Procedure for constructing Flags using Microsoft Word

1. Start Microsoft Word

2. On the Drawing Toolbar select Draw/Grid and put tick in ‘snap to shape’ box

3. On the Drawing Toolbar select AutoShapes/Basic Shapes then select the ‘Rectangle’ shape. Left click on page to make shape appear. 

4. Click on rectangle to select the shape, handles will appear around the shape. On the Drawing Toolbar select Draw/Order/Send to Back. (This is now the background layer)

5. On the Drawing Toolbar select AutoShapes/Basic Shapes then select the ‘Cross’ shape. Left click on page to make shape appear, do not resize. (this is the foreground layer)

6.  Click on Cross to select the shape, handles will appear around the shape. Use the yellow handle to adjust the width of the cross. On the Drawing Toolbar set the Fill Color to red and color the cross red. 

7. With the cross still selected on the Menu bar select Format/AutoShape and on the Colors and Lines tab set the Line Color to ‘no line’. This removes the border.

8. Move the cross on top of the white rectangle background and align. If they are not the same size move cross away from rectangle and resize.

9. On the Drawing Toolbar select the ‘Select Objects’ Arrow. Select the flag by dragging a dotted line around it. On the Drawing Toolbar select Draw/Group. The flag can now be moved as a complete item.
10. Move the flag to the top left of page.
11. Repeat  for the next flag arranging the flags in two columns as in the flags handout
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