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How to create 2D shapes in Word 

Open a new Word document. Are the rulers on? Click View – make sure there is a tick next to Ruler. Is the Drawing toolbar on? Point to View Toolbars - make sure Drawing is ticked.
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The shapes will need to ‘snap’ (fit exactly) to the underlying grid. 

[image: image3.emf]Click on Draw: 

Click on Grid…
Place a tick next to Snap to grid. Check the horizontal and vertical grid spacing. 1 cm is recommended.

[image: image4.emf]On the Drawing toolbar, select this tool to draw a straight line:

Drag the line to the required length. Use the rulers to guide you. Click the tool to draw the next line. The lines must be added one by one.
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Drag on the handles to adjust the line.

[image: image6.emf]You need to group the lines, so that your shape becomes a single object. Click the Selection tool: 

[image: image7.emf]Starting above and to the left of the shape, drag over the shape (a dotted box pulls out as you do this). 

When you release the button, all lines should be selected: 

Right-click on the edge of the shape. On the pop-up menu, follow Grouping and click Group.

To select or move the shape, always point to the edge of the shape. Check that four arrows appear.

Shapes drawn in this way can’t be filled with colour. You can colour shapes created from the Autoshapes menu, but the range of shapes is limited.



Selected shapes can be copied and pasted. With Snap to grid turned on, children may explore tessellation. Shapes may also be rotated or flipped. For these choices, click on 
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