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Presentations

Objectives
Each student will utilize the Google Docs presentation application to create a presentation about his or her 
favorite animal.

Benchmarks for Technology Standards
Students will know the characteristics, uses, and basic features of computer software programs, including:

	 •	 using	the	common	features	of	desktop	publishing	software	(e.g.,	documents	are	created,	designed,	and	
formatted for publication; data and graphics can be imported into a document using desktop publishing 
software)

Learning Objectives
At the end of this lesson, students will be able to:

 1. create a new presentation document

 2. know the various terms associated with presentations including, slides, theme, slide show, normal view, 
title, and subtitle

 3. select a theme for a presentation

 4. insert a title into a presentation

 5. insert a subtitle into a presentation

 6. insert a bulleted list into a presentation

 7. insert an image into a presentation

 8. change the size of the font within a presentation

 9. create a new slide within a presentation

 10. view the presentation as a slide show

 11. download the presentation in different formats

Before the Computer
This activity is written using the dolphin as the favorite animal, but you may choose to have your students 
research their own favorite animals prior to beginning this activity, and substitute them when creating their 
presentations.  An example set of presentation slides for this activity is shown in Figure 14-1.

Favorite Animal
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Figure 14-1

Favorite Animal (cont.)
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Procedure
 1. Open a new presentation document in Google Docs.

 2. First, you will set the theme for your presentation.  A theme is a specific format for a presentation, which is 
applied to all slides.  In the Choose a theme window that appears, click Light Gradient (Figure 14-2).

Figure 14-2

 3. In the Untitled Presentation box, type your last name and “Dolphin.”

 4. Click into the Click to add title box and type “The Dolphin.”

 5. Next, click down into the Click to add subtitle box and type “My Favorite Animal.”

 6. Now hit the Enter key on your keyboard, type the word “by,” and enter your first and last name 
(Figure 14-3).

Figure 14-3

 7. Next, click and drag over “by” and your name to highlight it.  Then reduce its font size to 18 pt using the 
Font size button (Figure 14-4).

Figure 14-4

Favorite Animal (cont.)
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 8. Now go to the Slide menu and select New slide (Figure 14-5).

Figure 14-5
 9. Go to the Slide menu again and choose Change layout. Select Title and Body (Figure 14-6).

Figure 14-6
 10. Your new slide should now have been inserted into your presentation.  Click into the Click to add title box 

and type “Background Information.”
 11. Next, click into the Click to add text box and type in the following:  “The dolphin is probably the most 

well-known aquatic mammal.  It is a cetacean, which is an order of mammals that also includes whales and 
porpoises.”

 12. Once you have typed in your background information, click and drag over it to highlight it, then increase 
its font size to 26 pt.

 13. Next you will reduce the size of the text box to fit the text.  Click on the white anchor point at the bottom 
corner of the text box, and drag it up to just below the last line of text (Figure 14-7).

Figure 14-7

 14. Next, you are going to insert an image on your slide just below the text box.  There are two ways to insert 
images into a slide.  First, you can select an image that is stored on your computer by choosing the Insert 
menu, and selecting Image (Figure 14-8).

Figure 14-8

Favorite Animal (cont.)
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 15. You can then use the Insert Image window to navigate to the image file stored on your computer.

 16. Another way to insert an image into a slide is to locate an image on a website, then just click and drag 
it onto your slide.  To do this, go to the File menu of your web browser and choose New Window 
(Figure 14-9).

Figure 14-9

 17. Next, navigate to the following web address:   http://www.google.com.  Click the Image search link at 
the top of the page, then type “dolphin” into the Search Images box and hit the Search button.

 18. Your image search should have produced many images of dolphins.  Click the bottom-corner of your web 
browser to minimize it so it takes up only half of your screen.  Then click and drag an image of a dolphin 
onto your slide (Figure 14-10).

Figure 14-10

 19. Your image should now be inserted into your slide.  Click and drag the image so that it is positioned near 
the bottom-center of the slide.  Use the anchor points to reduce its size so that it fits (Figure 14-11).

Figure 14-11

Favorite Animal (cont.)
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 20. Next, go to the Slide menu and choose New slide.  Insert another Title and Body slide.

 21. At the top of the slide, type “Physical Appearance.”  Click down to the Click to add text box.  Now you are 
going to make your text appear as a list.  Click the Bullet list button to begin the list (Figure 14-12).

Figure 14-12

 22. Now type “A dolphin can be gray, dark gray with white, or even black and white (orca).”  Hit the Enter 
key on your keyboard.  Your bullet list should now continue.

 23. On the next line, type “It breathes from a blowhole on top of its head.”  Add another line to your list and 
type “A dolphin has about 250 teeth with sharp tips that help to capture prey.”

 24. Hit Enter on your keyboard and add the last fact:  “It has a large, curved dorsal fin on its back.”

 25. Using the same method as on the previous slide, insert an image into this slide and center it below the text.

 26. Next, insert a new Text slide and add the following title:  “Habitat.”

 27. Click down into the Click to add text box and create another bulleted list using the following information.  
On the first line, type “Dolphins live all over the world, from warm coastal waters to the deep ocean. Some 
species of dolphins even live in freshwater rivers.”  On the next line, type “They eat small fish, shrimp, 
crustaceans, and squid.”

 28. You can continue to add slides with more information if you have time.

 29. To view your slide show, click the Present button located at the upper-right corner of your page 
(Figure 14-13).

Figure 14-13

 30. Your project is now complete!  You can also download your presentation in different formats by selecting 
the File menu and choosing Download As (Figure 14-14).

Figure 14-14
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