Drawing in Word…with the Dreaded Ribbon
Although less friendly for drawing since the introduction of “the ribbon,” MS Word still offers a range of drawing tools that can be used for simple tactile diagrams.

You first need to change the Word defaults. Since we are not placing a drawing into a text document, but rather, creating a graphic that may include text, it is easier to work without the automate Drawing Canvas. To turn off the drawing canvas, go to File > Options > Advanced > Editing options and uncheck the option to automatically insert the drawing canvas.
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Page Orientation and Margins
As you plan your diagram, consider the aspect ratio of what you are creating. If your graphic is wider than it is tall, you may wish to change your page orientation. I also find it is helpful to set standard margins for diagrams. Anything from .5 inches to 1 inch on each edge can work well.
Page Layout > Page Setup OR double click on the gray area of the ruler.

I recommend turning on your ruler if it is not currently visible: You may also find it helpful to show gridlines.

View > Ruler (checkbox) and View > Gridlines (checkbox)

To adjust the size of the grid, go to Page Layout > Drawing group: Align >Grid Settings. (Note that you can also turn grid lines on and off in this window.) I recommend setting your grid at half inch intervals.

[image: image2.png]Drawing Grid

Snap o
[Cinap obiects to arid)
[ Snsp objects to other objects
Grid settings
Horizartal spacig:

Vertica spacing

Grdorign
Use margins

Display grdines on screen
Vertical every:

Horizontal every;





Just be sure to turn off the gridlines when you close the document; otherwise, the lines will appear on all your Word documents. While the lines do not print, they can still make reading a standard document difficult.

Auto Shapes

From the Insert tab, choose Shapes and select the rectangle. Play with drawing the rectangle on your screen. If you want to constrain the proportions of your rectangle to create a square, hold down the shift key as you draw.
Now try the oval. Notice that holding down the shift key produces a circle.
You can change a shape to have the characteristics that you want by right clicking in the shape and choosing “Format Shape.” Once you have selected the fill and line weight, you can make that the default for further shapes by again right clicking and this time choosing set defaults. Try some fills with and without surrounding lines.

Lines and Fills
Tactually a shape formed by lines can easily be interpreted as just a line, rather than a shape. Shapes are most distinct if they are filled. “Smooth” can be considered a fill when it is contrast to other rougher fills around it.
You can right click on the shape to access the fills. (Please note: If the shape does not have a fill, you will need to click on the surrounding line to get all the options for adjusting the shape’s properties.)
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Fills must be distinctly tactually different from each other for the blind user to be able to distinguish them. Lines do not necessarily make the best fills. Check to make sure that they cannot be confused with lines used to form the edges of objects.
You can change the properties of your lines by right clicking on them or by using the choices on the drawing toolbar. Dashed and dotted lines are perceived as “rough” by a blind user unless the dashes/dots are far enough apart to be distinguished on separate objects.
Selecting Objects

The white arrow on the Home > Editing group > Select changes your cursor to allow you to select objects that you have created. To select multiple objects, hold down the control or shift keys while selecting. 
Grouping Objects

If you select multiple objects, you can group them by going to the pink Picture Tools tab and selecting Group from the Arrange Group. Grouping objects allows you to resize or move the entire group at once. Once objects have been grouped, they cannot be manipulated individually until you ungroup them.
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Duplicate Objects

If you need to create a number of the same object (when creating a grid or bar graph for instance), you can create one object and then with that object selected, use Ctrl + D (“d” for duplicate) to create multiple instances of the object. To arrange these objects in a row or column, use the Align or Distribute functions.

Align or Distribute

To distribute multiple objects, select the first object and the last object and drag them to the edges of where they need to be. Select those two objects and all the objects to be distributed and choose Picture Tools > Align or Picture Tools > Distribute (horizontally or vertically). The objects will be spaced evenly between the two ends.
To ensure that the objects line up, select them all and choose Picture Tolls > Align or Picture Tolls > Distribute (top, middle, or bottom).
Text Boxes

In order to place text exactly where you want it on your graphic, you need to place the text in a text box (Insert > Text Box). Right click on the textbox to remove the bounding box. Always be aware of whether your textbox is transparent or contains a white fill. It will make a difference when you place the label in your graphic.
You can use Duxbury to create Braille labels. Open Duxbury and choose File > New. You will type the text that you need into Duxbury and then translate it (Ctrl + T). Copy the Braille and paste it into the textbox. Choose Braille font and set the size to 28 point.
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Tracing

You can trace a graphic in MS Word by placing the graphic into the header and then using one of the line drawing tools to trace it.
If you are copying and pasting the graphic, open the header by choosing Insert > Header or Insert > Footer and then paste the graphic into the header. Drag a corner of the graphic to resize it to the full page. If the graphic is wider than it is high, you may need to change your page orientation or rotate it in a graphic viewing program before pasting it into Word. 
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Right click on the graphic and choose Wrap Text > Behind Text. Perform this operation BEFORE attempting to draw over the graphic. If the graphic is not behind the text, Word will associate what you draw with the header and your drawing will not work properly.
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Close the header/footer window. Set the zoom so at 150% or higher so that you can easily see to trace the graphic. Using one of the drawing line tools (see below), trace over the graphic. Once you have completed your drawing, delete the original graphic by opening the header/footer, selecting the graphic, and tapping the delete key. 
If you find that it is difficult to control the mouse while tracing, you may need to slow down the mouse speed. Go into the Control Panel and select Mouse. Choose Pointer Options. You can slow down the pointer speed under Motion. 
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An alternative method if you are working with a picture that is in a file is to insert the graphic as a watermark. Go to Page Layout > Watermark >Custom Watermark and then choose the radio button for Picture Watermark. The downside with this method is that you have less control over adjusting the picture.

Line Drawing Tools
There are a number of  line-drawing tools available in Word: various lines and connectors (all of which create standard lines), Curve (which curves from point to point; double-click to release it), Freeform (which creates straight lines point to point), and Scribble (which is like using a pencil). You may use one or more to trace your graphic. To begin, go to Insert > Shapes > Lines. Once you have drawn a line, clicking on it will make the orange “Drawing Tools” tab available. Note that in the Drawing Tools tab, you have the option to edit the points making up your lines.
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To use the Curve or Freeform tool, select the tool from the menu. Click once where you wish to start drawing. Move your mouse to the position at which you would like a line segment to end and click the mouse again. Continue clicking and moving until you have outlined the graphic. To end the line segments, double click.
If you have used the Freefrom tool, you can make changes to the lines later by selecting the line, and then choosing Edit Points from the Draw menu. Click on one of the small square points that will appear on the Freeform line and drag the point to the position you wish it to be in.
The Scribble tool draws a continuous line, just as one would with a pencil. This is a faster, although less accurate drawing method for most people.
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