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Where do I find Google Slides?

Reminder: Click the “waffle” symbol!

Scroll down to find “Slides”. Type “Google Slides” into the Google 
search bar and select the first option.
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Creating a slideshow: A two step guide
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             How to create a slideshow

After you’ve opened Google Slides and this 
screen appears, click on the colourful plus sign  
to create a new presentation.
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            How to create a slideshow This is what it will 
look once you’ve 
created your 
slideshow.

PRO TIP: Be sure to 
give your  slideshow a 
title! To do this, click 
on the gray text at 
the top of the page 
that reads “Untitled 
presentation” and 
type in the title.
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Importing Media: Add a dash of spice
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           Adding Pictures
Step 1: Click on “Insert”, it is on the top left

It will open a drop-down menu

There are a lot of options available but, don’t 
be alarmed. We will only be looking at two 
today
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           Adding Pictures
Step 2: Click on “Image”, it will open 
another drop-down menu

From here you will be given a 
choice, from where do you want to 
import an image?
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           Adding Pictures
Step 3: Click on “Upload from computer”

Step 4: You will have to find the 
image from your computer. Select 
the desired image and click “Open”
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           Adding Pictures
Step 5: Resize the image to your liking by pressing and dragging 
one of the corners and you can move the image around by 
simply pressing and dragging the center of the picture

Press and drag these blue squares on the 
corners

This little circle 
will rotate the 
angle
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           Adding Videos
Step 1: Click on “Video”, it will take 
you to a new mini page

If you have saved the video: Go to Google Drive
If you have copy-pasted the link: Go to By URL
If the video is on Youtube: Go to Search
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           Adding Videos
Step 3: Type in the title of the video and click 
on the video you want in your presentation

Don’t forget to press 
“select”
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           Adding Videos
Step 4: Resize, rotate and translate the video 
using the blue square markers as previously 
explained

Step 5: If you have a 
specific clip from the video, 
adjust the time stamps so 
that when you present, you 
can click on the video and 
only that short clip will 
play
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Changing slide layout: They can’t all look 
the same right?
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            Changing Slide Layouts SOMETHING TO NOTE: 
The different layouts have 
different usesStep 1: Click on the arrow right next to the “+” 

button right underneath the Google Slides Logo

BEWARE: Clicking the “+” will just 
add a blank slide, be sure to click 
the downward arrow beside it

It will open this 
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            Changing Slide Layouts
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Downloading presentations: In 7 steps or less
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           Downloading Presentations
PRO TIP: Find out which downloadable format works best for your situation. 

Step 1: Click on “File”, it’s on the top left corner of the tab

Step 2: Look for the “Download” 
option. Once you click it, it will show 
you all of the possible formats of 
downloading
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           Downloading Presentations
The format of downloading that most people can access regardless of device, program 
or model is PDF

Step 3: Click on “PDF Document (.pdf)”

Step 4: Wait for it to finish downloading. 
It should automatically open a new tab of 
Adobe Acrobat
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           Downloading Presentations

Step 5: On this new tab, 
click on “File”.  

Step 6: click on “Save As”  
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           Downloading Presentations

Step 7: Click on the 
destination folder on your 
desktop.

Step 8: Press “Save”
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Restoring previous versions: We’re 
changing history!
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                Restoring a Previous Version
Step 1: Click on the gray, underline sentence that says “Last edit 
was________ ago”

It will take you to a window where you will be to see all of the previous 
edits/changes you had made to the original document
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                Restoring a Previous Version
Step 2: Click on the version you would like to restore

Remember to click 
“Restore This 
Version” after you 
have made your 
choice
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Sharing slideshows: Sharing is caring
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              First things first….

Located in the top right corner 
of the page is the “Share”  
button. Click it.
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                  Then...
This screen will appear. In the section 
labeled “Add people and groups”, type in 
the name or email of whom you wish to 
send the slideshow.

Feel free to add a message as 
well!
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                  Next….

You’ll notice a drop down arrow beside 
“Editor”. Click it.

This list will appear. These are the access 
rights the recipient are entitled to:
● Viewer - Can view only
● Commenter - Can comment only 
● Editor - Have all editing rights like 

the owner
Select one.
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                Finally….

Send it off!
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           That's all folks
Today we learned…..

✅ How to Import Media
✅How to change Slide Layout
✅How to Download Presentations
✅How restore previous versions
✅How to share slideshows

31



                  Some Other Helpful Sources

Google Slides; The Complete Beginners Overview:
https://www.youtube.com/watch?v=o7wvajrAxUQ

How to use Google Slides:
https://support.google.com/docs/answer/2763168?co=GENIE.Platform%3DDes
ktop&hl=en

The Beginner’s Guide to Google Slides:
https://www.howtogeek.com/428140/the-beginners-guide-to-google-slides/

The Ultimate Guide to Google Slides:
https://blog.hubspot.com/marketing/google-slides

Click on the blue text to 
open the link to the 
video/website.
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