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Set up: Practice Files

Before diving into this course, it is important to add the
practice files to your Google Drive so you can complete
the hands-on exercises.

While there are a few lessons that cover collaborating
with Slides, it is best for instructors and students to
each upload their own copies of the practice files. This
will ensure each person is able to follow along and
make edits to the files without editing someone else’s
work.

Objectives

Upload and Convert Practice Files

© 2019 CustomGuide, Inc.
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\Upload and Convert Practice Files\

Most of the practice files are saved as Microsoft PowerPoint (.pptx) files. This file format is simply a method
for distributing the content and not intended for use in this course. We'll need to convert the presentations
to Google Slides files for use in this course.

‘Update Google Drive File Conversion Settings

Click the Settings Icon in
Google Drive.

The setting is updated so files
uploaded to Drive will now
automatically convert to Google’s
format.

Select Settings.

Click the Convert uploaded
files to Google Docs editor
format check box.

Click Done.

Tip: After the practice files are
uploaded, update this setting to turn
off automatic conversion upon upload.

Commented [IG1]:
Make sure each student follows these instructions to set up
their practice files.

L Drive

Priority

» [ Mybrive
&, Ssharedwithme
@©  Recent
¢  Stamed
0]

Trash

Storage

Obytes of 30 GB used
UPGRADE STORAGE

Q  search Drive -

Q-0
My Drive > Shdo Settings

Get Backup and Sync for Windows

Files Keyboard shortouts

ng a Great Presen

CustomGuide Interactive Training

Event Planning

Giving a Great Presen Status Meeting

Settings

General
Notifications
Manage Apps

Storage 25GBof 15 6B used
Upgrade storage
View items taking up storage

Convert uploads Convert uploaded files to Google Docs editor format

Language éﬂe Ianguage settings

Offine O Create, open and edit your recent Google Docs, Sheets, and Siides files on this

device while offine
Not recommended on public or shared computers. Learn more

Comfortable

10 [Your Company Name]

Commented [IG2]:
1. Click the Settings Icon in the upper-right of Google
Drive.

2. Select Settings.

3. Click the Convert uploaded files to Google Docs editor
format check box.

4. Click Done.




]Create and Open a Practice Folder

Click the New button.
Select Folder.

Enter a name for the folder.
Click Create.

Double-click the new folder to
open it.

Commented [IG3]:
1. Click the New button.

2.Select Folder.

3.Enter a name for the folder, such as Google Slides
Practice Files.

If you're adding these files to a shared folder, you’ll want to
instruct students to make their folder name unique by
adding their name, initials, or ID.

4. Click Create.

5. Double-click the folder you just created to open it.

LDrive Q Search Drive - ® © “
My Drive > Slides -
b New
[ Folder o
[3) Fieupload
Folder upload
sreat Present "
B coogenocs 5 Lt e EVENE PlANNING
Google Shests >
Google Slides >
iving a Great Presen. Status Meeting
More >
0 bytes of 30 GB used
UPGRADE STORAGE
<
LDrive Q  search Drive v ® ® ﬁ
My Drive > Slides =
+ e
Files.
Priority
V@ woe A
2, Shared with me
2 -
©  Recent New folder x
Yy  Stamed ‘
o ‘ Google Slides Practice Files| ‘
0 Tesh
CANCEL CREATE
&=  storage

0bytes of 30 GB used
UPGRADE STORAGE

© 2019 CustomGuide, Inc.
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\Upload Practice Files _—| Commented [IG4]:

1. Navigate to where the Practice files are saved on your

c Select all of the modules’ ‘ o ~ ® computer (e.g. File Explorer or Finder).
. . . rive Search Drive -
practice folders in File
Explorer ™ I — 2. Select all of the modules’ practice folders.
H, dome st view ®
e Click and drag the folders to . 1 W googonn 3 Pracice 70| [SenrchPracice » Neme 3. Click and drag the folders to the Drop files here zone in
the Drop files here zone in A A Name " Date modiie Google Drive.
01-slides-fundamentals
V°}-'r newly created Google o Creative CloudFiles BT It may take a moment for all of the files to upload.
Drive folder. 03-formatting-and-themes

@ OneDrive - CustomGuide
04-graphics-and-animations

8 ThisPC O5-insert-objects To ensure future lessons work as expected, update Google
The files are uploaded and converted B 30 Objects 06-deiver-3-presert “ion Drive’s Convert uploads setting to turn off automatic file
B Desictop 07-share-collabor| | -convert

to Google’s format. conversion.

[£] Documents

¥ Downloads
Note: Windows may create a Tt
desktop.ini file in each of the module ) Pictures
folders that holds folder customization = ;“”;ID‘;”(L o
information. These files aren’t e T e

necessary for this course and can be
deleted or simply ignored.
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Slides Fundamentals

Google Slides is an online presentation application that
helps you transform your ideas into professional
presentations that are convincing and informative. Create Presentations
Whether you're delivering annual sales statistics to a
large audience or creating a personal slide show of
your recent trip abroad, Slides has all the tools you
need to get your message across. Print Presentations

Objectives

Open a Presentation

File Management

This module is an introduction to working with Slides. Get Help

You’ll learn how to create, open, and print
presentations, as well as how to manage your
presentation files and get help in Slides.

© 2019 CustomGuide, Inc. 13



Create Presentations

A

Commented [IG5]:
Practice File: none

Creating a new presentation is one of the most basic commands you’ll need in Google Slides. You can create
a new, blank presentation, or create a new presentation based on a variety of pre-designed templates.

\Create a Blank Presentation\

You can create new Google Slides presentations from within your Google Drive.

c Open a folder in Google Drive.
o Click the New button.
e Select Google Slides.

A new, blank presentation is created.

\Name a Presentation

& Drive Q search Drive v QO @ = §

F o My Drive > Slides B ®
ew

[3 Folder

File upload

Folder upload

sreat Present .
GooglDocs > o EvENt Planning

oo

Google Sheets >

Google Slides

Iving a Great Presen Status Mesting
More

0 bytes of 30 GB used
UPGRADE STORAGE

At first, your presentation won’t have a name, so you’ll have to give it one.

0 Click in the name field above
the presentation.

e Type a new name, then press
Ent

The file is renamed.

1

Great Presentation Tips| P
ips| @ -8 &
File Edit \llw lnseri Format Slide Amange Tools Add-ons Help Allchange
+ v e = iy = LY A-9 N\ - Background Layouts  Theme. Transition. ~
= ¢
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Commented [I1G6]:
1. Open a folder in Google Drive.

2. Click the New button.

3. Select Google Slides.

Commented [IG7]:
1. Click in the name field at the top of the presentation.

2. Type “Great Presentation Tips” and press Enter.




’Save and Close\  — Commented [IG8]:
] 1. Make sure that the “All changes saved in drive” text

As long as you’re connected to the Internet, Google Slides will automatically save your work. appears.
2. Close the browser tab.
o Make sure that changes have Great Prosentation Tips a- B ®
been automatically saved. Fille Edit View Insert Format Slide Amange Tools Addons Help Al changes Z
R -] [SE B-Q N\ - E Backgound LayoyglaTheme. . | Transition. ~
As long as you're connected to -
the internet, Google Slides will
automatically save your work.
e Close the browser tab.
The presentation is saved and all of its
data will appear the next time you
open it.
= ¢
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Create a Presentation form a Template\

Using a template allows you to begin with a presentation that has already been designed and formatted so
you can just insert the information. This saves you time and you will end up with a professionally designed
presentation.

Click New.
0 & Drive Q. searchDrive - @ B # §

e Click the > next to Google ©
. My Drive > Slides + =)
Slides. f tew 0
e Select From a template. Folder
The Template gallery appears, 2 -
with tabs that sort templates sreat Present Event Plannin
into two groups. The first tab is o T oo mescie a2 g
i oogle Sheets >
for templates you, or others in e 5 N
your organization, have Vore . pt .
- . é om o templste
submitted. The second tab is e
for built-in templates. 0bytes of 30 63 sed
UPGRADE STORAGE
o Select a template gallery.
There are plenty of templates
available, organized into i ‘

categories.

6 Select a template.

A new presentation is created using Template gallery

the template, with its design elements N
and placeholder text appearing. G

Personal

E—— —

General presentation Your bigidea Photo album
by Made to Stick

Joi s o a foll weekend of s

e

Wedding Reclpe book Portfollo

Vile

You're invited

Wendy's 28th

Commented [IG9]:
1. Click the New button.

2. Click the > next to Google Slides.
3. Select From a template.
4. Click the General tab.

5. Select the first Personal template.

B

sihay!
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Practice File: Giving a Great Presentation

IOpen a Presentation\ ACommemed 1610y

You can open Google Slides files from within a Google Drive window.

_—| Commented [IG11]:
1. Open the folder with the presentation you want.

]Open a Presentation from Google Drive\

” Q0 ® ‘i 2. Double-click Giving a Great Presentation.

Navigate to the folder with a ]
. L Drive Q  Search Drive
presentation.

o Double-click a presentation.

My Drive > Slides
New

Files

Priority
The presentation opens up in its own VB ke
tab. 2, Shared with me
ng a Great Present
Rocent g @ Breat Fresenl b uent Planning
Y¢  Stamred
@ Tresn Giving a Great Presen Status Meeting
&=  Storage

0 bytes of 30 GB used
UPGRADE STORAGE

© 2019 CustomGuide, Inc. 17



\Open a Presentation from Google Slides\

If you don't have a Google Drive tab open, you can browse for and open presentations from within a Google

Slides window.

o Click File on the menu bar.

e Select Open.

A dialog box opens, where you
have a few ways to find a
presentation to open:

e You can search for a name in
the search field.

o Browse through the folders
in your Google Drive.

o Click a tab to view your
Shared With Me, Starred, or
Recent files.

0 Navigate to (or search for) a
presentation.

o Select a presentation.

e Click Open.

The selected presentation opens in its
own tab.

. Giving 3 Great Presentation o -8 ‘j
File 4iw Insert Format Slide Amange Tools Add-ons Help
+ - Share. T M- Q) \ - E Backgound. Layout= Theme.. | Transition. ~
]
New »
G Open... ctri+0
L Make a copy.
2
Download as »-
Email as attachment.
§ Version history -
| .
3iving a Great Presentation
W Move to.
& Move totrash CustomGuide Interactive Training

Publish to the web.

Email collaborators

Document details.
Language -

Page setup. ..

al
a

Print CirP 2

Commented [IG12]:
1. Click File on the menu bar.

2. Select Open.
3. Search for Status Meeting.
4. Select Status Meeting.

5. Click Open.

Open a file

My Drive ‘Shared with Me starred Recent Upload

Presentations x

iving a Great Presentati

vent Planning

Giving a Great Pre. S Stsius Meeting
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File Management

Commented [IG13]:
Practice File: 03-file-management

As you work with Google Slides, at some point you will need to do some file management to keep your

presentations organized.

Normally you manage your files in Google Drive, but you can also do some basic file management inside

Slides.

]Rename a Presentation

Click the presentation name
near the top of the screen.

Even if you change a presentation's
name, its URL stays the same, so
anyone you might have shared the
presentation with won't lose their
access to it.

Edit the presentation name.

Press

Renamed Presentation| |in Slides.
o - [®

File Edit yiflw insert Format Slide Amange Tools Addons Help

+ v o ek [T M- Q) N\ - Bl exckoound.  Lsyouts  Theme.. | Transiion
s

Giing 3 Grest Freseniston

Giving a Great Presentation

CustomGuide Interactive Training

&

© 2019 CustomGuide, Inc.
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~—| Commented [IG14]:
1. Click the presentation name at the top of the screen.

2. Type “Renamed Presentation”.

3. Press Enter.




\Star a Presentation //{ Commented [IG15]:

1. Click the star icon next to the presentation name.
If you're working with a lot of presentations, you can mark some presentations as more important than

others.

Click the star icon next to the

Renamed Presentation e -8 “
presentation name. File Edit View Insert Formdl Slide Amange Tools Add-ons Help /
T ) Q- AE- O N\ - B wkgowd. | Loyowts  Theme. | T A

Tip: To remove any starred !
presentation, click the star again.

Ghing 3 Grast Prasantaton

Giving a Great Presentation

CustomGuide Interactive Training
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]Copy a Presentation

If you want to use some of the content from an existing presentation to create a new presentation, you can
create a copy.

Click File on the menu bar.
Select Make a copy.

The Copy document dialog
appears.

Enter a Name for the copied
presentation.

(Optional) Specify the Folder
where you want to save the
copied presentation.

Click OK.

Google deletes the file and moves it to
the trash in Google Drive.

e

a1

Il

Renamed Presentation
File w Insert Format Slide Amange Tools Add-ons Help

Share.

New »
Open.. ctri+0
Import slides.

Make a copy.

Download as .

Email as attachment...

Version history

Rename

. I Moeto

@ Movetotrash
Publish to the web...
Email collaborators

Document details...
Language »

Page setup..

B-Q

iving a Great Presentation

B -

Transition.

N\ - Bl Background

Layout~  Theme.

CustomGuide Interactive Training

LR

N

Commented [IG16]:
1. Click File on the menu bar.

2. Select Make a copy.
3. Enter “Copied Presentation”.

4. Specify the folder where you want to save the copied
presentation.

5. Click OK.

Copy document

Name

I Copied Presentation

Folder

™ Sices

[ shareit with the same people

[ copy comments

© 2019 CustomGuide, Inc.
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\Move a Presentation

You can also move a presentation to a new folder in Google Drive.

c Click File on the menu bar.
o Select Move to.

o Navigate to the desired folder.

o Click Move here.

Google moves the presentation to the
new location.

=

» Copied Presentation
File w Incert Format Slide Amange Tools Add-ans Help

+ v Share...

New
l

B - &

M-0Q N\ - B ssckgouna

Layouts  Theme.. | Transition

Open. ctriso

Import slides.

Make a copy.

Download as
Email as attachment.

Version history

Rename

Move to trash

Publish to the web.

Document details...

iving a Great Presentation

CustomGuide Interactive Training

&

Commented [IG17]:

1. Click File on the menu bar.
2. Select Move to.
3. Navigate to the desired folder.

4. Click Move here.

1

Language
Iy
= Page setup. &
y Copied Presentation 5
P B -8 §

File Edit View Insert

IR ) a- K

Giving 3 Grest Fresentton E

« 2
(R0 Loyout~  Theme... | Transition.
M Classroom

B Docs

B Files

™ Forms

| M Shests

== ,
tanlg a ureat Presentation

CustomGuide Interactive Training
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]Delete a Presentation

You can delete a presentation if you no longer need it.

Click File on the menu bar.

Google deletes the file and moves it to
the trash in Google Drive.

Select Move to trash.

1

+ -

Copied Presentation a
File o

bw Insert Format Slide Arange Tools Add-ons Help

Share... B-Q N\ - El 8ackgound Layoutw  Theme.. = Transition

New
Open ctri+0
Import slides

Make a copy.

Download as
Email as attachment.

Version history

iving a Great Presentation

CustomGuide Interactive Training

Rename...
m Moweto.,

# Movetotrash

Publish to the web.

Document details.
Language

Page setup

&
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_—

Commented [IG18]:
1. Click File on the menu bar.

2. Select Move to trash.




\Print Presentations\

A

Commented [IG19]:
Practice File: 04-print-presentations

Once you have created a presentation, and your computer is connected to a printer, you can print a copy.
Before you do this, it’s a good idea to preview how it’s going to look.

\Print a Presentation

Click File on the menu bar.

@
(2]

Select Print settings and
preview.

A print preview of the
presentation appears, showing
how it will look when printed.

While viewing the preview, you
can set up how you want the
presentation to be printed.

Configure the print layout
settings.

You can choose to print one
slide per page, with or without
notes, or format the page as
handouts displaying multiple
slides per page.

You can also change the page
orientation, choose whether or
not to print the background
and skipped slides, or choose
to download the printout as a
PDF file instead of printing it.

Click Print.
Shortcut: Press Ctrl + P.

Another preview is made, as
your brought to the Print
Settings screen. This is where
you can choose which slides to
print and how many copies.

04-print_presentations

bw Insert Format Slide Amange Tools Add-ans Help
ansy

+ 3 B-aN- 0

Import slides.

Background.

Make 2 copy.

Download as
Email as attachment.
Make available offline

Version history

Rename

M Moveto.

O - & £

Layoutw  Theme..  Transition

iving a Great Presentation

CustomGuide Interactive Training

Publish to the web...

Email collaborators

Document details...
Language

Page setup

Print settings and preview

= & Prnt

04-print-presentations
File Edit View Insert Format Slide Amange Tools Add-ons Help

Close preview

Handout - 4slides perpage ~  Landscape «  Hide background _Include skipped slides

v - 8 &

Downloadas POF | o Prin:

—

Giving a Great Presentation

CustomGuide Interactive Training

What kind of presentation are you

giving?

What do you want to know
after today’s presentation?

What Makes A Bad Presentation?

Page 1 / 4 aQ +
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\

“| Commented [1G20]:

1. Click File on the menu bar.

2. Select Print settings and preview.

3. Configure the print layout settings as you desire.
4. Click Print.

5. Choose the printer settings you need.

6. Click Print.




e Configure the printer settings.

You can also click More
Settings to change the paper
size and if your paper supports
it, enable two-sided printing.

G Click Print.

The presentation is sent to the printer.

Print

Total: 4 sheets of paper

oEm -

Destination % Brother MFC-J470D v

Fages Al -
Copies 1

Color Color -
More settings ~

Print using system dialog.. (Giri+shift+P) [}

Wit ind of preserston v you
ot

U}
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\Get Help\

Commented [IG21]:
Practice File: 05-get-help

If you don't know how to do something in Google Slides, help is just a few clicks away. Google Slides has a
lot of commands—so many that it can sometimes be challenging to remember what they all are.
Fortunately, you can easily search for any menu item.

‘Search for a Command

0 Click Help from the menu bar.

e Type the command you're
looking for in the Search the
menus field.

e Click the desired command.
You can click the command you need

directly from the results to carry out
the command.

1

05-get-help B - &
File Edit View Insert Format Slide Amange Tools W Help
troAET Q- A EAB-Q N oS
Slides Hel
Guing » Grest Prasentaton
- Training
Updates
. Report a problem

Report abuse/copyright

&5 Keyboard shortcuts  Crl+/

Giving a Grear rresentation

CustomGuide Interactive Training

“| Commented [1G22]:

1. Select the “Giving a Great Presentation” title slide text.
2. Click Help on the menu bar.
3. Type “Bold”.

4. Select Bold.

=
05-get-hel p
get-help o -8 &
File Edit View Insert Format Slide Amange Tools Add-ons Help
trmcet a- NEB- @\ b ss
1 B Bold "
Giving 3 Great Prasentaton -
Training
Updates
. Report a problem -

Report abuse/copyright

I @3 Keyboard shortcuts  Cirl+/

Giving a Great rresentation

CustomGuide Interactive Training
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]Search Help Topics\

You can also use Help to search for basic instructions.

Click Help from the menu bar.

Select Slides Help.

4 05-get-help B
File Edit View Insert Format Slide Amange Tools Addons Help o

= £

Commented [1G23]:
1. Click Help on the menu bar.

2. Select Slides Help.
3. Type “Chart” in the Search Help field.
4. Press Enter.

5. Select the Link a chart, table, or slides to Google Docs
or Slides topic.

trmAET Q- ATOBE-A N\ S = Searchthe menus (Al &
H 1
e Type a keyword in the Search S o .
Help field. r— Traing
Updates
o Press Enter. 2
Report a prablem R
e Select the desired help topic. — Report abuse/copyright
. Giving
G Ie displays the help topic N & Keyboard shortcuts Cirl+/
00 .
g Presentation
CustomGuide Interactive Training
= +] N
,  05-get-help -l &
File Edit View Insert Format Slide Amange Tools Add-ons Help
+rox@T Q- k[TMA-0 N %S == A ~
L S elp
Gvinga Great
Fresenanon
) Chart
Search results ]
—
8 Add & edit a chart or graph -
Computer
: L eat
B8 Types of charts & graphs in Google
Sherts on
-l
— o 8 Link a chart, table, or slides to Google Tralnlng
M Docs or Slides - Computer ...
. 8 Copy and paste text and images -
N Computer
B Table charts
= = [+] <
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