
“Step Sheet: Creating a Template of a Venn Diagram”

Using Microsoft Word to Make a Graphic
This step sheet will help you create a template of a Venn diagram you
can use for character analysis, author comparisons, math, or a variety
of activities across the curriculum.

! Opening Microsoft Word

Step 1
Find the Microsoft Word icon, which could be in your application folder
or in a Microsoft Office folder.

Step 2
Double-click the Microsoft icon to open the program.

Step 3
When the Project Gallery opens, click OK to open a blank document.

! Creating an Oval

Step 1
In the Drawing toolbar, click Auto Shapes and choose Basic Shapes,
then choose the oval. To place tool bars on the desktop as you work,
click and drag the box to the desktop.

Step2
To create an oval, click the cursor (now a cross) where you want the
upper left of your oval to be. Drag the cursor down and right. Release
and your Oval is in place.

Step 3
To make changes on your image, select it by clicking on one of its
lines. You will see small squares appear (handles).  Place your cursor
on these and you will see arrows. Grab and drag them to increase or
decrease the size of your image. If you would like to move the whole
image, click in the middle of it and drag. To delete any drawing, click
on it and press the delete key.

Step 4
Create a second overlapping oval. (See Step Sheet Sample.)Make sure
both ovals are visible by selecting Fill Color from the Drawing toolbar
and choosing No Fill. All the lines in the Venn diagram will be visible.



! Creating a Text Box

Step 1
In the draw toolbar, click the Text Box icon. Draw the box where you
want the text boxes to appear. (Step Sheet Sample).

Step 2
Click in each text box of the graphic organizer and begin typing. (See
Step Sheet Sample.)

! Grouping Objects

Step 1
When you are satisfied with your drawing, you can group all the
objects you have drawn together which allows them to be moved or
copied easily.

Step 2
Select the Arrow from the Drawing toolbar, and drag a rectangle
around all the items on your page.

Step 3
Click the Draw icon, then choose Group. All items you selected will
now be grouped as one object. You can ungroup the objects at any
time by choosing Ungroup.

Step 4
This template can be changed for any genre focus. Just choose Save
As every time you create a new one so that you have a template
without specific text.


