1. Mouse over Insert along the top menu, click on Insert and the menu will expand.  If there are 2 downward facing arrows at the bottom of the menu that expanded, mouse over those 2 arrows to further expand the menu.  Mouse over Picture and a side menu will expand.  Select AutoShapes.
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2. A small menu with 8 buttons will pop up.  Mouse over each of the buttons to identify each of the buttons.  Select the 3rd button from the left, Basic Shapes, and select either Oval or Rectangle as your shape.  You can manipulate the shape to create a circle and square respectively.  
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3. A large box will appear and your cursor will become a cross (+).  Click and hold anywhere and drag the mouse until you see the shape appear.  You can continue to drag up, down or sideways to change the shape.  When you are happy with the shape, let go of the mouse button.  If you need to alter the size and shape later, simply click on one of the 8 circles around the shape and drag to adjust.  Once you have one square and one circle, simple copy as many times as you need rather than following the above steps repeatedly.  You can move the shapes around by clicking on the shape (your cursor will become a cross with arrows) and dragging.  
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4. To fill in the shape with color (ex. Blue for males, pink for females) right click on the shape and a menu will pop up.  Select Format AutoShapes and a new menu will pop up.  It will default to the Colors and Lines tab (if not, go to this tab).  Select the dropdown menu for Color under the Fill heading and you can choose from the colors or select More Colors for more options.  
[image: image4.png]Vew Insert Fomat Tods Teble Window Hep

Edt
DEEHRISAT

i

A

Y

|si Expand £ scale Drawing
1

w \
N
N
N
N
N
N
N
N
N
N
N
> [0 > [> N
I \
N
: = \
= N
A N
— o N
- ¥ e \
& > S N
i \
© N
) [T 1 [u] N
m mEEn W
g EEEE N
— I L1 ] Is) W
lm 2 mEm W
5 EEEO0 N
L mEED W
EmED N E
4 N 0
\ R
\
5 N »
H N
8 H \ 5
5 " 8 \
i \ ‘
3 IHEE b 5
. ¢ & \
<B \ E
\ 3
B [} N o3
N \ -
N N v
2 2N p
a al |} \ @
s B - \ 0
3 A i @ s 3
=)
g
7

g | Aut

i
&

In1 Col 1 ReC| [TRK| (X7 O | G

At I

e

=)

\




5.  To create lines between the shapes you will follow a similar process, this time, selecting the first Button (Lines) on the small AutoShapes menu.  You will Click on the mouse and hold and drag and you will see the line materialize.  Continue dragging until you have achieved the length and placement that you like.  Once the line is created, you can alter the length, angle and placement.  Top move, simply click on the line (cursor will be a cross with arrows) and drag.  To lengthen or shorten, click on the arrow once so that 2 circles appear on either end of the line.  Click on a circle (cursor is diagonal arrow) and drag the end to shorten or lengthen the line.  To change the angle, click on a circle at either end (cursor is diagonal arrow) and move up, down or sideways.   
