Images - Drawing Basic Shapes

How do | draw a basic shape?

1
2.

Click the ‘Insert’ ribbon.
Click the ‘Shapes’ button.
Click the shape you wish to
draw.

Click and drag the mouse
over the page to draw your
shape.
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Press <SHIFT> when drawing:

e lines to create them at 45 degree angles (eg 45,90, 135
etc)

e an oval to create a perfect circle.
rectangles to create a perfect square.

How do | resize or rotate my line?

1. Click your line to select it.
2. Position your cursor over one of the handles (the squares at
the beginning and end of the line).
The cursor will change in appearance E—-@
as illustrated.
3. Press and hold the left mouse button.
4. Drag the cursor to adjust the length and/or angle of the line.
How do | change the fill colour of my
shape?
Method One:
1. Click once on the shape to select it.
2. Click to display the Drawing Tools, Format ribbon.
3. Click the ‘Shape ———— Y | |-
Fill’ drop down aoc [ Abe :. el ==
menu. T e AEEEEEE
4. Choose a colour Shape Styles
option from those
provided. I i I I i I
Method Two:
1. Right click your image.
2. Click ‘Fill.
3. Choose a colour. IIIIIIIIII
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How do | change the shape outline?

1. Click once on the shape to select it.

2. Click the Drawing Tools, Format rlbbon

3. Click the ‘Shape hapeFill=
Outline’ drop down l 3
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of the outline. Mo Qutiine
6. Click ‘Shape Outline’. W More Qutine Colors..

7. Choose a colour. B e
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How do | change the shape of my
drawing?

It is possible to change your drawing from one shape to
another without having to delete and recreate it. The new
shape will retain the fill colour, width, style etc of your old
shape.

1. Click once on the drawing you wish to change.
2. Click to display the Drawmg Tools Format ribbon.
3. Click ‘Edit Shape’ COC(ERTRD || —, g [amm]-| &250er
4. Click ‘Change fReE e
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from the options
provided.

How do | add text inside a shape?

1. Right click on the shape.

2. Click ‘Add Text’ style

3. Type the required text.

4. Format your text as you
would normally.
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Available during office hours. For critical support
at other times refer to the out-of-hours phone list.
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