Guide to Prezi
Prezi is online software that allows you to create presentations. This guide goes
through all the basic functions of Prezi that are necessary to learn quickly how
to use Prezi.
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Creating a Prezi
Prerequisite: To access Prezi you must complete the registration process at
http://prezi.com/

1.

Creating a simple presentation from a template

1. Click on
the homepage.

found on the left side or menu bar at the top of

A loading icon appears.

2. A window presenting the template options appears. To choose a template click on the “classic” or “fresh” icon:
3. Click on the image of the template you want.
4. Click on

.

The template appears on screen.

2.

Adding text to the presentation

1. Click on “click to add title” to add a title or click on “click to add text”.
2. In the text box which appears, type the title or the text.
3. Click on the various buttons which appear above the text box to
change the appearance of the text.
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3.

Navigating between frames

The frame bar on the left of the screen shows the order that the frames will
appear in the presentation.
1. To navigate between frames click on the numbered frames in the frame
bar

2. You can also navigate between the frames by double-clicking on the
individual frames in the general overview.
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Changing the general layout of the presentation
1.

To move frames/ text within the Prezi

1. Click on the object which you wish to move.
A box appears around it.

2. Place the pointer over the hand icon in the middle.
3. Left click and hold down.
4. Move the pointer to drag the object to the new location.
5. Release the left-click button.

2.

To increase/decrease size of frames

1. Click on the frame
A box appears around the frame.

2. Click on the + to extend the box.
3. Click on the – to shrink the size of the box.
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Launching the presentation
1. Click on the Prezi you want to launch from the homepage.
The Prezi displays in a new screen.
2. Click on the full-screen button at the bottom right of the presentation.

The presentation displays in large. A message asking if you want to
use the keyboard keys to navigate appears.
3. Click “Allow”.
4. Use the arrow on the keyboard to navigate between the frames or click
on the frame to display.
5. Press the Escape key on the keyboard to exit the presentation.
The presentation exits full-screen mode.
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Sharing your Prezi
There are several ways to share your Prezi. The receiver does not need to
download or to have access to Prezi: the entire system is set up through a
cloud, which is an online storage unit accessible to anyone.

1.

Selecting the Prezi to be shared

1. Select the Prezi you wish to share.
A new window with the selected Prezi displays.
2. Choose one of the sharing options at the bottom of the presentation:
• Present online: to show the presentation online to another person.
• Share: to make your presentation accessible through the internet.
• Download: to download the presentation to your computer.
• Embed: to place the presentation onto a webpage.

2.

Presenting online

1. Click on the “Present online” button.
A menu displays.

2. Copy the given link.
3. Send the link to the person you want to share with. The link only works
for 10 minutes.
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3.

Downloading the presentation

1. Click on the “Download” button.

Two options appear on the screen.
2. Choose the option “Presenting” on the left to download the presentation directly to your computer. This option is usually already selected, if
not select it.
3. Press the “Download” button at the bottom of the screen.
The download starts.
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4.

Sharing the presentation through the Web

1. Click on the “Share” button.

The following screen displays:

Depending on your privacy settings, you can choose who can see your presentation.
Each privacy level allows different types of access.
• The “Private” button allows for only the creator to have access to the
presentation.
• The “Hidden” button allows the creator and anyone with the link to view
the presentation.
• The “Public” button allows for the presentation to be viewed by anyone.
• The “Reusable” button allows for anyone to view and save a copy of the
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presentation.
2. Click one of the buttons based on your personal preference. The
choice is automatically saved.
The presentation is online.

5.

Embedding a presentation

1. Click on the “Embed” button.

A screen appears, giving an HTML code (already in the text box)
for you to copy.
2. Click on “Copy Code to Clip Board”.
3. Right click onto the preferred webpage.
4. Choose paste from the options which appear.
The presentation displays onto the webpage.

You have reached the end of this guide.
You learned how to create a Prezi from a template, how to change the
aspect of your presentation and how to share it: you now know everything that is necessary to use Prezi.

9/9

