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Name of tool: 


Move tool





Used for:


Moving images and text boxes to a different position on the page





Name of tool:


Text  box tool





Used for:


Creating text boxes into which you can write a heading or the text for an article





Can you recognise the formatting tools that are on the main tool bar in Microsoft Publisher?  





Write down their name and briefly explain what you might use each tool for








Name of tool:


Oval Tool





Used for:


Drawing oval shapes – could be used to frame an image or some text





Name of tool:


Picture Frame Tool





Used for:


Drawing a frame into which you can insert or paste an image





Name of tool:


Auto shapes tool





Used for:


Drawing lots of different shapes such as squares, circles, hearts, stars, calleouts etc





Name of tool:


Line tool





Used for:


For drawing straight lines on your publication – perhaps to separate different sections





Name of tool:


Word Art 





Used for:


Inserting Word Art into the publication
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