Add a missing toolbar 
1. Pull Down Menu
· Click on “View”.

· Click on “Toolbars”.

· Click on the missing Toolbar.

Hint:  If it has a check mark in front, the Toolbar is somewhere on your screen.  It may have attached to another Toolbar.

The three Toolbars that should always be on your screen at all times are:  Standard, Formatting, and Drawing.

