
Fig 1 shows the basic screen layout of Microsoft Word 
2003 running on WindowsXP. Other versions of Word and 
Windows will look different but the tools you require will be 
found in the same locations.

Ensure the Drawing & 
Picture toolbars are 
ticked in the menu 
(Standard & Formatting 
toolbars will also be 
required but these will 
be turned on by default 
in Word)

Step 1: Click the View menu
Step 2: Move your mouse over the 

Toolbars option
Step 3: Ensure that the Drawing & Picture 

Toolbars are ticked. If not, simply 
click each item in turn to make the 
toolbars available

Ensure the Toolbars you require are 
available on the screen by:

The Drawing toolbar is the most important tool we will use 
in designing our flyers and you will find it at the bottom left 
corner of your Word window. (See Fig 2 below)

Line Drawing Tool

Arrow Drawing Tool

Shape tool: Rectangle

Shape tool: Oval

Text Box Tool

WordArt Tool Insert Clipart Image

Insert image from 
file i.e camera or 

scanner

Fill colour for shapes

Line Colour

Line Thickness Shadow effects

3D effects

Line Colour

Font Colour

Dash Style for lines & borders Arrow styles

The Draw Menu: 
Provides quick 

access to changing 
the properties of the 

graphics tools in 
Word. i.e. formatting 
properties (see next 

page)

Fig 2
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