Extension 7.1 - Use Microsoft Word to Draw Points

Today we will be using Microsoft Word to draw and label points. You will also learn how to group objects.
These skills will be the base skills for the advanced lessons to come.

1. Open Microsoft Word
2. We need to make sure that all of us are looking at the same
toolbars. You will want to use the "Drawing" toolbar today,
so let's make sure you have it turned on.

e Click "View" on the menu bar.

o Choose "Toolbars

e Check to make sure "Drawing" is selected as shown

on the right.

iDraw~ L | Autoshapes~ \ w [1 O & 4l &2 8] (& | O

3. In most cases, the drawing toolbar will be docked at the
bottom of your window. Look at the Word window and find
out where this toolbar is.

4. We will start by creating a point.
e Look on the "Drawing toolbar" and find the Oval.

5. When you click the "Oval", the Drawing Canvas will
appear. The drawing canvas is an area where you can draw
multiple shapes. Then you can move them
or delete them as a unit.

e Click in the middle of the Drawing
Canvas to create a circle. Fill
Color
6. Now we will turn the circle into a point
by formatting it. Ll 2 foiahin
o Double Click the center of the circle || Line
to open the "Format Autoshape" Color:
Wizard.
Dashed
7. Points are generally solid black circles. rrows
Use the drop down arrow beside Fill Color et she:
and change the color to black as shown on o
the right. Begin size:
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Extension 7.1 - Use Microsoft Word to Draw Points

8. Now we need to make the point small. We will need to change the size of our circle.

Format AutoShape

Click the size tab on the Format Autoshape

Wizard to begin working with size.

9. | have found that [Height =.1"] and
makes a perfect point.

[ ]
the value to ".1"
Click in the text box next to W
the value to ".1"
Click "OK to apply the format
circle.

[Width = .1"]

Click in the text box next to Height and change

idth and change

changes to your

10. Now we will label the point. You will need to use a
text box to name the point. Look at the Drawing Toolbar and find the "Text Box” as shown below.

Shapes = ™. s [] Dlﬂ'@ e g

il |

11. Select the Text Box button and click in the Drawing Canvas to create a text

box.

o Don't worry if your point disap

pears!

12. We will format the text box in a few steps - but first we need to go ahead and

put the text in the box.

Press the shift key and type a capital A in the text box.

13. Point labels are generally capital letters and italicized. We need to format the

I

font of our "A" so that it is in italics.
[ )
o Select "format from the menu

Select "font"

The Font Formatting wizard

should appear.

14. Change the "Font Style" to
"Italic" or "Bold Italic" and choose
"OK" to apply the changes to your
font.
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Extension 7.1 - Use Microsoft Word to Draw Points

15. We need to make the text box "invisible"

¢ Right now it has a white background (fill) and a line around the outside.

e It may even be hiding the point that you made earlier!

16. Click anywhere on the text box line to cause the text box to be "selected" as

shown in the picture.

17. There are two easy ways to open
the "Format Text Box" wizard.
e You can double click on the
text box's line
e oryou can choose Format
and "Text Box" from the
menu bar.

Format Text Box

l Layout

Text Box Web

Rotation: .
18. My wizard opened to the size tab. e _
Make sure your wizard is showing the Height: | Width |00% (%
size options as shown in the picture.
e Change the both the "Height" and "Width" to .3".
e Then select the "Colors and Lines tab to begin changing the fill and line options.
Format Text Box E
19. Change the "Fill Color" to "No ml ™ T ; A e T
Fill” e i -
Change the "Line Color" to "No
Line" Color; f':'
Click OK to apply the changes to Transparency: | Mo Fil | 0% =]
your text box. i EEEEEEEN
EEEEEEENE| _;
Colr: EEEEEREE| ¥

20. You can move the text box

anywhere you want. Hover your cursor over the edge of the box until it turns into the 4-way arrow.

o Click the box and drag it around the page.
e | would like you to drop the box on the point as shown

21. You have created and labeled a point!

in the picture below.

Next we will "group" the objects so that the point and its label are one object instead of 2.
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Extension 7.1 - Use Microsoft Word to Draw Points

22. This move calls for careful attention. You will need to notice the difference between a normal curser
arrow (1:00) and a reversed arrow (11:00). In some versions of Word, you will not get the reversed arrow -
you will be looking for the four way selecting arrow.

e  Hover your mouse around the left side of the "A™ until you have seen both types of selecting arrows.
Click a few times to see the results of each arrow.
You should discover that the 11:00 arrow doesn't do much but that the 1:00 arrow will cause the text
box to be selected.
Make sure to click away to deselect the objects before moving to the next step.
Practice selecting and deselecting the text box until you are a master.

23. To select both the point and the text box...

Click the "point" to select it.

Hold down the shift key on your keyboard.

Hover your cursor to the left side of the A until the 1:00 arrow lets you know that
you can select the text box.

While holding the shift key click to select the text box.

You should have both objects selected as shown in the picture on the right.

24. Now hover over the selected group until your
curser becomes a 4-way arrow. o A0
¢ Right Click the object to open the submenu Cﬁﬂ%ﬁ

I

Cut

shown on the right.

e Select Grouping and Choose Grouped. i =
[T Paste
25. It's done! You have created a point and labeled it. | Grouping r "% Group

e You can drag the grouped object around and it #4777 Order b | Unorous

will stay the same. Set AutoShape Defaults ﬁ’ Regroup
e Drag your point outside of the drawing canvas % Format Object...

and drop it.

¢ Right click your point and copy it

e Paste a new point and then move it away so that you can see both.
¢ Highlight one of the "A's" and change it to B.

¢ Add some more points.

e Repeat this tutorial until you are a master.
A
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Extension 7.4 - Use Microsoft Word to Draw Lines

Today we will be using Microsoft Word to draw and label lines. You will also learn advanced positioning
and review grouping objects. These skills assume that you are a master of 7.1 - Draw and Label Points. If
you have not completed that activity, please complete it before continuing.

1. Open Microsoft Word
2. We need to make sure that all of us are looking at the same ¢ | yjew | Insert Format Tools Table Winde

toolbars. You will want to use the "Drawing" toolbar today, !‘| Toolbars 3 Skandard
so let's make sure you have it turned on. F._ =W Header and Footer CeiRA
e Click "View" on the menu bar. = .
; £oom... AutoText
e Choose "Toolbars
. . ¥ Control Toolt
e Check to make sure "Drawing" is selected as shown
Database

on the right.

Drawing

3. In most cases, the drawing toolbar will be docked at the
bottom of your window. Look at the Word window and find out where this toolbar is.

Draw > |: !.ﬁ.gtDShapes';\ N[O A d e g @] 5

4. Click the lines icon on the "Drawing Toolbar"
e The "Drawing Canvas" will appear and your cursor will turn into a cross.
e Word is ready for you to draw the line.

5. To draw a straight line... reate your drawing het

e Click somewhere in the drawing canvas and drag
horizontally across
¢ Hold down the shift key on the keyboard to make sure the line is straight.

6. It will be important that your line matches mine, so we will need to format and position our lines.
e To open the format AutoShape Wizard you can use any method you like.
o Double Click the line or...
0 Right Click the line or...
o select "Format" from the menu bar and choose "AutoShape"
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Extension 7.4 - Use Microsoft Word to Draw Lines

7. We will change the Line weight, Format AutoShape [3_<|
Arrow begin style and end style ?:nl-:nrs and Lines | Size Layout | ; Web
from the colors and lines tab. - T
e Start by changing the weight
to 1.5. Cie:
e Use the drop down arrow to Transparency: :
change the Arrow Begin i =
style to the first arrow as ,
shown in the picture. e |_ v| Style: | vl
e Use the drop down arrow to Dashed: | vl Weight: |L5pt g
change the Arrow End style s
:;(t):z ZZT\?es.tyle asyou Begin style: m End style: | — vi
« Do NOT click OK - we still Begin size: —uq:— End size:
need to work on the Layout - - 0—

8. Select the "Size" tab and change
the Width to 4".

:_f_Z-:uI-:urs and Lines | web -:
9. Select the "Layout" tab. Pasition in diagram
e Change the horizontal to 1" Horizontal:  [L13° ||
e Change the vertical to 2” _ P— I
Vertical: |2- 13 £ | Fraom: Top Left Corner |
o Choose OK to apply the T :
format changes to your line.
10. Now comes the tricky part. We want to put some points on this line.
e Use the "oval tool to create a point. a0
e Change the Fill Color to black. R ¥

Click the Size tab.

0 Change the Height to .1 and the Width to .1

Press OK to apply the formatting.

11. Drag the point as close to the line as you can.

12. You can carefully move the point and place it perfectly
on the line. The secret is careful increments.
1. Start the Format AutoShape wizard and switch to
the Layout tab.
2. The Horizontal doesn't matter much for this line so
just switch it to 1.3 so we will have the same.
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Extension 7.4 - Use Microsoft Word to Draw Lines

13. We need to move the point down a little bit. Format AutoShape

o We will start by changing the Vertical to 1.9

. . Colors and Lines Size Layout
e Press OK and see if you are on the line! e L ——

Position in drawing canvas

Lo ]
D0 Horizontal: | 1.3° v| Erom: Top Lt
Yertical: 5 = From: | Top Le

14. We need to get a little farther down. Here is where the
careful increments matters. You must be patient and move
slowly. The actual answer is going to be 1.95, but .5 is a large increment!
e Open the Format AutoShape Wizard and change the Vertical to 1.92. —
e Press OK and see if you are on the line!

15. We are getting closer but still need to get a little farther down.
e Open the Format AutoShape Wizard and change the Vertical to 1.94. Pl
. . o0
e Press OK and see if you are on the line!

16. That almost looks perfect. We need to move down just a little more.
e Open the Format AutoShape Wizard and change the Vertical to 1.95. o8
e Press OK and you will be on the line!

17. We know that our line is Vertical 1.95! — Cel
o Create a new point and set the Horizontal to
4.5 and the Vertical to 1.95.

18. We need to label the points and group the objects. We will start by labeling the

: 8 SR
points as A and B. Af

e Click the Text Box icon and create a text box. A

o TypeA

e Format Font - "Bold Italic" TR

19. We need to format the text box so that it is invisible.
Right Click the text box and choose Format Text Box
On the Colors and Lines tab,

0 change the Fill Color to No Fill

0 change the Line Color to No Line.
On the Size tab

0 change the Height to .3

0 change the Width to .3
Click OK to apply the formatting changes.

20. Move the text box to label the first point.
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Extension 7.4 - Use Microsoft Word to Draw Lines

21. To make the second label ...
e Copy the text box. A
o Paste the text box.
e Move the text box to label the other point.
e Change the A to B.

22. Remember to group objects, you need to hold g%gwb-o
down the shift key.
o Hold the shift key and click both text boxes, da | Cut
both points and the line! =8| Copy
¢ Right click the line |, paste
e Choose Grouping | é. = S "% o
e Choose Grouped 5 Order v (T3 naro P
) ) ;a_t AutoShape Defaults By
23. Congratulations, you have a line!
e Move it around a little and see that it is a single % S S
object and looks good. ==y CYPENI

24. Now you can practice by creating rays and line segments.
o Do not use the arrow style tools as a shortcut since the point that they make will not be congruent
with the additional points that you will need to add to the rays.

25. Finally, put your name on your paper!
e Click View on the menu bar.
e Choose Header and Footer
o Write and Format your name!
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8.4 - Use Microsoft Word to Draw Similar Shapes

Today we will be using Microsoft Word to draw similar shapes. You will learn about resizing with aspect
ratio and rotation.

1. Open Microsoft Word
2. We need to make sure that all of us are looking at the same ¢ | yiew | Insert Format Tools  Table  Winde

toolbars. You will want to use the "Drawing" toolbar today, J| Tookars ; Standard
so let's make sure you have it turned on. F._ e [T —" Formatting
e Click "View" on the menu bar. = \
: Zoom... AutoText
e Choose "Toolbars
. ) ¥ Control Toolk
o Check to make sure "Drawing" is selected as shown
Database

on the right.

Drawing

iDraw= Lz | Autoshapes» N\ % [1 O A 4l 2 8] (& | &

3. In most cases, the drawing toolbar will be docked at the bottom of your window. Look at the Word
window and find out where this toolbar is.

4. We will work with the right triangle in this lesson. ‘ ----------------- OOv<
Later you can apply this skill to any shape you choose 7 Basic Shapes E | ':?' S IEI
or make! | Block Arrows oo ;Eht Triangle

o Select the "AutoShapes" button on the Za Flowchart 3 0 00

drawing toolbar. % Stars and Banners b @ i
e Slide up to "Basic Shapes" : ¥ ARG
e Select the right triangle as shown. autoshapes= [~ w OOl ™ (1 {F 2|8 (& | &
Secd 11 At L] 1 ol 1

5. When you click the "Right Triangle", the Drawing Canvas ;:ff,ffx’,afa?’,afa?’fffffffx’,afa?’ffffffffffffffffffffff?x
will appear. The drawing canvas is an area where you can e;:j ﬁ
draw multiple shapes. Then you can move them or delete ? ﬁ
them as a unit. % e 5 Z
= \redie Yyour alc 19 ﬁ
6. Click the middle of the drawing canvas to create a right ﬁ ﬁ
triangle. 5 =
2 z
{F’ff,f'?’f’,f':-*’f’,f':-*’f’f?’,f'}?’,f'?’ffffffffffffffffffffffff o

7. While we have the triangle selected (note the little circles), we will format it so

that it will look better. i .
e Select "Format" from the menu bar.
e Slide to and click "Auto Shape" &

e The "Format Auto Shape" wizard will appear.
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8.4 - Use Microsoft Word to Draw Similar Shapes

8. | want to change the "Line Weight" [ fese 3
to 1.5. —
e Click the "Colors and Lines" tab Colors and Lines | Size Layout Web
to work with those options. =
e Change the "Line Weight" to 1.5
e Click "OK" to apply the changes Color: || |v|
to your autoshape.
y P Transparency: R0 | > 0% 3
9. It is time to create a similar figure. i
We will copy the original and paste it.
That will create a second figure that is Calor: [ B Style: | v|
congruent to the first. o —
e Select "Edit" from the menu bar. Dashed: | vl  Weent | T _
e Select Copy Arrows
e Select "Edit" from the menu bar. _
e Select Paste Begin style: End style:
e You will have copied and pasted Begin size: End size:
the triangle.
I
[ K ] [ Cancel
Q

10. The triangles may be overlapping.

o Hover over the center of the triangle until your cursor turns into

a 4-way arrow.
¢ Click the triangle and drag it off to the right.

NN

11. It is time to change the second figure so that it is smaller but maintains it proportions. We will need to

format our new triangle.

Select "Format" from the menu bar.

Slide to and click "Auto Shape"

The "Format Auto Shape™ wizard will appear.

I want to change the "Size" so click the "Size" tab to
work with those options.

12. The secret to creating a similar shape with Word is
the "Lock Aspect Ratio" feature. This feature will force
the proportions to remain the same and create a similar
shape to the original.

o Click the checkbox next to "Lock Aspect Ratio".

e Change the height to 75 - but make sure you are in
the scale section as shown - you wouldn't want to
make a 75 inch triangle!

e Select "OK" to apply the changes to your figure.

© 2006 — Norm Mitchell (Math6.org) — All Rights Reserved

Format AutoShape

Colors and Lines |
Size and rotate

Height:

Rotation: Ly

o o
l¢” [ Lock gspectratio ™y,

o & o

| Layout

L

i

iy

Width:

Width:

Width:

Web

<

x|

[ ox

Cancel

Freely reproducible for “non profit” educational purposes — visit http://www.math6.org/legal.htm for more details concerning “non profit”.




8.4 - Use Microsoft Word to Draw Similar Shapes

NN

13. We have created a pair of similar triangles. Let's rotate the new triangle to make it look a little less
similar. .
e Select "Format" from the menu bar. Format AutoShape 3

e Slide to and click "Auto Shape" Calars and Lines || i | Layout Web
e The "Format Auto Shape" wizard will appear. R
. . . ight: 0.75" k= Width: 0.75" 3
14. Rotation" is on the "Size" tab so select the sl L. = LR
"Size" tab to continue. on: 0" 3
A . / Scale
15. Change the rotation to 90 and click OK to apply e L il e
the changes to your triangle. sy ] i N+ B
Lock aspect ratio
Criginal size
Height: Width:
O—D
e o Ck ] [ Cancel

16. Very well done (I hope). Now repeat steps 8-20 with several other shapes. You will become a master of
similar shapes, aspect ratio and rotation in no time at all!

17. Don't forget to use "View" - "Header and Footer" to put your name on your paper!
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