To draw a Electron dot diagram (the official name!...no you don’t have to write this):
1. Write the element symbol (max of 2 letters, only 1st one capitalized)

2. Using dots to represent the valence e-, place dots around the 4 “sides” of the symbol one side at a time

3. No pairs of dots until all 4 sides have 1 dot
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Practice
1. Draw the electron dot diagram for potassium.

2. Draw the electron dot diagram for bromine.

3. Show how water forms its bonds using the electron dot diagrams from hydrogen and oxygen. 
