grouping – to cluster many shapes into one

Order – to layer shapes in front of or behind each other

Rotate or Flip
5 ways to rotate or Flip a shape:

Free - Rotate left - Rotate right - Flip Horizontal - Flip Vertical
