Material for e-course: How to Design 25 Professional PowerPoint Slides

[bookmark: _GoBack]Steps to create an Agenda Slide
1. Create a new slide with ‘Title only’ layout
2. Enter the title text
3. Go to ‘Auto shapes’ menu and select the ‘rounded rectangle’ tool. Drag the cursor across the slide to draw a long rounded rectangle 
4. Move the yellow handle on the top left corner of the shape to increase the curvature
5. Enter your text for the first agenda item
6. Go to ‘Auto shapes’ menu and select the ‘Oval’ tool. Hold the ‘Shift’ button and draw a perfect circle – to serve as our number placeholder
7. Enter ‘1’ inside the circle. Change the font type to a bolder alternative like ‘Arial black’
8. Change the shape fill of the circle to orange and make the outline as white. Increase the ‘weight’ of the outline to 3 pt.
9. The same way, change the shape fill of the rounded rectangle to dark blue and remove outline
10. Now select the circle and the rounded rectangle while holding the ‘Shift’ button down. Press ‘Ctrl + G’ to group them
11. Make 4 more copies of the group by using ‘Ctrl + D’ shortcut 4 times
12. Place the last copy somewhere below the first set
13. Select all the 5 groups by clicking and dragging your cursor across all the items
14. Go to Arrange -> Align -> Distribute vertically to place equal distance between each of the groups
15. Once again go to Arrange -> Align -> Align left to ensure that all the 5 groups are aligned in a single line
16. Change the numbers in the circle to complete the slide
17. You can create a design variation by moving the top set a few points to the left and the bottom set a few points to the right. Once done, select all the items and go to Arrange -> Align -> Distribute horizontally. This arranges the 5 points in a step like design.  
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