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Create a Map with Microsoft Word – (Something similar works with Mac applications)
These instructions detail how to make a map using Microsoft Word and the blank topographic map downloaded from the Conservation Website.  If you prefer to use your own mapping program or send hard copy versions of the maps by regular mail, that is fine!  Please make sure that all hard copies are well-labeled.
1) Create a new document in Microsoft Word.  Other word processing programs that can handle images may work as well, but these instructions were created using Word. 

2) In the new blank document, click on the “Insert” menu.  Choose “Picture,” then “From File…” and select the map that you just saved from the website onto your hard drive. “Insert”

[image: image1.png]tng and submiting a Map with the website - Microsoft Word BEE

Edt Vew Insert Fomat Took Table Window Help Type aquestion for help 1+ | X

A4 Nomal - TimesNewRoman - 12 - | B I

9) Now you are ready to begin drawing on the map, to show where the rare plant population is
B located, where you searched (if you did not find the plants), the route you took fo get to the
population, andfor any other important landmarks that you would like to include on your map.

10) The drawing tools should be visible at the bottom of your screen, as shown below. If they
are not visible, then click on the “View" Meny, select “Toolbars” and make sure that the

“Drawing” toolbar option has a checkmark next to it. |

11) Type in the town where the plant population is located.
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3) Double-click on the map which appears in your Word document.    A new window will pop up.  Click on the “Layout” tab and select the “Behind Text” option, as shown below.  This will allow you to draw on top of the map.
Now you are ready to begin drawing on the map to show where the rare plant population is located, where you searched, the route you took to get to the population, and any other important landmarks that you would like to include on your map.  You may want to first enlarge the map to fit the entire page or turn the page sideways by going –> “File” –> Page Setup – click landscape -> “OK”

4) If the drawing tools are not visible at the bottom of your screen, as shown below, then click on the “View” Menu, select “Toolbars” and make sure that the “Drawing” toolbar option has a checkmark.
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5) Select the tool you would like to use to draw on your map.  By clicking on “AutoShapes” and “Lines,” you can select the “Scribble” tool, which allows you to draw whatever shape you would like.  You can also create straight lines, circles, squares, or other shapes.  Play around with it!   

6) After you have selected the tool you’d like to draw with, move the cursor over the map, click and draw!  After you have created a shape, you can change the color by selecting it, clicking on the “Format” menu, selecting “Autoshape” and selecting a color.  If you have created a circle or other shape, you may want to change the “Fill” to “No Fill.”  This will enable you to see the map underneath the circle.  

7)  When you have finished drawing, save the file using the correct file naming procedure!  
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