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WELCOME TO SHAPE BUILDING!

EASY DESIGN ON DEMAND!
5ƻ ȅƻǳ ŜǾŜǊ ǘƘƛƴƪ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ǘƻƻƭǎ ƻǊ 
skills to make custom shape designs for your 
PowerPoint slides? Think you need fancy or 
expensive software or advanced design skills?

Believe it or not, you already have
everything you need to get started!

With a little creativity, this step -by-step guide 
will teach you how to build custom shapes in 
PowerPoint that will not only spice up your 
PowerPoint slides but also help you create
more compelling visuals, charts, and diagrams.

You can use these shapes for a number of
items, including but not limited to:

ᴅ Custom icons
ᴅ Image shape cut -outs
ᴅ Custom image cropping
ᴅOther custom shapes for:

Infographics Visual 
Metaphors for 
Processes or 

Pipelines

Timeline 
Markers

KPI Gauges Workflow 
Visuals & 

Swimlanes

THE LIST IS ENDLESS!
[ŜǘΩǎ ŘƛǾŜ ƛƴ ŀƴŘ ǎƘƻǿ ȅƻǳ Ƙƻǿ ȅƻǳ Ŏŀƴ ǳǎŜ ǎƘŀǇŜǎ

to design more engaging and powerful slides!
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TABLE OF CONTENTS

WHATÀS INSIDE THIS GUIDE
Use the Table of Contents below to navigate this guide.

LŦ ȅƻǳΩǊŜ ǾƛŜǿƛƴƎ ǘƘƛǎ ƎǳƛŘŜ ƻƴ ŀ computer , you
can select any item to navigate there directly.

NOTE:
This may  not  
function on a 
smartphone 
or tablet.
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LETÀS CIRCLE BACK TO THE BASICS
.ŜŦƻǊŜ ŀƴȅǘƘƛƴƎ ŜƭǎŜΣ ƭŜǘΩǎ ǎǘŀǊǘ ǿƛǘƘ ǘƘŜ ōŀǎƛŎǎ ǘƻ ƳŀƪŜ ǎǳǊŜ ŜǾŜǊȅƻƴŜ ƛǎ ƻƴ 
the same page ς making and manipulating a shape.

1. There are two ways to add a shape: from the Home tab and from the 
LƴǎŜǊǘ ǘŀōΦ [ŜǘΩǎ take a look  at both.

A. ADD A SHAPE FROM THE HOME TAB

i. Locate the Drawing section of the Home tab.

ii. Choose the shape you want to draw from the
Shapes dropdown menu .

1Aii.

1Ai.

B. ADD A SHAPE FROM THE INSERT TAB

i. Locate the Illustrations section of the Insert tab.

ii. Choose the shape you want to draw from the
Shapes dropdown menu .

1Bi.

1Bii.

F76B1C

Button - Return to the Table of Contents.
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2. Once you choose a shape, you will see that your
cursor has changed to crosshairs . Click anywhere
on the slide and hold down the mouse or trackpad.

3. Drag your mouse or trackpad to draw the shape.
The farther you drag, the larger the shape will be.

2.
3.

4. Optionally, you can hold down the Shift key while dragging the mouse 
or trackpad. This will lock the dimensions of the shape to a 1:1 ratio ς 
for instance, to create a perfect square or a perfect circle.

+   Drag

?

??

1

1

F76B1C

Button - Return to the Table of Contents.
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5. ²ƘŜƴ ȅƻǳΩǊŜ ƘŀǇǇȅ ǿƛǘƘ ȅƻǳǊ ǎƘŀǇŜΣ release
the mouse Φ 5ƻƴΩǘ ǿƻǊǊȅ ŀōƻǳǘ ƎŜǘǘƛƴƎ ƛǘ ǇŜǊŦŜŎǘ
on the first try ς you can modify your shape later!

F76B1C

6. If you want to manipulate the size, dimensions, rotation, location, or 
formatting of your shape, click it once to highlight it .

TIP: WHATÀS THAT THING AROUND MY SHAPE?
When you select a shape, you will see a rectangular

border appear around it with eight equal points.

This is called a bounding box . It lets you see very clearly 
which shape(s) you have selected at a given time.

Even more important than this, though ς it also allows
you to manipulate the shape, as listed in steps 6 -10.

7. To change the size or dimensions of the shape, click and hold any of 
the eight points of the bounding box. Then, drag in the direction you 
want the shape to change.

7.

8. Optionally, you can hold the Shift key to make it larger or smaller 
ǿƘƛƭŜ ƪŜŜǇƛƴƎ ǘƘŜ ǎƘŀǇŜΩǎ ŎǳǊǊŜƴǘ ŘƛƳŜƴǎƛƻƴǎΦ

Button - Return to the Table of Contents.
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9. To rotate the shape, click and hold 
the rotation icon  connected to the 
ǎƘŀǇŜΩǎ ōƻǳƴŘƛƴƎ ōƻȄΦ ¢ƘŜƴΣ move 
your mouse  in the direction you 
want the rotation to go.

F76B1C

10. To move the shape while keeping its 
current shape and size, click and 
hold anywhere inside  the shape or 
the edge lines of the bounding box 
(NOT the eight points). Then, drag 
the shape to the desired location.

9.

10.

11. You will notice that shapes will automatically line up to other shapes 
using invisible guides. This is called snapping .

These guides become visible as you drag the shape when it begins
to line up with other items on the slide or even with the slide itself.

If you ŘƻƴΩǘ want the shape to line up with  these
guides,  hold the Alt/Option key while moving the shape.

Button - Return to the Table of Contents.
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12. Once your shape has the size, dimensions,
rotation, and placement that you want, simply
click any blank space on the slide to deselect the shape.

F76B1C

13. Some shapes, such as parallelograms and stars, have additional 
manipulation options  that appear in the bounding box. These are 
denoted by an additional ninth point inside the bounding box.

A. In the case of the parallelogram , by clicking and dragging this point 
side to side, you can change the steepness of the angled edges.

B. In the case of a star , by clicking and dragging this point up and 
down, you can change the thickness of the arms of the star.

C. Steps 13a and 13b are just examples ς any time you see these 
additional points, drag them around to experiment and see what 
ǘƘŜȅ ŘƻΗ LŦ ȅƻǳ ŜǾŜǊ ŘƻƴΩǘ ƭƛƪŜ ǘƘŜ ŎƘŀƴƎŜǎ ȅƻǳ ƳŀŘŜΣ ǎƛƳǇƭȅ ǳǎŜ
the keyboard shortcut Ctrl+Z/Cmd+Z to undo the change.

13A. 13B.

AND THATÀS IT!
wŜƳŜƳōŜǊ ǘƘŀǘ Ƨǳǎǘ ōŜŎŀǳǎŜ ȅƻǳΩǾŜ 

ŘŜǎŜƭŜŎǘŜŘ ǘƘŜ ǎƘŀǇŜ ŘƻŜǎƴΩǘ ƳŜŀƴ ȅƻǳ ŎŀƴΩǘ 
select it again later to manipulate it further.

Button - Return to the Table of Contents.
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YOUR TURN! MAKE A SHAPE
Follow the steps below to practice making and placing a shape.

1. Open a new PowerPoint 
presentation.

2. Add a shape both from the 
Drawing section of the Home tab 
and from the Illustrations section 
of the Insert tab (step 1).

3. Make one shape locked to a 1:1 
ratio by holding the Shift key while 
dragging and one shape not locked 
to a specific ratio (steps 3 -4).

4. After creating a shape, manipulate 
it using the eight points and 
rotation icon of the bounding box 
(steps 6 -9).

5. Move the shape to another 
location on the slide (step 10).

6. Create a second shape and line it
up with the first by snapping  it to the invisible guides (step 11).

7. Create a star or parallelogram and manipulate its ninth yellow point (step 13).

YOUÀLL BE A SHAPES PRO BEFORE YOU KNOW IT!

Button - Return to the Table of Contents.
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REFLECT ON WHAT YOU LEARNED

How can you apply what you learned in this section? Write 2 -3 ideas.

What are some of your key takeaways from this section? Write any notes or 
tips you want to remember and any other thoughts from this section.

What are you struggling with or confused about? Record any questions you 
have about this section.

Button - Return to the Table of Contents.



0E616F

A3E635

2A2E32

D9DEE2

FFFFFF

SECTION 2:
FORMATTING A SHAPE

VECTORA ENTERPRISE: Where Movement Meets Precision

F76B1C



©2025 -11.21, Vectora  Enterprise
FOR INTERNAL USE ONLY ς DO NOT SHARE WITH CUSTOMERS .
Phoenix Learning Solutions, LLC

13

SECTION 2: FORMATTING A SHAPE

0E616F

A3E635

2A2E32

D9DEE2

FFFFFF

ITÀS SHAPING UP TO LOOK PRETTY GOOD!
bƻǿ ǘƘŀǘ ȅƻǳΩǾŜ Ǝƻǘ ȅƻǳǊ ǎƘŀǇŜ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ƛǘΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ŎƻǊǊŜŎǘ 
ǎƛȊŜΣ ŘƛƳŜƴǎƛƻƴǎΣ ŀƴŘ ǊƻǘŀǘƛƻƴΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ǎǘŀǊǘ ǘƘƛƴƪƛƴƎ ŀōƻǳǘ ǘƘŜ ŦƻǊƳŀǘǘƛƴƎ 
ς namely, the colors and any special effects the shape might have.

A NOTE BEFORE WE GET STARTED
Keep in mind that in many organizations, the colors you can choose 

from may be predetermined  ōȅ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ōǊŀƴŘ ƎǳƛŘŜƭƛƴŜǎΦ

Some companies have these colors built into their PowerPoint 
templates, which you may even be using right now!

But if not, you can ǎŜŀǊŎƘ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ƛƴǘǊŀƴŜǘ ǇŀƎŜ
to see if the brand guidelines have been posted, or if not,

you can contact your Marketing team for further assistance.

¢Ƙƛǎ ƛǎ ŜǎǇŜŎƛŀƭƭȅ ƛƳǇƻǊǘŀƴǘ ƛŦ ȅƻǳΩǊŜ ƳŀƪƛƴƎ
a presentation for a large audience, senior leadership,
or that  will be viewed externally outside the company .

1. Click the shape to select it.

F76B1C

NOTE
The shape will be 
selected when the 

bounding box ς or the 
rectangular border 
with eight points ς 
appears around it.

Button - Return to the Table of Contents.
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2. There are two ways to change the formatting
ƻŦ ŀ ǎƘŀǇŜΦ [ŜǘΩǎ take a look  at them both.

A. USING THE SHAPE FORMAT TAB

i. After you click the shape,
click the new tab that appears
on the toolbar called Shape Format .
The tab may automatically open
upon clicking the shape.

Shape Is 
Selected

NOTE
This tab only

appears when a
shape is selected.

LŦ ȅƻǳ ŀǊŜƴΩǘ ǎŜŜƛƴƎ 
this tab, it means
ȅƻǳ ŜƛǘƘŜǊ ƘŀǾŜƴΩǘ 

selected your shape 
per Step 1, or you have 

selected a different 
item by mistake,

such as an image.

B. USING THE FORMAT SHAPE PANEL

i.  Right - click the shape you want to format.

ii. From the dropdown menu that appears, choose Format Shape .

iii. The Format Shape panel will open on the right -hand side of your 
screen. Often, the Fill & Line button , denoted by a paint can, will 
ōŜ ǎŜƭŜŎǘŜŘ ōȅ ŘŜŦŀǳƭǘΣ ōǳǘ ƛŦ ƛǘ ƛǎƴΩǘΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƛǘ ƴƻǿΦ

Right-
Click 2Biii.

2Bi.

2Bii.

Button - Return to the Table of Contents.
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FOR THE PURPOSES OF THIS GUIDEÅ
We will talk about how to format shapes from the Format Shape panel , 

per step 2B on the previous page, as there are additional options 
ŀǾŀƛƭŀōƭŜ ǘƘŜǊŜ ǘƘŀǘ ŀǊŜƴΩǘ ŀǾŀƛƭŀōƭŜ ŦǊƻƳ ǘƘŜ {ƘŀǇŜ CƻǊƳŀǘ ǘŀōΦ

3. You will see several options for changing the formatting of your shape. 
CƻǊ ǘƘŜ ǇǳǊǇƻǎŜǎ ƻŦ ǘƘƛǎ ƎǳƛŘŜΣ ǿŜΩǊŜ ƎƻƛƴƎ ǘƻ ŦƻŎǳǎ ƻƴ ǘƘŜǎŜ ǘƘǊŜŜ ƛƴ 
the following steps: Shape Fill , Shape Outline , and Shape Effects .

4. SHAPE FILL
Shape Fill refers to the color of the shape itself. You have a number of  
options for how you can fill the shape.

A. NO FILL: You can take away the 
color of the shape entirely, making 
it fully transparent . To do so, click 
the No Fill radio button .

4A.B. FILL WITH A COLOR

i. First, choose the Solid Fill 
radio button .

ii. Then, you can choose a 
solid color from the menu 
of colors provided.

iii. You can also change how 
translucent or opaque the 
shape is by using the 
Transparency slider .

4Bi.

4Biii.

4Bii.

Button - Return to the Table of Contents.
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iv.¸ƻǳ ŀǊŜƴΩǘ ƭƛƳƛǘŜŘ ǘƻ ƻƴƭȅ 
the colors listed in the 
Color menu. When you click 
the Color menu dropdown , 
you have the option to 
choose any custom color 
you want from the More 
Colors panel .

v. Click and drag anywhere in 
the rainbow to choose a 
custom color and use the 
slider to make the color 
lighter or darker.

vi. If your company provides 
branded colors, enter the 
RGB (Red, Green, Blue) 
numbers or 6-digit hex 
code  here.

4Biv.

4Bv.

4Bv.
4Bvi.

iv.¸ƻǳΩƭƭ ƴƻǘƛŎŜ ŀǎ ȅƻǳ ŎƘƻƻǎŜ ŎǳǎǘƻƳ ŎƻƭƻǊǎ ǘƘŀǘ ǘƘŜȅ 
will appear in the Recent Colors row beneath the 
color menu. This makes it easy to pick the same 
ŎƻƭƻǊǎ ŀƎŀƛƴ ƻƴŎŜ ȅƻǳΩǾŜ ŎƘƻǎŜƴ them the first time.

Button - Return to the Table of Contents.
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C. FILL WITH THE EYEDROPPER: To 
match the color of the shape to 
another item on your slide, use 
the Eyedropper tool available in 
the Solid Fill section. With the 
Eyedropper selected, click the 
color on another item on your 
slide and watch the shape fill
with the exact same shade!
This is great if you want to
match a shape to an exact
color on an image.

Anything you want to color -match must
be on the slide with the shape. For instance, if you want to use a color from a 
picture on a webpage, you must first insert it into your slide.

D. FILL WITH A GRADIENT: To fill the
shape with more than one color,
select the Gradient Fill radio button .
You can choose from the list of
premade gradients or make your own.

i. Use the slider  to place your Gradient 
Stops (where each color will start).

ii. You can change the color of each 
Stop marker with the Color 
dropdown, as well as toggle the 
transparency of each item.

iii. You can modify  the type of  gradient 
(Linear, Radial, etc.), the direction
of the gradient, and the angle.
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4Dii.
4Di.

4Diii.

Button - Return to the Table of Contents.
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E. FILL WITH A PICTURE OR TEXTURE: 
To fill the shape with an image or 
texture, choose the Picture or 
Texture Fill radio button .

i. You can insert a picture using 
the Insert button .

ii. A popup menu will appear 
asking you where on the 
computer you want the picture 
to come from. You can choose
a picture from a File on your 
computer, from a free Stock 
image library in PowerPoint, 
and more!
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iii. Alternatively, you can
choose a premade texture
from the Texture dropdown menu .

4Ei.

4Eiii.

4Eii.

F. FILL WITH A PATTERN: To fill the shape with 
a pattern, choose the
Pattern Fill radio
button . You can
choose from a number
of patterns and change
the foreground and
background colors.

4F.

Button - Return to the Table of Contents.






























































