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This guide has been designed to allow you to learn how to use several key features within Prezi to create
your very own presentation. These basic Prezi editing skills can be applied and adapted any time you create
a presentation.

In working through the gbrt exercises within this workbook, you wilkeate your very own presentation,
learning how to

Create a new educational Prezi account
Apply and edit text

Create and manage custorngmes

Insert and edit images

Apply symbols andchapes

Add and editfames

Link your presentation together usimgth points
Insert video files and active YouTube video links
Animate content within a frame

Add title and description

Manage the privacy settings

Present your presentation online

Download your presentation for offie playback
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If you require this document in an alternative format, such as larger
print, please email is.skills@ed.ac.uk.
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The first thing you must do before you can create your own presentations using Rieztes an account

t NBT A
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As a University staff member or student, you can sign up fadarcational account (Enjoy Edu). This gives
you access ta wide range of features usually reserved for paying customers.

To create a new educational Prezi account:

1.

Go towww.Prezi.com

When prompted, enter your academic email address (this
will become your usernameand clickVerify.

A verification email will now be sent to the email address
you entered.

Open the email and click on the URtperlinkto verify you
have accesstthe email account you enteretl. ¥
folder.

Click on theGet Startedbutton at the top righthand side of the window.

Click orEducational plans >ocated under thé&Students & Teachersection.

Click on thestart with Edu Enjoyputton to select the education licendagpe.

Student/Teacher Verification

Please provide the email address issued to you by your educational institution

@ed.ac.uK

Please note: Once verified, this email will be your account log in email

Deari
Welcome to Prezi!

To finish your Prezi EDU License registration, click the following link

https:/prezi.com/profile/verifv/edubfed4711aa5379ad9395d5cb 1 5ca83f2f3a6dff7c/

This link will be active for 4 days.

Happy zooming!
Prezi Team

Your personal info

m =R
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Complete the fornthe link takes you tpagree to the terms of use and cliok the Sign upbutton

Sign up to Prezi

You have chosen “EDU Enjoy subscription” for $0/year

LILIS | NJ
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The first part of your presentation should besinglecover slideThisslide will introduce your presentation
to the viewer, and will be the firghing they see when
the presentation idoaded

Hellol Welsome to a short
For this exercisery creatinga basiccover slide using  [pigeSen o about A@@]WT@@]@]
text. Any text addedtan beedited, allowing you to
change the style, size, coloandalignment
To insert text onto the canvas:

1. Navigate to the location on the canvas you wish to add the tégti can do sby scrolling using the
mouse roller wheel oby clicking and dragging

2. Single ick on the canvas angpeyour text into thetext entry box

Title | Subtitle | Body |[ 4| A|[m-] >

Hello!

3.  Single tick anywhere on the casas toapply your text.
Tochange text colour:
1. Double click omthe text you just added.

2. Clickand drag to highlight the text.

3. Click on theColour Selectiobutton EI and choose a colour for the selected text

H N
[ AEEEEES N
L L] ]

A[A][@-] >

| Andy T oeld)| .

4.  Click anywhere on the canvas to apply your changes.
Tomove text around the canvas:

1.  Single click othe text

2.  The selected text will be surrounded by a box Hellol Welcome ‘g@ a short
known asthe Transformation Tool ' presentation ab-ut AndyTodd

3.  Click and hold th&rabbutton ﬂ in the
centre of the box and movihe textaround the canvag. KSy & 2 dzZQNB K| LI GAGK A
click anywhere on the canvag set the text.




Toresize text:

1.  Click on the text to display thEransformation Tool
2. Use thelncreasen or Decreas; buttons to alter the size of the text.

3.  Alternatively, you can use tHeesizeoption E to change text size. Click and drag any corner of the
Transformation Todb resize your text more precisely.

4.  Clickanywhee on the canvas to set the text in this position.
Torotate text:
1.  Click on the piece of text to display theansformation Tool

& EditText @ Delete

2. Move the cursor close to the corner of tHeansformation Tooknd

@ it@/ w or"

when theRotateoption - appears, click and drag to rotate the text boug
3.  Click anywhez on the canvas to set the text in this position.
OESNXAABIAS | ySg UKSYS
To help make your presentation a little more interesting, you can change the th&hetheme is preet,
and allovs you to sefont and colourstyles which cathen be applied to text. Building a theme alatbows

you to dhange thebackground, frame, and shape colour, as well as other optidos.can alsadd a
custom logo ad a 3D background.

Before you add more caent to your presentation, you are going creaad save your own custotheme
using theTheme Wizard

There are two types of theme creation wizards: Besic Theme Wizardnd theAdvanced Theme Wizard
For the following exercise, you will create your theme usingghsic Theme Wizard

Tocustomise the current theme using the Basic Theme Wizard:

1. Click theCustomizeoutton L7~
TheCustomizepanel will now open on the rightand side of I e ||
the screen. Thipanel allows youd select a theme from the i J ¢ ]
list of presetscreate your own, or make use of a theme you Spring | Rescue
created previously. ‘ - ‘ ‘
. F ] E=o 1] Ei:k.?—‘&l]
2. Scroll down to the bottom of the panel and click on the — T —
I R@I y Bufidr ¥ open theTheme Wizardialog. '
ny
3. Click on thawizardbutton, located at the bottom lethand -
corner to changeo the Basic Theme Wizard Save current theme
Advanced...




4.  Select a colour from thBackgroundcolour palette
You will see the &ckground colour change in the
Previewwindow above the optionss you make your
selections.

Any clanges you make will also be applied to the
content on the canvas.

You can also upload your own background image or
logo using the other options displayed.

5.  Click theNextbutton to view further options.

6.  Use the dropdown menu options [ iceration sono or = =
and colour palets within theFonts |7~ 1 — 0 ]
& Colorssection to set a font and Tinos
Titillium
colour for each of the three text EETE EEaE.
u

styles. As before, these changes wi
be applied to content (text) on the STl
canvas, as well as the preview area.

7.  Click theNextbutton to view theShapessection.

Shapes
8. Selectacolour_for eaf:h of . - T—
the four properties using Circle ] L Arow g B

Frame & Line
the colour palettes Any u u L
frames, arrowslines, and .- ] .....

Bracket F iy
markersdrawn onthe O rcange W B @vaier W1 W
canvas will be coloured
based on the colours
selected but can be changed once one the canvas.

Wizard = Advanced Next Done Cancel

9.  Once you have made your changelgzkDone Leave theCustomizepanel operon screen

:%Tip:TheAdvanced Theme Wizarchn be used to enter specific RGB
values for coloursather than selecting them from theolour palette.

To savea custom heme:

To save a custom theme, click on tBave current theméutton from the bottom of theCustomizepanel.

You can save as many themes as you wish, and apply them to Your themes
presentations you create. This is especially useful if you wish t
create several preseations using thesame colour scheme or

font styles Thema  EEGTLTN
1 Body

A small thumbnail of your presentation walppear under the - O

Your themessection of theCustomizepanel. M theme: el




Todelete a custontheme:

To delete one of your custom creatéhemes, hover over it (within th&our themessection) anctlick on

the red cross when it appears in the tojght corner.

Deleting a theme will not change the content on the canfiathis theme is cu
themeis changedOnce you make any changes, you cannot pgafhe theme
recreating it.

To apply aPrezi presetheme:

rrently in use) until the
you have deleted without

LT @2dz R2y Qi 6A&K G2 ONBI (S epgedel)
themes Once selectedit will be applied to the content on the canvas.

There are 2%resets to choose from.

LT e2dz R2y Qi fA1S AlZX ReealrtoOrgyial OK 3

Theme

Revert to

original Clear Fresh ]

e 2dz

J 2 NJ
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Inthitk SESNDAASI Abbazvaskdidn withtindsadr thiré&: fakts/abdit yourselThis will allow
you to learn how to add images from your computer ahebctly from within Prezi. You will also learn how

to add shapes and symbolsyour presentation.

As a starting point,ry adding the following content to your presentati@nstructions on how to dso are

outlined on the following pages)

1 Animage file from your computer
1 Animage using the Google Image search option
1 A variety of symbols and shapes

Inserting images

There are two ways to insert an image into your presentation. You can either upload an image from your

computer or you can search Google Images from within the Prezi editor.

Toupload an image from your computer:

1.  Click thelnsertbutton , and fom the dropdown menu, select Y I 3 S X

Thelnsert Imagepanel will now open on the rightand side of the screen.

2.  Clickonthe{ St S O ibuttdnfahdSvieX the explorer window
opens, browse for the image you wish to insert.

3. Click on the image to seleittand clickOpen

The image will nowe processed and will appear on the canvas.

P Present [ladg o] (2] X Exit

Insert image
w Select files..

Search images on the web




Toinsert an image directly from Google Images:

1.  Click thelnsertbutton , and fom the dropdown menu, select Y 3 S X

2. Type your search term the box on the righthandsideof the screen undeBearch images on the
web.

For copyright reasons, it is advised you tick the checkb&htaw only for images licensed for
commercial uséefore searching. This checkbox can be viewed by clicking the plowting arrow
beside theSearchbutton.

H x p—
Insert image University of Edinburgh i~
w Select files...
B S v @ Allsource
Search images on the web Gog mages

University of Edinbucgh @- n +| I5how only images licensed for

iy W commercial use.

3.  Click theSearchbutton n to displaythe image results.

Thumbnails for images matching your search term and criteria will appear under the search box.

Search images on the web

University of Edinburgh S~

4.  To add one of these images to your presentation, click and drag it from the panel onto the canvas.
The image will be processed before becoming visible. The length of time it takes to process depends
on the size of the image.

Search images on the web

University of Edinburgh Q-




Editing images

Images caibe moved, rotated, resized and cropped once they hdveen placed oithe canvas.

Tocrop an image:

1. Single click on the image to display fhensformation Tool.

2. Click theCrop Imagebutton .

3.  TheCrop Too@ will be displayed at each of the four corne@rfsthe image Click and drathe

corners one at a time to crop the image.

4.  Once you have cropped your image, click anywhere on the cam®t your new image

section of the image you crop remains attached, but is just hidden.

@Note: You can reerop the same image by clicking on it and seled@ingp ImageThe

Inserting symbols and shapes

To helpenahnce your presentatigryou can add symbols, arrows, lines and shapes. These can be moved,
resized and rotated like images and videos. Shapes, arrows and lines can also have their colour properties

altered

Toadd a symbol or shape:

1.  Clickinsertand from the dropdown menu, skect{ e Yo 2f a 3 aKkKlI

TheStylespanelwill open on the righthand side of the screen. This menu will
give you a choice of eight submenus from which you can choose a symbol g
shape.

2. Click on ay submenu to show the symbols or shapes contained within it.

3. Drag your chosen symbol onto the canvas to add it to your presentation.

Styles

|2

Simple Dark

N

il

Photographic

iy

Cute

U

Stickers

Simple White

@

Sketched

o

Etched

-
v
1Y

Shapes




Once your symbol or shape is on the canvas you can move, rotate, or resize it by clicking on it and
using the options otthe Transformation Tool.

gNote: You can also add basic shapes to your presentation frorStiz@pesubmenu.
These shapes can be edited using the options found oif thesformation Toolvhen the
shape is selected.

OESNQA B8] Ay3d ALK TN YSA

Nowthat you have added some content to your presentation, it is time to start adding frames. Frames have
two main uses in Prezto link path pointstogether for playback, and to alloanimationto be added As

you will be working withpath points and animaton later, it is worth adding some frames to your
presentationnow.

You can addbur typesof frames to your presentatiorihree visible and oainvisible. Bch frame can be
moved, rotatedand resizedust like images and texf\ny content contained with a frame will be
displayedwhen presented, providing path pointhas been added to that frame. In the images below, an
invisible frame has been drawn around the text on the cover slide. When presented, all of the text within
the frame will be displayedn screen

Hello! Welcome to a short empiibonsprdady kD

" presentation about ApdyTodd

When the frame is reduced in si@aly the content within it will be displayed.

Yort

Iy Todd

Now try adding some frames to your presentation.

Toinsert a frame:

1. Before adding a frame, ensure the contenpisperly arranged on the canvas.

2. From thePath panelon the lefthand side of the screen, click on tReame [ + ]
option.

Bracket Frame #% [

rTo v [1 Bracket |
—I— —I— : —I— I 1 O Circle
l____1 @ Rectangle

1 Invisible
[ — |

Bracket Frame = Circle Frame % Rectangle Frame = Invisible Frame &

10



3.  Click and drag thinsert Frameoption from thePath panelonto
the object you wish to frame on the canvas.

You can also click on this option to add a frame to the canvas

although it will be randomlpositioned Circular frame

The frame will now appear on the canvas ready to bezeski

@ ZoomtoFrame Q~ @ Favorite [ Delete

Circle Frame #

Camera s.

1%Tip: Invisible frames are particularly useful if you need to show lots pf
202S00a 4 2yO0Ssz o6dzi R2y Qi gl yi

Toresize a frame:

1. Click on the frame to seleand displaythe Transformation Tool.

2. Click and drag the frame using t@ab Toonl to reposition it over the content you wish to frame.

3.  Hover overne of thesidesof the frame to display th&®esize

@ ZoomtoFrame Q~ & Favorite [ Delete
TooIIEI. I o
. | . \J
4.  Click gnd drag to resize the‘frame‘ from this pomt.'You may nee Gircul v Tanfgs
to resize the frame from various sides to make it fit properly. - L

Wf————ru|

5. Once satisfied, click on the canvassad the frame

Frames can also be resizaad rotated
using the corner options, jusike text or
images.

Circular frame
Bewareusing this method ithere is
content within the frameasoften
resiang both the frame and its content
will be resizegroportionally.

Tochange a existingframe:

1. Click on the frame to display thgansformation Tool.

11



2. Cick on theFrame optionshutton ﬂ

3. From the list, select the frame type you wish to changefttick will be positioned next to thiegame
currently in use.

Once selected, the frame will change from one type to another, in this case, fontcleto a
rectangle You may need to resize it at this point.

@ ZoomtoFrame | O ~ | & Favorite T Delete

—'_
[1 Bracket =

v O Circle
Rectangle
1 Invisible

[2 Remove frame

Toremove a frame:

1.  dQick on the frame you wish to remove to display fhansformation Tool

2. Click on thé=rame optiondutton u and from the dropdown list, choos&kemove frame

[x Remove frame

@ ZoomtoFrame [~ & Favorite [ Delete
e [1 Bracket
O Circle

+ @ Rectangle
1 Invisible

Circular frame

~- "(

‘%Tip:Always use the above method if you wish to remove the frame
only, and not any content contained within. If you select the frame and
press the Delete/Del key, or choose the Delete option, both the frame apd
its content will be removed.

12
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Once your content has been added and arranged on the canvas, the next step is to link it together, creating
what is known as a path. Each individual section of the path iskasvepath point(effectively a slide in
MS PowerPoint).

A path pointcan be added to any item on the canvas (text, images, videos, frames etc.), but onlinwhen
edit path mode.

Toadd apath pointto an item:
1. From thePathpanel click on theEditPath button [# £ |,
Prez will now enteran edit modeto allow youlink your content togetherAt this point, a black bar

will appear at the top of the canvas. Anything on the canvas which is clicked on will beparie a
point.

Editing P 5 Click on any object to add it to the path

Circular frame

2. Hover over the content you wish to add to the
path. A number will appear as well as a small
sign,informingyou that this object wilbe added
to the path. You will also be notified aswich
path pointit will be added as.

v riellol Welcoma to a shor

oresentation about A7

A path pointcan be addedo any single item on
the canvas; such as a frame, line of text, imagehape.

3. Clickon the object (or frame) to add thgath point

4.  Athumbnail image of thebjectyou have added thpath pointto will be placed in théath panel

i

Circle Frame #

13



Toinsert apath pointbetween two existingpath points:
1.  Click on theedit Pathbutton at the bottom of thePath panel

2. Locate the two items orhie canvas you wish to inseripath pointbetween.You will notice the

InsertPath pointbutton appearbetween them

3.  Click and drag the button onto the object or frame you wish to insert.

As thepath pointis inserted between the two
existingpath point, the numbers displayed next to
the linked objects will be updated.

A new thumbnail will also be added to tRath
panelbetween those already displayed.

Toremove apath point using linkingsteps:
1.  Click theEdit Pathbutton on thePathpanel.

2.  Locate the objet you wish to remove from thegth on the canvas. Carefully click and drag the path
point away from the object, and release the cursor button. Be careful not to hover over any other
objects wherdoing so as you may end up linking these by mistake.

Thepath pointwill now be removedrom the objecton the canvas and theathpanel The numbers
for the other path points will update to reflect the changes made.

(117K

As well as using this method, you can also remove a path fromtan object using the Path panel.

14



Toremove apath point using thePath panei

1. Click on theEdit Pathbutton to enter edit path mode.

2. Hover over the thumbnail for the path point you wish to remove. When the remove omn
appears, click on itThe path point will be removed from the object. All othethlppaoints and
thumbnails will be updated.

{11 L[
0¥ rs

{3)

You can alsase the thumbnails within thed®h panel to reorder path points. This is the quickasd
easiest way to reorder path points.

Reordering path pointsusing the Rth panet

1. Enter edit path mode by clicking on tEelit Pathbutton.

19%)

2. Click and hold the cursor on the thumbnail of th
path point you wish to move. As you do so, the
selected thumbnail will budge to the right

Drag the thumbnail up or down to the new point
whereyou would like it to be positioned. You cap
move it any number of points up or down.

2 KSy A0Qa Ay LRaAGA2Yy[E NBESIFAS GKS| ODdzNE 2 NJ 6 dzi i ;
The thumbnails and object numbers will update
to reflect the changes made.

OESNIQA 8B FWS00ASa | ¢BRS QilyAl2SYNB & U &

In thisexercise you will add Wlobbies and Interessection to your presentationlry addingup to three
hobbies or interests you have, making use of text, imag@sbols, shapes, lines and arrolgrhaps try
addinga Wobbies and Interesg3itle section, followed by each hobby or interest within their own sections.
These carhen be linked together usingath points.
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