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Microsoft Word Exercise #20: Graphics (Diagrams)
The exercises thus far were meant to expose you to some of the most important features in Word.  Even at the outset, your work in business will invariably require you to know these well and many more.  Charts, forms, web documents and mailing lists, for example, are additional document types you can create.  If time permits, we will return and work with some of these.  For the present, we will conclude our study of Microsoft Word with this next sequence of lessons on graphics.
Graphics, when properly used, make your documents more visually appealing.  They can convey information which is difficult to provide in text form.  A graphic is nothing more than a picture or drawing.  They can be created either within Word or outside of it.  They are used practically everywhere – from the pages in your textbooks to the computer games you enjoy.  For purposes of this class, however, we will confine our studies to diagrams, pictures and WordArt.  I will talk more about these later.
We will begin by creating a diagram.  A diagram is a visual representation of information.  In business, organization charts are probably the most common and we will create one in this lesson.  As you will see in the upcoming dialog box, Word includes other types such as radial diagrams, pyramid diagrams, target diagrams and Venn diagrams.

Charts typically have placeholders as templates do.  When you insert an organization chart into a document, the chart has placeholders that you can modify to include your own information.  Likewise, the boxes and lines of the chart are objects that you can move and change.
1. After booting and logging on to the system, launch Microsoft Word.
2. On the Drawing toolbar at the bottom of the screen, run your cursor over each object until you find the one titled “Insert Diagram or Organization Chart.”
3. Click on this button.  The Diagram Gallery dialog now appears with the organization chart selected by default.
4. Click OK.  A template and toolbar appear.  We will now create an organization chart for a fictitious company.

5. Begin by clicking inside the topmost box.

6. Type “John Jones” and <ENTER>.

7. Type “President” just beneath.

8. Click inside the left box of the next row and type “Sally Smith” and <ENTER>.

9. Type “Sr. Vice President” just beneath.

10. In the middle box, type “Phillip Morris” with the title “Sr. Vice President” just beneath.

11. Since our company has only two senior vice presidents, we don’t need the right hand box.  To delete it, right click on it and select the Delete command.  The box disappears.
Note: you can format the text (size, style, color, etc.) inside each of the boxes just as we did in previous lessons.  Feel free to take some time to experiment.

12. Let’s insert two subordinates for each of the Senior Vice Presidents.  Right click just above the bottommost edge of Sally Smith’s position.  If you do this correctly, your cursor will turn into a crosshair.  This can be rather tricky so see me if you have difficulty.

13. Select “Subordinate” on the menu which appears.  Another position appears just below Sally’s.  Add George Wilkins as Vice President.
14. Right click on George’s position as you did Sally’s before and this time, select Coworker on the menu.  This time, add Janet Jenkins as a Vice President.

15. Add two Vice Presidents of your own choosing under Phillip Morris.

16. It is possible to change the color of the connecting lines which link the individual positions.  Let’s change the large horizontal line linking Sally and Phillip to red.  Right click towards the left side.  Make sure that your cursor change to a crosshair before right clicking.  Select the Format AutoShape command in the menu.
17. In the Line area of the window, locate the Color dropdown arrow and click on it.  Select red.  The line connecting John and Sally now changes to red.

18. At this point, call your teacher for a grade.

