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Google Slides
Opening a New Slide

To open a new Google Slide, navigate to your Google Drive and click on New.

L Drive
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@ Recent
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Click on the arrow next to Google Slides
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File upload
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Choose between whether you want a blank slide or a template
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Pe  File upload
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Google Docs »
Google Sheets >
Google Slides b
Blank presentation
Mare >
From a template
- MName

If you choose Template, it will bring up a list of templates that are designed for specific types of slides.
Click on the one you wish to use.

Template gallery

Recently used

Prosantitions That
Stick

Blank vour big idea
by Made to Stick

Personal

General presentation
by Made to Stick
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If you choose Blank, it will open up a document that looks like this.
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Click 1o add title

Simpia Light

Click fo add titie

Click to add title

Click to add subtitle

Simple Dark

Click to add title

Focus

Click o aud spaaker noles

= = [+] import theme

Customising your Slideshow
At the top of the slide, there is a quick access toolbar with commonly-used tools such as size, bolding,
alignment, font etc.

+ - e @ - K Ev Cl] N T Background... Layout- Theme.. Transition..

There are also more tools and features that can be accessed from the menus located above the toolbar.

Untitled presentation
File = Edit View Insert Format Slide Arrange Tools Add-ons Help

+ |- Share... - N- O \ -
1 New
Open... Ctrl+0
Import slides...
— Make a copy...

Download as

Rename..

Publish to the web...

Language
Page setup...
Print settings and preview

& Print Cirl+P
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You can choose a template from the menu on the right-hand side in order to
change the look of the slides

= In this prasentation
Click to add title

Simple Light

Click to add title

Simpli: Dark

Click to add title

Viewing and Arranging

In the pane on the left-hand side, you can see an overview of the slides within the
presentation.

You can toggle between the two viewing options at the bottom of the panel.

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT




LIBRARY AND LEARNING SERVICES STUDY GUIDE | GOOGLE SLIDES
www.2.eit.ac.nz/library/OnlineGuides/Google Slides.pdf

If you wish to alter a specific slide, right click on it. This menu will appear with many options e.g.
Duplicate the slide, Skip the slide, or Delete the slide

& cut Ctri+X
3 [0 copy Ctr+C
[*] Paste Ctrl+V
R Paste without formatting Ctrl+Shift+V

Delete

MNew slide Ctri+M
Duplicate slide

Skip slide

Change background. ..
Apply layout

Change theme. .
&© Change transition. .

Move slide to beginning Ctrl+Shift+1
Move slide to end Ctrl+Shift+]

Comment Ctri+Alt+M

Sharing

As Google Slides are stored in your Google Drive, you can share them with others so that they can access
them.

Click on the Share button

From there, you can either enter the email addresses of those that you want to share the slide with.

Share with others Get shareable link (e
People
Enter names or email addresses.. /‘ -

Or you click on Get Shareable Link and copy a shareable link to send to them. You can also choose
whether the people with the link can view, comment, or edit using the dropdown menu.
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Share with others Get shareable |ink@

Link sharing on Learn more

Anyone with the link can view - Copy link

People

Enter names or email addresses. .. g -

If you click on advanced, this menu will appear, where you can change the privacy of the document and
adjust the owner settings.

Sharing settings

Link to share (only accessible by collaborators)

Share link via: M @ n ,

Who has access

@ Private - Only you can access Change...

(you)
Dgmail.com

Invite peopla:

Enter names or email addresses... 7 -

Owner seftings Learn more
Prevent editors from changing access and adding new people
Disahle options to download, print, and copy for commenters and viewers
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Presenting
Click on the Present button in the top right-hand corner.
You can then either choose between Presenter view or Present from beginning

M Presenter view

Present with audience Q&4 and A
view speaker notes

Present from beginning Ctrl+Shift+F5

Naming and Moving
Naming
Click on the current name of the document

Untitled presentatio [

File Edit View Insert Format Slide

Type in the name you wish to change it to

Example Presentation| N
File Edit View Insert Format Slide

Click out of the box to complete the change.

Moving

Click the file icon next to the slide name.

This will bring up a list of your folders in your Google Drive.
Click on the one you wish to move it to and click on move.

Example Document |

File Edit View Insert Format Toole Add ane Halm Al chanone 5i

My Drive & X
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Im 2015

2016
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