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Toolbar
 Standard Toolbar    Drawing Toolbar 

 Make a new document  
 

 Select object  
 

 Open a document  
 

 Draw a line  
 

 Save a document  
 

 Draw an arrow  
 

 Print a document  
 

 Draw a rectangle  
 

 Check your spelling  
 

 Draw an oval  
 

 Cut selection  
 

 Draw a text box  


 Copy selection  
 

 Insert WordArt  
 

 Paste selection  
 

 Fill object with chosen colour  
 

 Format painter  
 

 Change line to chosen colour  
 

 Undo typing  
 

 Change text to chosen colour  
 

 
 

 Adjust line thickness  
 

 
 

 Types of dash lines  
 

 Formatting Toolbar  
 

 Arrow styles  
 

 Make text bold  
 

 Add a shadow  
 

 Make text italic  
 

 Change object to 3-D shape  
3 

 Underline text  
 

 
 

 Align text to the left side  
 

 
 



 Centre text  
 

 
 

 Align text to the right side  
 

 
 

 Centre text  
 

 
 

 Create numbered lists  
 

 
 

 Create bulleted lists  
 

 
 

 Highlight text in a chosen colour  
 

 
 

 Change colour of text  
 

 
 

 
 
 


