Adding AutoShapes
1. Toolbar

· The “AutoShape” buttons are all located on the Drawing Toolbar.

· You can choose “line”, “arrow”, “rectangle”, “oval”.  Under the “AutoShapes” button, there are several more to choose from.

· Click on one.

· Hold done your left mouse button and draw the shape where you want it and how big you want it.  Let go of the mouse button.

· You can use the “Fill Color” button located on the Drawing Toolbar to color in the shape.

· You can use the “Line Color” button also located on the Drawing Toolbar to color the outside line.

· You can use the “Line Style” and the “Dash Style” buttons to change the look of the outside line.

· You can also add shadow and 3-D to Word Art and AutoShapes.

