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The examples of drawings that follow 
are designed to be used alongside the 
“Drawing with WORD” tutorial on 
this same website.   
 
Created with the drawing facilities in-
built in WORD, they are intended to 
gradually increase your confidence in 
not only drawing but thinking about 
both layout and how to break drawings 
down into more manageable 
components. 
 
The beauty about drawing on a 
computer is that you can build up your 
own selection of re-usable drawings. 
They can then be incorporated very 
easily into more complex work. Your 
own clip art. 
 
Try not to cheat. If you don’t master 
the early stuff you will get dejected 
when it comes to doing the more 
complex projects and it will all have  
been a waste of time!! 
 
Have fun. 
 

No part of this document may be copied or incorporated into 
other works without the written permission of the author 
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Let’s draw - Exercise 1 

Covers:  
 � Duplicating 

� Grouping 
� Rototating 

 � Free rotation 
 

The drawing grids selected from the drawing 
toolbar is for guidance while drawing only – it 
does NOT print. If you want a grid to print 
(similar to the one on the left) you must create 
one. Follow the Drawing with WORD tutorial 
Exercise 1 

First draw some guidelines for 
your overall grid.  

When you have your grid and 
are happy all the lengths line 

up, remove the guidelines 

And add colours & 
weight if you wish. 

Tip - draw as many guidelines 
as you want while drawing 
and leave them in until you re 
happy with your work 

Now have a go at 
constructing this 

woven pattern 

Remember – you can shuffle objects 
into place with the arrow keys 

Draw your 
vertical lines 

Copy and rotate them to 
get  your horizontal lines 

+ = 
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Let’s draw - Exercise 2 

Covers:  
 � Duplicating 

� Grouping 
� Rototating 

 � Free rotation 
 

+ =

1. Draw a small vertical rectangle and copy/paste it 4 
times 
2. Align them in a straight line, group them and copy/paste 

the group another 4 times 
3. Line them up as below. 

4. Add the rectangles to 
make the sail 

5. Colour as shown. Note – 
you will have to think 
carefully about order 

6. All that remains is to make 3 more 
copies, rotate them, move them 
into position and cover the centre 
joins with the 2 coloured circles 

Now have a go at creating the star. Hint – use the 
Autoshapes/Lines/Freeform tool and then use Edit 
points to knock it into shape  
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1. Draw crosshairs for centre of wheel 
2. Click on Oval tool 
3. Position cursor cross on crosshairs 
4. Hold Shift key to force a circle 
5. Hold CTRL key to force circle from centre 
6. Drag out a circle and choose Fill Color 1st grey 

Let’s draw - Exercise 3 

Covers:  
  
 . Alignment 
 . Overlaying 

� Grouping 
� Rototating 

 � Free rotation 
 . Order 
 

7. Group the crosshairs and bring to front 
8. Repeat 3-6 to create another smaller circle on top of 

the first & choose Fill Color  2nd grey 
9. Bring the crosshairs to the front again 
 

10. Drag another yet smaller circle and leave it white 
11. Bring crosshairs to front again 

12. Pull out a long thin rectangle and choose Fill Color 
1st grey 

13. Adjust its length to fit smallest circle 

14. Copy & rotate to get remaining spokes 
and finish off with some smaller 
filled circles to make centre boss 

15. Delete crosshairs and group all the 
components 

16. Hold shift & CTRL drag out to 
required size 



5 ÓÓÓÓKeith Howell 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Let’s draw - Exercise 4 

Covers:  
� Completing the shape     

 � Moving edit points 
 � Order (front to back) 
 � Copying & resizing 
 � Flipping & rotating 
 

1. Draw rough outline (in one go using the 
Autoshapes/Lines/Freeform tool). NOTE – 
you must do the whole leaf in one go. Don’t 
worry if you don’t like the shape, you can alter 
it with Edit Points 

2. Add the main central vein and perhaps 
1 or 2 main side veins. (All using  the 
AutoShapes/Lines/Freeform tool) 

3. Now add some minor veins in 
a thinner line weight 

4. Finally, draw the tip, change its 
order by sending it to the back and 
push it into place. 

5. Now apply some colour with a 
gradient fill of 1 colour (Dark 
green) and select “diagonal 
down” 

Have a go at creating this. Note – I did not 
redraw the leaves, I simply copied, scaled, 
rotated and refilled with different colours 
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Let’s draw - Exercise 5 

click 

click 

click 

CTRL click 

because we want 
a straight line 

CTRL click 

click 

click 

click 

And finally click back 
on top of the first point 

Select Autoshapes/lines/curve 
from the Draw menu bar 

(Note – you won’t see the black spots, they 
are only shown here as a positioning guide) 

Rough out the shape of the 
top by clicking as follows: 

1: 

2: 

Click anywhere on your shape to select 
it and then select Draw/Edit Points 

4: 

Draw a vertical line roughly through 
the middle of your shape 

3: 

Right Click on the top right Edit Point 
and select Corner Point from the drop 
down menu. This displays the “handles” 
for that point (Blue lines ending in a blue 
handle box) 

6: 

Drag all the edit points to positions so 
that they are level pairs and each pair 
is equidistant from your vertical line 

5: 

Drag the right hand handle down and to 
the left so that the top right shape starts 
to match the top left of the glass 

7: 
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Let’s draw - Exercise 5 part 2 

Now lets put them all together 
and apply some shading 

9: 

Remove the centre line.  
Select Fill Color lightest grey. 
Select Line Color lightest grey 

10: 

Select Autoshapes/lines/curve 
from the Draw menu bar and 
repeat the process to draw the 
stem and the base. 

8: 

11: Finally embellish with some 
white shapes 

Now for the important part of the lesson.  
 
Take a real wine glass and you will that this is nothing like the colours and shading in the real one. What 
you have created is a representation of a wine glass that everyone recognises and appreciates without it 
having to be accurate. 
 
You could spend hours and improve on what you have done but it is often not necessary. Simple 
embellishment of drawings and documents is often all that is needed to Improve the image of what you are 
doing. 
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Let’s draw - Exercise 6 

Covers:  
 � Duplicating 

� Grouping 
� Rotating 

 � Free rotation 
 . Bendy lines 

1. Draw a series 
of different 
size ellipses, 
some filled, 
some not, 
and set up 
their order so 
they look as 
shown 

2. Add in a 
series of 
small filled 
ellipses, 
each one 
free rotated 
to lie in a 
curve 

3. Draw 2 ellipses 
and  2 joining 
lines.  

5. For tread patterns, 
repeat drawing 
ellipses, tracing and 
deleting original 
ellipses. 

Remember – most of the time we are trying 
to create a representational drawing. You 
will probably never see a wheel like this but 
we all think of it as a car wheel 

4. Using the 
Autoshapes/lines/curve 
tool, trace around the 
outline shown and fill 
with 50% grey as here. 
Delete the original 
ellipses and lines 

And finally 
add a bit of 

colour 



9 ÓÓÓÓKeith Howell 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Let’s draw - Exercise 7 

Covers:  
 � Duplicating 

� Grouping 
� Rotating 

 � Free rotation 
 

1. Draw the basic bell shape (all in one 
go!) using AutoShapes/Lines/Freeform 
and fill effects, gradient, 1 colour – 
white, vertical, left to right 

2. Draw 2 ellipses & join them with 2 
straight lines. Using 
AutoShapes/Lines/Freeform, trace 
the shape shown in red, delete the 
original ellipses & lines. Use the 
same fill effect as the bell body 

3. Now create the remaining 
components as per the diagram 
and group them all together 

NOTE – this ellipse has its gradient 
fill going the opposite way 

Now have a go at 
drawing these 
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Let’s draw - Exercise 8 

Covers:  
 � Freeform 

� Grouping 
� Order 

 

I haven’t given individual steps here – the exploded diagram should be self 
explanatory. Everything was done with Autoshapes/Lines/Freeform. Remember – 
you have to do each individual shape in one go. 



11 ÓÓÓÓKeith Howell 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Let’s draw - Exercise 9 

Draw a cross 

Pull out a circle. 
Hint - hold Shift 
Ctrl down 

Draw a 4 pointed star 
using Freeform (9 
clicks) 

Copy and rotate 45º 

Position on top 
of original 

Trace over star using 
Freeform. Move it away and 
delete all the previous stuff 

Draw a larger cross and pull 
out a larger circle 

Decide how many stars you 
want in a circle and draw as 
many lines. Hint – draw 
them vertical and then use 
format autoshape to rotate 
them. 

Copy the stars and rotate 
them to match each line.  
Hint – nudge them into  
final position with the arrow 
keys 
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Covers:  
 � Duplicating 

� Grouping 
� Rototating 

 � Free rotation 
 

Remove guidelines and circle 
Set for 90% transparency, 
line colour lightest grey line 
weight 0.25 

(continued) 
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Let’s draw - Exercise 10 

Global Express  
  Logistics & Mail 

������ ��		
�����	
��
���������������	
�
� �

1) Select the annulus shape from the Draw 
toolbox Autoshapes/Basic Shapes 

2) Pull out a fairly large ring then thin the 
wall by pushing on the yellow diamond 

3) Select Shadows and choose a 
bottom right shadow, then 
Shadow Settings and nudge 
the shadow nearer by clicking 
on the nudge buttons 

4) Choose black for the shadow, 
and orange fill and orange line 
from the main draw toolbar. 
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5) Next select the very first 
WordArt style and create a 
capital T in Arial Black 36pt 
Bold. (It will be the wrong 
shape but don’t worry). Click 
on the T and it should look like 
this and somewhere on your 
screen the WordArt toolbox 
will appear 

  

6) Open up the text 
wrapping selection 
and choose ‘behind 
text’ 

7) Now push and pull the shape of the T 
until it fits inside the ring and add 
shadow and colour the same as the ring 

8) Now duplicate the ring and T two times. 
Click on the T in one of the duplicates and use 
the WordArt Editor to change the T to N 

9) Group each letter with its ring. Select the N ring and use 
Order to ‘bring to front’. Repeat for the right hand T 
ring. Now move the rings so they look like the logo 

10) Finally group the lot together 
and scale to the size you want. 
Remember to hold down the 
shift key to constrain the image 
to the correct proportions 

REMEMBER  – this is not the true corporate logo and should not be used in anything other than in-house PowerPoint 
presentations or mockups. Being a scalable vector however means you can set the size yourself. 

����������	�
�����
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Basically, you break everything down into simple shapes. Don’t worry 
if a shape doesn’t look right to start with, you just push and pull the edit 
points until you are happy (Refer to Exercise 5) 

Global Express 
  Logistics &  Mail 

Global Express 
  Logistics &  Mail  

Try a wheel 
Pull out a circle 
and fill it black 

Pull out 2 more and 
fill different greys 

Pull out 3 more  Draw a small filled circle 
and copy 12 times 

And finally, group 
them all & scale to 
size 

Most of the rest was drawn with Autoshapes/Lines/Freeform and, 
where needed, nudged into shape with edit points 
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Draw 2 ellipses and the hole 

Using the curve tool, trace 
out the shape shown. Add a 
little rectangle (filled white 
, line white ; shown red 
here) to cover end line 

Repeat for right hand loop 

Don’t forget you can 
manipulate the edit points 
to improve your curves if 
you are not happy with 
them. See “Drawing a wine 
glass” 

Group the 2 bits and the hole 
(discard the original ellipses)  

Duplicate, lay 
over the top of 
each other, group, 
resize and rotate 
to whatever size 
and orientation 
you want 

� �� �� �

����	
�����
	��� �

Let’s draw - Exercise 11 
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Draw 2 ellipses, the hole 
and a slightly smaller ghost 
hole for registration 

Using the curve tool, trace 
out the shape shown. 

Don’t forget you can 
manipulate the edit points 
to improve your curves if 
you are not happy with 
them. See “Drawing a wine 
glass” 

Group the shape, the hole 
and the ghost hole (discard 
the original ellipses)  

Duplicate, lay 
over the top of 
each other, group, 
resize and rotate 
to whatever size 
and orientation 
you want 

� �� �� �

����	
�����
	��� ���� �
Let’s draw - Exercise 12 
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Let’s draw - Exercise 13 

1. Draw 2 concentric circles and a third dotted 
one if you feel your design needs it 

2. Select the third Word Art option and type the 
text you want to go around part of the coin. 
N.B. If you want any special symbols then 
type the text in a temporary text box, use 
Insert Symbol to add your special characters 
and then copy and paste your text into the 
Word Art text edit box 

Drag these to 
define the ellipse 
or circle your text 
is to follow 

Drag this to define 
the arc the text will 
adopt on the ellipse 
or circle 

Use this to rotate the text into 
the orientation you  want 

3. Repeat the exercise for any 
other text you need and place 
it onto the circles you created 
in 1. Note that I chose to 
colour the text light grey 

4. Finally, design, copy, trace, 
scrounge a design for the centre. 
Here I have drawn the head of 
Queen Elizabeth II from a UK 
coin just using the Freeform tool 
and then manipulating the edit 
points until I was happy with it. 



19 ÓÓÓÓKeith Howell 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Let’s draw - Exercise 14 

1. Draw a vertical & horizontal line to make a 
cross hair (remember to hold the shift key 
down to make the lines snap exactly vertical & 
horizontal) 

2. Draw a circle with No Fill (Use shift key to 
force an exact circle) and nudge ito position over 
the cross hair. 

Hint – keep your eyes in the little circles and 
when they are on the cross hairs you know it is 
centred properly 

3. Draw a vertical line and using 
Format Autoshape select half the angle 
of pie you want 

4. Position it over your cross hairs 
(go to 500% view to nudge it 
accurately into place). Repeat for a 
second line, with a minus half angle 
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Let’s draw - Exercise 14 (contd) 

4. Using the Autoshapes/line/curve tool , click on the centre 
point, the two radial intersects and back to the centre point 

1 

2

3

4

Looks horrible doesn’t it! Select 
No Fill and right click on here to 
expose the edit points 

5. Nudge the edit points to the exact 
intersects and then right click on each 
one, change to “Corner Point”  

6. Drag the corner points on top of 
the slice outline 

7. Finally, pull the sector 
away and delete the 
background workings. 
 
Here we happen to have 
an 18degree slice ready to 
make a Dartboard. See 
Lets Draw 15 
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Let’s draw - Exercise 15 

1. Draw an 18 degree pie slice (See Let’s Draw 14). 
Make 3 copies and, holding the shift key down, make 
the copies successively smaller. Overlay them to create 
one dartboard segment and group them. 

+ + + = 

2. Make a copy and fill colour to 
make a negative version. Use 
Format Object/Size/Rotation and 
set it to 18 degrees 

3. Successively copy and group slices and move 
them into position. I put together a larger slice 
of 4 smaller slices so all I had to do was copy it 
4 times and work out the rotation for each block 
of 4 

4. Finally, add the 2 inner rings and 
group the whole lot together 


