
�Step Sheet: Creating a Venn Diagram�

These steps will help you Use Microsoft Word to create a Venn
diagram. A Venn diagram is used to show things that are different and
similar in two items.  This assignment asks you to create a list of
reasons America had a revolution and the reasons France had a
revolution.  You will put things they have that are unique in the circles
under the titles.  You will create a list of things that they shared in the
area of the circles that overlap, or that the two countries share.

! Create a new document

Step 1. Open Word (from your taskbar, desktop, or Start menu). You
should have a blank document.

! Turn the Drawing Toolbar on

Step 2. At the top of your screen, you should see a list of drop down
menus.  One of these is �View�.  Click on the �View� button and drag
your cursor down to �Toolbars�.  When the side pop-up menu opens,
find the �Drawing� toolbar and drag your cursor over to it.

! Draw a circle

Step 3. At the bottom of your screen, you should see your drawing
toolbar.  Click your cursor on the oval icon. Then put your cursor over
the blank document and click and hold the left mouse button. You
should see a circle/oval appear.  Then draw another circle so that the
two circles overlap. See below:

You can select a circle by left mouse clicking on it.  This will allow you
to change the shape or location or size of the circles.

! Remove the fill color.



Step 4.  Left mouse click on the top circle to choose it.  Then go to the
Format drop down menu at the top of your screen and choose
AutoShape.

Step 5. When the pop up menu opens, change the Fill Color to �No
Fill�.  This will allow the circle below to show through.

! Add a text box

Step 6.  On your drawing toolbar at the bottom of your screen, choose
the white box with the letter A in it by left clicking it.

Step 7. Hold your cursor over one of the circles on your page, and hold
and drag your cursor to create a box.  You have to type in it now, or it
will disappear.  Type the word �France�.  In the other circle, type the
word, �America�.

! Add more text boxes and fill them in

Step 8.  Add a text box below each title that you can write in.  Add one
to the area between the circles also. Use these text boxes to list
reasons each country had for starting a revolution, as well as the
reasons that were shared by BOTH countries.


