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Drawing Tools 
 
Click on View 
Select Toolbars 
    ---Click on Drawing 
 

To place an arrow behind a text box: 
--Click once on the arrow (there should be little 
circles on the ends of the arrow) 
--Click on Draw (lower left corner of screen) 
--Click on Order  
--Click on Send to Back 
 

To turn off “Auto Canvas” feature: 
Click on Tools 
Click on Options 
Select the tab labeled “General” 
Remove the check mark on “Automatically create canvas when inserting 
Drawing Shapes” 
 
 


