Using Google Slides to
create a digital production.
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Google Slides is very similar to

PowerPoint. However, Google Slides is online, shareable, and most
important, FREE! This tutorial will show you how to create a quick and easy
presentation.
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Getting to Google slides
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Once you log into your Gmail Account, you

My Account Mail Drive
will see these options in the top left corner
of your browser. Click on the grid icon and E Q

then Slides.
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You will now see a list of Slides templates to choose from. Select “Blank” to
create a new blank Slides document.
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https://docs.google.com/presentation

b In this presentation

Welcome to your very first Google Slides! The Click to add e
first thing you want to do is choose a theme for

your presentation. Scroll through the options on ™"

the right side of the screen and select one.

Click to add title

Simple Dark

Click to add title

import theme

_ ‘ To name your
Untitled presentation = presentation, click this box

File Edit View Insert Format Slide in the top left and type the
name you want.

Google Slides will give you your first slide automatically. Click the larger
text that says “Click to add title” to give your presentation any title you'd
like.

Click to add title

Click to add subtitle



Next we're going to learn how to format text in your presentation. If you

want to change the size, font or color of your title this would be useful to

know!

Below is the menu bar. You can make your text look how you like. Simply

highlight the text and choose one or more of the options below.

Click here Click here to
. to make justify your text
tC“GIl: here text Click here to either
¢ change : add a link. LEFT
the font bigger or
smaller CENTER
/ / / RIGHT
Aria 1" B I U A & o M = = i= = = =
Click here to . \
Click here to
make your text Click here to

BOLD, italic, or
underlined.

Click here to

upload a photo

create either a =
bulleted list or a
1. numbered list

change the
color of your
[EEagor highlight

So if | wanted to
make my title have
blue text, | would
highlight the text,
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Click the A at the
top of the page
and select my
color.
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Adding a New Slide

LR Y CY To add a new slide to your
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upper left corner
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Clickto add title
Title slide

If you want to choose a different
slide layout click the triangle next
to the + icon. Each layout is
designed for a specific purpose. Clckto sdatit
Try some and pick one that

Title and two columns

Title only

Clickta sdd title

Section title and
description

presentation, click this plus sign in the

Title and body

One column text

Caption

You will now see your newly added

works best for your presentation. el et
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/ slide! You can add as many as you
like.




Uploading a photo

To add a photo to your presentation, click this icon on your toolbar.
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If the photo is on your

computer click here — % Upload from computer

Q. Search the web

If you have it saved in
Google Photos or Drive,

click these two. \ ¢\ Drive

If it is a photo directly from =% Photos
the internet click here
=5 ByURL

) Camera

To take a photo right now,
click here!

In this example, I'll be using a photo from my computer and clicking
“Upload from computer”.
I - ——
Now you need to
navigate to the image
i on your computer.
| Each machine might
TGH be a little different in
fech goes nome

EZbTed_&504:0005 Ja3400b0udd 88 25 MadelT-1.gd

this process. Once you

find the file, click on it
- and hit “Open.”
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To move or resize

your image, you can Click to add title
click, hold, and then Click to add text
drag the small, blue

squares on the .
corners of your image
and resize it.
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Text Boxes

" m’ To add text to your slide, click on the T icon

to add a text box.

Click where you want the text box to go and it will now be added to your
slide. You can type whatever you want and edit it just like you have on the
previous slide. And just like the other text box and image you added, you
can resize it by clicking and dragging one of the little blue squares.
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Presenting
When you're ready to present your presentation, click the present button in
the top right corner
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To go forward in your presentation, use the arrow keys on your
keyboard,click anywhere on the screen or click the arrow in the lower left
corner.
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This is my firsl texl box!




Sharing
To share your presentation and allow others to edit it, click the Share

button in the upper right corner, type in the email addresses of those you’d

like to share with and then click the pencil button to choose how much they
can edit.

a6 SHARE
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- v" Can edit
[ o | — Can comment
Can view

Congratulations! You’re ready to make your first presentation!



