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Microsoft Excel 2007 – Chapter 3

Working with Graphic Shapes

(
Inserting a Shape
1. Insert | Illustrations | Shapes
2. Pick a shape from 1 of the 7 categories. The mouse pointer changes to 
3. Drag in the chart to draw the shape

· To draw a “regular” shape (e.g., a perfectly straight vertical or horizontal line or arrow, a square instead of a rectangle, a perfect circle instead of an oval, etc) hold down the [Shift] key while dragging

· Shapes can also be inserted into a spreadsheet, Word document, PowerPoint slide, etc
· Moving a shape

· Click the shape to select it, and then drag the border

· When the pointer is in position to drag, it changes to 

· Resizing a Shape

· Click the shape to select it and drag a selection handle
· When the pointer is on a selection handle, it changes to 

· Copying a Shape

· Select it, and use the Copy and Paste commands


(Shapes can also be moved via the Cut and Paste commands)
· Adding Text to a Shape
· Create a Text Box shape and place it within the “host” shape

· The Text Box is the first shape in the first row under Basic Shapes
· Enter, replace, select, edit, and format the text as you would for text in a cell of a spreadsheet

· The text box can be moved within the host shape by dragging

· Aligning Multiple Shapes Vertically and Horizontally

1. Click the first shape to select it

2. Click on the other shapes while holding down [Shift] to add them to the selection

3. Drawing Tools | Format | Arrange | Align | Align Middle for vertical alignment

4. Drawing Tools | Format | Arrange | Align | Distribute Horizontally for horizontal alignment

· Grouping Multiple Shapes into One
1. Click the first shape to select it

2. Click on the other shapes while holding down [Shift] to add them to the selection
3. Drawing Tools | Format | Arrange | Group | Group
· Now the shapes can be moved, resized, formatted, rotated, cut, copied, pasted, etc, as a single shape
· “Ungrouping” Shapes

1. Click to select the shape
2. Drawing Tools | Format | Arrange | Group | Ungroup

· Rotating a Shape

Select it and drag the green “rotation handle”
· Formatting a Shape
· Right-click and choose Format AutoShape... from the popup menu
· For a grouped shape, choose Format Object...
