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Auto Shapes 

When a shape tool is selected, a cross hair will appear when the mouse pointer is taken 
over the document.  Once the crosshair is over the document, click and drag 
to create the shape. 

 

Note: Use the shift key while dragging to constrain the shape. 

 

The AutoShape button has a large 
selection of shapes from which to 
choose. 

 

 

Note: grab the top bar of pop up menu and drag to middle of screen to float the menu. 

 

 

 

 

 

 

 

 

 

 

 

 



 

MS Publisher (Graphics) 

2 

Selecting an Object 
The white arrow is the selection arrow. 

The little dots that appear when an object is selected are called 
ñhandlesò.  

 

 

Resize 
The handles can be used to resize a graphic.  When the mouse 
selection pointer is taken over one of the handles, the selection pointer 
changes into a resizing pointer (two (2) sided arrow.)  When the resizing 
arrow appears, click and drag to resize the graphic. 

The yellow diamond control an inside line. 

 

 

 

 

Move 
The graphic can be moved.  When the mouse selection pointer is taken over the 
graphic, the selection pointer changes into a reposition pointer.  When the 
reposition pointer appears, click and drag to move the graphic. 

 

 

 

Rotate 
The graphic can be rotated.  When the mouse is taken over the 
green rotating button, it turns into a circle with an arrow.  Click and drag in 
the direction to be rotated. 

 

 

 

 

 

Note:  Using the right mouse button to click on an object will bring up a menu of actions 
allowed for the object chosen.  Size and Position can also be changed under the Format 
Picture or Format AutoShape dialog box.  
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Format AutoShapes 
The formatting toolbar has several buttons to do the most often used reformatting tasks. 

 

 

Many more options are available on the menu under Format, AutoShape. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Lines 
To choose a different line or border color, or add effects, click on the small 
down arrow to the right of the paint brush. 

 

To change the type of line/border click on the Line Style button.  

 

To make other 
changes, choose 
the More Linesé 
button.  A dialog 
box will appear. 
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Fills 
To choose a different color, or add effects, click on the small down 
arrow to the right of the paint bucket. 

 

Fill Effects 
Allows the creation of several types of effects: 
Gradient, Texture, Patterns, and Pictures. 
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Order 
Objects placed in a document are placed on layers as if they were transparencies being 
layered one on another. 

To change the order of an item, click on it with the right mouse button. 

Choose Order from the pop up menu, then the desired action. 

 

 

 

 

 

 

 

 

 

 

 

Grouping 
Individual objects can be grouped into one object.   

Select the objects to be grouped by clicking on the first object, 
hold the shift key, and select the remaining objects. 

Let go of the shift key and use the right mouse button on one 
of the objects to bring up the shortcut menu. 

On the shortcut menu, choose Grouping, Group 
or use the Group button on the bottom of the 
selected items. 

 

The grouped items will have one set of handles. 

 

 

To ungroup the group, click on the Ungroup button at 
the bottom of the group. 
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Effects 
3-D 

To add a 3-D effect, click on an object then click on 
the 3-D tool on the formatting toolbar. 

 

 

 

 

 

 

 

 

 

Changes can be made to the 3-D by selecting the 3-D Settings. 

 

 

 

 

Shadows 
To add a Shadow effect, click on an object then click on the Shadow tool on the formatting 
toolbar. 

 

 

 

 

 

 

 

 

 

 

 

Changes can be made to the Shadow by selecting the Shadow 
Settings. 

 


