Keynote for the iPad
1. Tap the + icon at the bottom to start a new presentation > select a template
2. Interface
a. To swap a default image > tap the landscape icon at the bottom right on the image
b. To switch between editing and presentation mode: 

i. Tap arrow at the top right for presentation mode

ii. T ap to return to edit mode
c. Undo button at top left, tap and hold undo to redo
d. Paintbrush  icon: when you select an object like text and tap the paintbrush you access options selecting an image will give different style options like drop shadow > note more options
e. + icon: insert media, table, charts and shapes
f. Wrench icon: transitions –
i. You can place transitions on slides or object, i.e., text, images, shapes, charts
ii. Note Presenter notes encourages short bullets with extra narrative in notes

iii. Take a look at Advanced- Settings
g. Forward Arrow icon> play mode- tap to progress
i. Swipe to go back to slide

ii. To jump to another slide tap to the left of a slide to see all your slides
3. Themes Once you select a theme you cannot change it like the Mac version

a. So you want to preview the themes

b. Select a theme> tap on + in lower left to see slide options
c. When you want to add text, select a slide with a text box
4. Working with Slides
a. To reorder > tap and hold > drag slide where  you want
b. To se lect more than one slide > tap and hold on one slide > with another finger tap on other slides
5. Skipping Slides
a. You may want to skip some slides for some audiences

b. To skip a slide: tap the thumbnail once > wait a second or two and tap again > you will see a skip option

c. To return the skip slide to the presentation > tap the white bar wait and tap again
6. Working with Objects
a.  Selecting multiple Objects:  For example, insert two or more images in you slide > arrange them on the slide > tap one image with   and hold finger down > tap with another finger tap on other images > now you can move the images as a group
b. to keep the images together > tap one of them > select Group
c. To ungroup > tap one and tap again > select the Ungroup option
7. Delete Slide and Objects
a. Tap on a slide or object one and tap again .> select Delete
8. Working with Text
a. Tap on text to select text box and get the blue handles

b. As in word processing you select text by double tapping and moving the handles or just type in the selected word to replace text

c. Triple tapping a word selects the whole text
d. If you drag the text box’s top center handle down it will automatically make the text smaller
e. Change Text Style > tap on I 

i. Style gives you fill option > more options more fills , borders and Effects like drop shadow which is nice for titles
ii. Text options will be different for each theme
iii. Arrange hierarchy of text layer
9. iv. To Add Text Box > tap + > tap Shapes > tap T box
10.
Working with Media
a.
To add an image > tap + icon > select image from Photos

i.  after resizing you can drag image > note there will be a yellow line at the top to show you where the center is.> scroll down to see more like bullets
ii. you can apply Styles > tap on paintbrush  


(old Versin) The Edit Mask works like a window frame to let you zoom in on a specific portion of the image using a slide. You can move the image around to zoom into any spot. Tap mask when finished

(new vesion)  double tap image >use slider to change image within maks> drag image to recenter within mask > drag blue handles to change size of mask > tap mask when finished
iii. Style options > Effects > Opacity is useful if you want text on a picture
b.
You can rotate an image > tap image >  place your thumb and index fingers on picture and twist. (may take practice)
c.    : see Tubebox directions > then use the image instructions above to apply styles
11.Working with Tables

a. + icon > Tables > select a format

b.  resize if necessary > To drag table only use the handle in the upper left corner
c.  upper right and lower left handles adjusts the rows and columns
d. fill in cells > double tap a cell to get keyboard
e. Style options > tap table > tap paintbrush> Change look > Table options 
12.  Working with Charts


a.  + icon > Charts > select chart type > scroll sideways to see more  


b. tap > select Edit Data ( double tap to enter data on older version)


c.  tap on left corner of row to insert, cut , copy, delete



d.  when you use the number columns a number pad will appear


e.  Gear icon > plotting options
f.  Style tap chart>tap I >note x and y options > chart and chart   options

and can also change chart type again 

g. Tap Done to return to slide

g. Animate > tap chart > select animation
13.  Working with Shapes


a.  + icon . Shapes > scroll and the bottom to see more


b. Often arrows are used to point to specific places on image or chart


c.  drag handles to change size
d. on some shapes like the arrow when you select it, there will be a        green dot to change the shape when you drag it vertically or horizontally 
e. Rotate by select the shape and using two fingers to twist (may be easier if you do not use thumb)
d.  Style > tap I > change fill > Text = enter text inside shape  > after selecting text style double tape on shape to enter text

- you may have to resize shape to fit text

- you can style the text > tap I  (swiping gives you more options)
14. Hyperlinks
a,  in a text box type a url > take off shift first. > after typing url hit the space bar to make it into an active link
b. to change the link text > hide keyboard > tap on link > hyperlink settings > change display text
c.  to test link go to play mode and tap it
d. Link to other slides- you may want to create a nonlinear presentation, e.g., a student or teacher might want to provide options of what topics look at like Mayan Food, Mayan Children, Mayan Architecture OR create a quiz show

- select text box, image or shape
- wrench icon > Advanced > Interactive Links > select where you 
   want to link to
- make sure you make a link back to the menu page
Create a viewer-guided presentation:

1. Tap [image: image1.png]


in the toolbar. 

2. Tap Advanced, and then tap Presentation Type.

3. Tap Hyperlinks Only.

As you add slides to your presentation, keep in mind that you need to provide hyperlinks that allow the viewer to access and move through the slides, including Forward and Back links 

15.  Copy and Paste


a. tap object or text and tap again to get menu (not two quick taps)


b. to paste tap once and tap again > paste
16. Transitions


a.  Slide transitions> tap a slide > tap wrench icon (older versions tap on diamond icon) > tap Transitions and Builds> tap arrow  > select  transition


b.  Options allows you to control the direction > after selecting direction move down to see the start options > if you select after previous transition then move down to select the time delay
17.  Magic Move Transition


  a, go to a slide that has a one or more images > 

b.  select wrench [image: image2.png]


 > Thumbnail and Buildins > tap a thumbnail slide > tap blue arrow to go to transitions > tap magic move > tap yes > on duplicate slide change position and/or size of image > if your slide has more than one image you may want to delete some/all on the duplicate slide
c. go back to previous slide > tap play button > note the animation of image
18.  Builds


a. controls how the objects come onto screen



b. tap object > Animate > select build effect
c. with bulleted text > tap a text box with bullets > Animate > select animation > Delivery > By Highlighted bullet
d. concept of progressive disclosure
20.  Presentation Notes


a.  tap Tool icon > Presentation Notes > tap on a slide and type in notes 

b. when you play the slide show the notes will only appear on the iPad while the screen shows only the slide show
21  Laser Pointer


a.  when in presentation mode > tap and hold to active pointer
22. Set a presentation to play by itself:

1. Tap [image: image3.png]


in the toolbar. 

2. Tap Advanced, and then tap Presentation Type.

3. Tap Self-Playing.

4. To set the number of seconds you want each slide to appear onscreen before moving to the next slide, drag the Transition Delay slider. 

The same delay is used for every slide in the presentation, except where you’ve already specified a transition delay for a slide. 

5. To set the number of seconds you want the slide to display its static content before the first build begins to play, drag the Build Delay slider. 

The same delay is used for each slide that includes a build effect, except where you’ve already specified the timings for a build effect. 

6. If you want the presentation to play continuously, rather than stopping after the last slide has played, slide Loop Presentation to ON. 

If you don’t choose to loop the presentation, it stops playing after the last slide and returns to editing view.

Set a presentation to replay continuously:

You can make a presentation automatically play over from the beginning, in a loop, rather than stopping after the last slide has played. 
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in the toolbar. 

2. Tap Advanced, and then tap Presentation Type.

3. Slide Loop Presentation to ON.

22.  Sharing Go to Presentations > tap Edit > tap the share icon > if choose another app and Powerpoint you will have to tweak it in Powerpoint

a. Sharing Powerpoint on an iPad Slide =  SlideShark App  https://itunes.apple.com/us/app/slideshark-powerpoint-presentations/id471369684?ls=1&mt=8 
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