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The Presentation tool in Google Docs allows users to create and upload presentations and slides (think Power-
Point or KeyNote).  Presentations can be displayed from a web browser and shared with multiple users.  Though 
the functionality of the application is somewhat limited compared to PowerPoint and Keynote, users are still 
enabled with a number of formatting and multimedia options.

http://sjptechnology.wordpress.com
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Getting Started with Presentations
If you are familiar with Microsoft PowerPoint or Apple’s Keynote, Google Presentations 
will look very familar.  The web-based application works like a slimmed-down version 
of both, keeping the basic slide formatting functions (themes, backgrounds, fonts, and 
bullets) and insertable media capabilities (images, video, charts, and tables).  The most 
obvious features missing from Google Presentations are the animations and slide transi-
tions functions.  Still, Google Presentations are a great tool for “quick & dirty” slideshow 
presentations, and offer an incredible amount of flexibility because of their web-based 
nature.

Create a New Presentation
To create a new Google Presentation:
1. Log into your Google Apps account at http://gae.stjohnsprep.org. The Google Apps 
welcome page will load.
2. Click on the Docs link on the right of the screen (or click Documents in the menu bar 
across the top of the page).  The Google Docs main page will load on the screen.
3. Click on the Create new button.  A drop-down menu will appear with a list of docu-
ment types.
4. Select Presentation from the list.  Your web browser will open an new browser win-
dow (or tab), displaying an empty presentation.
5. By default, the name of the presentation will be Untitled Presentation.  To rename the 
file, click on the words Untitled Presentation in the top left of the window.  A popup win-
dow will appear, prompting you to enter a new presentation title in the text field.
6. Enter a new name in the text field and click OK.  The new name will appear in the top 
left of the window.

Upload a PowerPoint Presentation
You can upload existing PowerPoint presentations (.ppt) to Google Docs.  Be aware, 
because Google Docs does not support certain fonts, animtations, or transitions, you may 
lose some features and formating from your original presentation.  
Note: Google Presentations does not support .pptx file types. Make sure to convert all 
.pptx files to .ppt before uploading.

To upload a presentation:
1. From the Google Docs main page, click the Upload button.  The Upload Files screen 
will appear.

Important Tip!
The maximum file size for an up-
loaded PowerPoint file is 10Mb. You 
may be able to compress files that 
exceed this limit by adjusting images 
or eliminating transitions and anima-
tions before uploading.

http://gae.stjohnsprep.org
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2. Click on the Select files to upload link.  A content browser window will appear.  
3. Navigate to the file you wish to upload and click the Select button.  The file name will 
appear in the Upload Files window, displaying the file’s size.  Note: file sizes cannot 
exceed 10Mb.
4. If you wish to upload more presentations, click the Select more files link.
5. If you wish to upload the select file(s) to a folder in your Google Docs account, click 
on the pull-down menu under Destination folder: and select the appropriate folder.
6. Click the Start upload button.  A progress bar will appear, indicating the file’s upload 
progress.
7.  When the file upload process is complete, a check will appear next to the file name and 
a confirmation message reading “Upload complete.” will appear under the list of files.
8. To upload more files, click the Upload more files link.  Otherwise, click the Back to 
Google Docs link under the St. John’s Prep logo.

Insert a New Slide
Google Presentations includes five template slides commonly used for constructing 
slideshows.  Though you will need choose one among these options when inserting a new 
slide into your presentation, you will be able to rearrange the slide layout to suit your 
own needs. 

To insert a new slide:
1. Click on the Slide menu in the menu bar.  A drop down menu will appear.
2. Select New slide...  The Choose slide layout popup window will appear.
3. Select the layout of the slide you wish to insert.  The blank slide will appear in the 
preview column on the left.

Editing Your Presentation   
Google Presentations function much like a slimmed-down version of PowerPoint or Key-
note.  Many of the formatting functions found in both programs are available in Google 
Presentations, but with fewer options.  
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Hint!
You can add a text box to any page by 
clicking on the Text icon.

Resizing Tip!
To retain an image or video’s propor-
tions while resizing, hold down the 
Shift key while you click and drag the 
corners of the image.

Formatting Text
Because Google Docs works essentially like a web page, you are limited to only “web 
safe” fonts for any type of Google Doc.  To format a block of text, you must first high-
light the text to be formatted.  All text formatting options appear in the text toolbar.  A 
brief description of each function is found below.

Font face

Bold
Italicize

Underline

Font color

Link

Highlight
Numbered list

Bulleted list

Indent left/right

Horizontal alignment

Vertical alignment

Super-/sub-script

Clear formatting

Font size

Insert Images and Video
One advantage Google Presentations has over PowerPoint and Keynote, is that inserting 
and embedding multimedia into a slide is far simpler (especially if you have ever tried 
inserting a YouTube clip into a PowerPoint slide!).  Google Presentations allows you to 
pull images and video from the internet, or upload files from your own computer into 
your presentation slides.

To insert an image into a slide:
Note: The easiest way to insert an image from another internet site is to simply drag 
and drop the image into your Google Presentation!
1. In the toolbar menu, click Insert.  A pulldown menu will appear, listing the types of 
objects you can insert into a slide.
2. Select Image... The Insert Image popup window will appear.
3. If you have the URL of an image stored on the internet, select the radio button next to 
Specify an image URL  and paste the URL into the field, then click OK.
4. If you are uploading an image from your computer, select Browse your computer for 
the image file to upload: and click the Browse... button.  A content browser window will 
appear.
5. Navigate to the image you wish to upload and click Open.  The folder path of the im-
age file will appear in the Browse your computer... field.
6. Click OK.  The image will appear in the slide.

To insert video into a slide:
1. In the toolbar menu, click Insert.  A pulldown menu will appear, listing the types of 
objects you can insert into a slide.
2. Select Video... The Insert Video 
popup window will appear.
3. Google Docs is integrated with 
YouTube to search for videos based 
on your presentation topic.  To 
search for videos based on a key-
word, enter a word or phrase into 
the Search field and click the Search 
button.
4. Click on the video you want to 
insert into the slide and click Select 
Video.
5. The video will appear in the slide.
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Sharing Your Presentation with Others
You can share your Google Documents with other members of the St. John’s Prep com-
munity (i.e., anyone who has a St. John’s Prep email account).  This is especially useful 
for collaborating with peers, or for collecting/submitting assignments.  You can share 
your presentation in two ways: 1) invite people to access the presentation file, or 2) send 
or post the link in email, on a web page, or in a document.

Invite People...
The advantage of inviting people to access your presentation is two-fold.  First, you can 
individually select people with whom you’d like to share the presentation.  This keeps 
your presentation safe from public access.  Second, when you invite people to access 
your presentation, the presentation file name will appear in that person’s Google Docs 
document list.  This eliminates some of the need for individuals to organize their Google 
Docs files.

To invite people to access your presentation:
1.  With the presentation open, click on the Share button in the top right of the screen.  A 
pull-down menu will appear, listing sharing options.
2. Select Invite people... The Share with others popup window will appear.
3. In the Invite: field, enter the names of the individuals you would like to share your 
presentation with. Google Docs will return the names of individuals with similarly-
spelled accounts.
4. Select the name of the person you would like to invite to access your presentation.  
Their name and St. John’s Prep email address will appear in the Invite: field.
5. Enter more invitees as described in steps 3 & 4.
6. Choose to allow the individual(s) in the Invite: field to either Edit or View your pre-
sentation.
7. (Optional) Add a personalized message into the Message: field.  This message will 
be sent to all recepients listed in the Invite: field.
8. (Optional) If you do not want Google Docs to generate an email message to the invi-
tees, click Add without sending invitation.
9. Click the Send button.

Get the Link to Share...
The advantage of getting the link to your Google Doc to share with others is that you can 
send the link via email, paste it into a web page (or Google Site), or insert the link into a 
document.  This sharing option is perhaps best if you wish to share your document with 
a large or undetermined number of people.  Note: only individuals with St. John’s Prep 
user accounts will be able to access your document through this method.

To get the link to share:
1.  With the presentation open, click on the Share button in the top right of the screen.  A 

pull-down menu will appear, listing sharing options.
2. Select Get the link to share... The Get the link to share popup 
window will appear.
3. In order to obtain the link, you must first agree to Allow anyone 
with the link to view (St. John’s Preparatory School users only).  
Put a check in the check box next to the agreement statement.
4. If you wish to allow individuals to edit the presentation, select 
Also allow them to edit.
5. Highlight the entire URL shown in the Share this link via email 
or IM: field.
6. In your browser’s menu bar, select Edit --> Copy.
7. Click Save & Close. You can now paste this URL to any loca-
tion.


