Google Presentations
Editing 

Inserting and duplicating slides

You can insert a new slide in a variety of ways, based on your preference: 

· Click the New slide button directly above the slide sorter. 
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· Click Slide > New slide. 

· Use the Ctrl+M keyboard shortcut. 

A window will appear, giving you a number of formatting options. Select the one you'd like and a slide, in whichever format you chose, will be inserted into your presentation. 

Choose one of these options to duplicate your slides: 

· From the slide-sorter view, select the slide you want to duplicate and hold down the Ctrl key while clicking and dragging the slide. You can also duplicate a sequence of slides by holding down the Shift key to select a group of slides, then holding down the Ctrl key while clicking and dragging the slides to a different place in the slide sorter. 

· Click the Duplicate slide button directly above the slide sorter. 
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· Right-click a slide in the slide-sorter view and select Duplicate slide. 

· Click Slide > Duplicate slide. 

Copying and pasting slides

From the slide-sorter view, select the slide you'd like to move. You can also press the Shift key to select a sequence of slides, or use the Ctrl key to select multiple, non-sequential slides. 

After you've selected slides, you can copy them by right-clicking the slide(s) in the slide-sorter view and selecting Copy slide. Next, right-click the area in the slide-sorter view where you'd like to paste your slides and select Paste slide. 

Reordering and organizing your slides

To reorder your presentation slides, follow these steps:

1. From the slide-sorter view, select the slide you want to move. You can press the Shift key to select a sequence of slides, or use the Ctrl key to select multiple, non-sequential slides.

2. Once you've selected your slides, choose one of these options to move them: 

· Drag the slide to a new position in the slide-sorter view. You can also duplicate slides by left-clicking on your selected slide(s), then holding down the Ctrl key while dragging.

· Right-click the slide(s) in the slide-sorter view, and select either Move slide up or Move slide down.
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The order of the slides is changed according to your selections. 

Deleting a slide

Choose one of the following options to delete a slide: 

· Click the Delete slide button directly above the slide sorter. 

[image: image4.png]



· Click Slide > Delete slide. 

· From the slide sorter, right-click on the slide you want to delete and select Delete slide
Arranging and resizing text and objects

If you'd like to add more text fields, the following options are available: 

· Click the Insert text button in your presentation toolbar. 
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· Click Insert > Text. 

· Right-click in your slide and select Insert > Text. 

There are several things you can do to change the formatting of your slides: 

· Click over an object to change the way it is displayed. A box will appear around the object which you can drag anywhere you'd like within the slide. 

· Click and drag one of the resize handles at each corner of the object to resize it. The object will expand and contract with your cursor's movement. 

Arranging your objects: 

· Click Arrange > Order to create overlapping effects with the text and objects in your slides, including Bring to Front, Send to Back, Bring Forward, and Send Backward. This will rearrange your overlapping text and images in the order you choose. 

· Click Arrange > Rotate to flip your object(s) horizontally and vertically. 

· After selecting multiple objects, you can align them in a variety of ways by clicking Arrange and then selecting an alignment option. If you've selected three or more objects, you'll also be able to evenly distribute the space between them horizontally or vertically by selecting the applicable Distribute option. 

· Click Arrange > Center on slide to place your object(s) at the horizontal or vertical center of your slide. 

Each of the options in the Arrange menu is also available when right-clicking on an object.
To move and resize multiple objects at the same time, hold down the Shift key while you click
each object, or drag over all of the objects you'd like to select. If an object has already been
selected, holding the Shift key while clicking an object will deselect it.

Snap to grid

Snap to grid allows you to easily auto-align text, images, shapes, and tables within your slides.

The following options are available with snap to grid:

· Turn off the grid and smoothly drag your object: hold the Alt key (Option key if using Mac) while dragging an object

· Turn on vertical and horizontal dragging guides: hold the Shift key while dragging

· Nudge an object in 1 pixel increments: hold the Shift key while moving an object with the arrow keys

· Preserve an object's aspect ratio while resizing: hold the Shift key while resizing an object

· Create a duplicate of an object while leaving the original in place: hold the Ctrl key while moving an object

Snap to grid is enabled by default. You can disable this option by clicking Arrange in your presentation toolbar and then unchecking Snap to grid.

Selecting multiple objects at once

To select multiple objects, hold down the Shift key while you click each object, or drag over all of the objects you'd like to select. If an object has already been selected, holding the Shift key while clicking an object will deselect it. 

You can perform a variety of actions on all objects that have been selected: 

· Move the objects with either your mouse or the arrow keys 

· Resize 

· Copy and paste 

· Delete 

· Arrange your objects with Align, Order, Rotate, Distribute and Center options 

Adding bulleted or numbered lists

To add bulleted or numbered lists to a slide, follow these steps: 

1. In the toolbar, click the Insert text button, or simply select some pre-existing text within your presentation.
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2. In either case, a text box will appear. At this point, click the Numbered list icon (to the right of the Link icon), or the Bulleted list icon (to the right of the Numbered list icon), depending on your preference.
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The first bullet/number of your list will appear. 

The formatting used in your original text may not be retained when copying and pasting text into a bulleted or numbered list. If this occurs, you can work around the issue by removing all formatting and then re-adding the desired formatting from within the Google Docs presentations editor. 

You can remove formatting from your text by highlighting the text and clicking the 'Remove formatting' button in the Google Docs toolbar, or copy the text and paste it into a plain-text editor (like Notepad) in order to discard the formatting. 
To add additional space between your list items, press Shift+Enter.

Zooming in and out

While editing a presentation, you can zoom in and out by clicking View > Zoom in/out. 

You can also use the following keyboard shortcuts: 

Zoom in (Ctrl+Shift+right arrow)
Zoom out (Ctrl+Shift+left arrow) 

Speaker notes

To include speaker notes, click the View Speaker Notes button at the bottom-right of a presentation while editing. 
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This will expand the Speaker notes section, where you can add notes for the current slide. You can also format notes using all of the text formatting options available in the toolbar. 

When in view presentation mode, you'll be able to view your notes by clicking the View speaker notes option at the top-right of your screen, directly above the chat module. 
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Please note that your collaborators and viewers will also be given the option to view your notes. 

There are also options to print your speaker notes alongside your slides. Just click the File > Print menu item to access the print functionality, then click the checkbox to 'Include Speaker Notes' in your preferred layout. 
Sequentially revealing objects and text on a slide

To sequentially reveal text and objects when presenting, follow the instructions below: 

1. Click on an object or text box. 

2. A frame will appear around the item. Right-click anywhere on this frame and select Incremental reveal. 

3. Repeat the above steps for each text box and object you'd like to animate. 

For text boxes that have been set to 'incremental reveal', bullet and paragraph levels will appear one at a time as you advance through your presentation. 

If you have selected more than one shape to be revealed on the slide, a number will appear next to the small clock icons assigned to each item, indicating the order they will be revealed. After right-clicking on this icon, you'll be able to: 

· change the order of appearance by selecting a different number 

· remove the item from the reveal queue 

You can also remove an item from the reveal queue at any time by right-clicking on the item's frame and selecting Immediate reveal. 

When presenting, each object set to 'incremental reveal' will appear in order after every click. Your keyboard's arrow keys can also be used to cycle through each increment. Use the down or right arrows to advance to the next increment, and the up or left arrows to hide items you've revealed. 

If you'd like to advance instantly to the next or previous slide without cycling through each animation, you can use the Page Up and Page Down keyboard shortcuts.
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