
Semi-Transparent Shapes:
Very often in PowerPoint you may wish to place text or 
another element on top of a busy background. Creating a 
semi-transparent shape between the background and the 
element is a simple and very effective way to make the ele-
ment stand out. Here is how you do it. 

PowerPoint

1. Draw a shape that you will place between 
the background and the object you wish to 
separate.  Insert > Shape

2. Send that shape backward so that it is  
between the two layers.  
Select the shape; Format > Send Backward

3. Change the color of the shape (usually to black or white).  
Select the shape; Format > Shape Fill > More Fill Colors

. . . . . . . . . . . . . 
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4. Finally, adjust the Transparency 
Slider at the bottom of the color 
pop up menu. (I usually start with 
30 - 50%) —>
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