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Introduction
Prezi is a cloud-based presentation and storytelling software. Often used in place of Microsoft PowerPoint, Prezi
allows users to create a presentation in a nonlinear fashion. Employing the ZUI (Zooming User Interface), Prezi
enables the user to zoom in and out of objects in their presentation, allowing them to explore creative ways to present
their ideas and stories.
In addition to its non-traditional presentation style, Prezi is also set apart from traditional software by its cloud-based
approach. Prezi runs in a web browser, which means that it does not need to be installed on a desktop, improving
portability and cross-system compatibility.
In this class, we will learn the basics of Prezi: creating your own free Prezi account, navigating the interface, creating a
Prezi presentation (simply called a Prezi), and exploring the multitude of functions that can help you create a
presentation that stands out above the rest.

Prerequisites
Basic computer literacy and an internet connection. Everyone is welcome!

Creating a Prezi Account
Before you can create a Prezi, you will need to register for a free online account. Signing up for a Prezi Account with
your “@wisc.edu” email address will give you to access to the Student and Teacher License. This license, in addition to
the features in the public license, allows you to choose with whom to share your Prezis, to use your own logo on your
Prezis, and expands your storage space.
1

Open your favorite web browser (Internet Explorer, Google Chrome, Firefox, Safari) and navigate to
“www.prezi.com”.

2

From the home page, Click "Log in" in the top right.

3

You will be prompted to sign in. Instead, Click "Sign up" or the blue "Get started" button in the top right. You'll
be directed to a page outlining Prezi's various plan options.

4

Prezi has a variety of pricing options, with different opportunities for educators and students. Look for
“Students and Teachers” in the black righthand sidebar and Click on “Educational plans” directly below it.

5

Under the “Edu Enjoy” column click the “Choose Plan” button right under where it says Free.

6

Enter your “@wisc.edu” email address (this will be your username). Confirm your Edu license through the link
sent to your email address. It may take a few minutes for the email to appear in your inbox.

7

Click on the link in the confirmation email.

8

Answer the ensuing questions.

You now have a free Prezi account! If at any time you want to change your license or delete your account, you can do
so from your Settings and Account page.

Creating a New Prezi
Now that you have your Prezi account, you can make your first Prezi! After logging in, you should be on the "My
Prezis" page. If you aren’t on this page, select "My Prezis" in the left of the top menu bar. In the left hand side menu
make sure you are in "All prezis".

From this page, Select the blue “New Prezi” button in the top center of the page or in the "All prezis" area. A new
window will open where you can start creating your Prezi.

Starting Your Prezi
In the new window, Prezi will ask you to select a template. From here, there are some different ways to start off your
Prezi:

1. Double-click a template to select it, or click on the template you want and then click on the blue “Use
template” button in the bottom right.
Please note that if you choose to use a template, it is not possible to change from one template to
another from the edit page. You are stuck using the same template (or blank Prezi) for that project.

2. Search for a template using the search bar at the top of the window, and double-click on your desired
template to use it.

3. Click on “Start blank prezi”.

For this class, click on “Start blank prezi”.

Prezi Interface
Prezi’s simple interface is easy for anyone to pick up. We will cover a few items here and cover the rest in-depth for
the remainder of the manual.

Menu
Across the top of the page you will see Prezi's menu.

Undo and Redo
You can also use keyboard
commands to for these actions.

There are Undo and Redo buttons that you can use if you make a
mistake.
There is also a Save button, but Prezi will also automatically save your
files for you while you work on your Prezi and right before you exit
Prezi.
Use the Exit button on the far right to save your work and stop working
on your Prezi. You can go back and edit it again at any time.

Undo (ctrl + z on a PC)

Redo (ctrl + y on a PC)

There is also the left column, which is used for editing paths in Prezi. We will go over that in more depth later on in
the manual.
The rest of the space (where the blue circle is located) is the Prezi workspace.

Moving Around in Prezi
Prezi also allows the user to move around in the presentation space and zoom in and out. We will do some exercises
to make sure that you have the hang of moving around Prezi.
1

Click and drag anywhere on the Prezi screen to move around the Prezi space. Move until you can no longer
see the circle.

2

Use the mouse wheel on your mouse, or click on the + or magnifying glass under the "Show overview" button (the little
house) to zoom in and out of Prezi. Zoom in until more squares
show up on the screen.

3

At this point you might not know where you are in your Prezi
presentation. There is a quick and easy way to fix this. Move your
mouse icon to the right-hand side of the Prezi workspace to the
small gray toolbar (see image).

4

Click on the “Show Overview” button (the gray house).

You can also zoom in and out of the Prezi workspace by clicking on the +
or - magnifying glass under the "Show overview" button.

Choosing a Theme
Themes are general aesthetic characteristics that you can add to your
Prezi to make it your own. You can add your own background image,
choose the color of text, and much more. Prezi also has a list of pre-made
themes that you can use if you don’t want to make your own.
1

Click on “Customize” from the menu at the top. A sidebar should appear on the right-hand side

2

In the Theme section of the sidebar, select a theme to see how it changes the presentation.

3

Click on “Advanced” at the bottom of the sidebar to access the “Theme Wizard”.
There are many different things that you can edit on your Prezi. To navigate through your options, you can
click on either the “Next” or “Back” buttons at the bottom of the “Theme Wizard” window.

The “Advanced” option will let you edit all the colors using RGB color
codes if you already have specific colors in mind for your
presentation.
4

Click “Done” on the bottom right hand side of the “Theme Wizard”
window when you are finished. Alternatively, you can select “Cancel” to
undo any changes you have made.

CSS Editor
It is possible to edit the CSS in
Prezi by selecting "Advanced" in the
Theme Wizard and clicking "Use
the Prezi CSS Editor".

Adding Your Own Background
1

To add your own background Click on "Customize" in the top menu.

2

Under the Background Image sidebar, Click on Choose file...".

3

Navigate to your desired background image in the class files, either "background.png" or "background2.png".
Press Open to add it to your Prezi.

Adding Content
Frames
Frames are a signature part of Prezi and an easy way to organize and manage content. Inserting a frame and linking
paths between frames creates a dynamic zooming and panning effect. Frames function similar to slides. You can
change properties of a frame such as color, size, and position. You can also move, resize, and rotate your frame and
the content within the frame will adjust accordingly.

Creating a Frame

1. To add a frame, click on the up and down arrows in the left sidebar.
There are many different types of frames available to you to use in Prezi (Bracket,
Circle, Rectangle, and Invisible). The only difference with the frames is the shape that
they are. The frame you choose will not affect the content you can put inside of it.
Invisible frames are rectangular frames that do not have any type of border.

2. From the drop-down, select the type of frame you would like to make. You will know
it is selected when the shape of the frame above the drop-down has changed.

Preset Frame Layouts
You can also create frames using the Insert button in the top bar.
1

From the Insert drop down menu select "Layouts".
In the righthand sidebar you have two options to choose from:
Single Frame allows you to choose a single frame with predetermined layouts.
Multi-Frame allows you to choose from different setups of multiple cells.

2

Click and Drag your desired cell(s) to your Prezi workspace.
You can also double-click the layout you desire and it will appear on your Prezi workspace.

Editing Your Frame
In Prezi, you can resize, move, and rotate your frame. When doing any of these things, Prezi will automatically match
everything within the frame to the orientation of the frame you have selected and changed.
First Click on your frame to edit it. You will notice that there are some options that appear above the frame.

Zoom to Frame lets you zoom into the frame so that the frame takes up
the entire workspace area.
[ ] This allows you to change what type of frame the selected frame is.
It is also possible to delete frames here.

Delete Frames
You can also use keyboard
shortcuts to delete frames.

Favorite takes the selected frame and places it in My Contents for later
use.
Delete will delete your frame.
More options for editing frames:

Mac / PC

To change the size of the frame, Click and drag any of the blue bordered corner boxes.
You can also use the + and - buttons in the middle of the frame to change the size in increments.
To rotate the frame, hover over any of the blue bordered corner boxes. Click and drag the circle that appears.
To move the frame, Click and drag on the hand icon in the center.

Inserting Arrows and Lines
1

Choose “Insert” from the top menu.

2

Select either “Draw arrow” or “Draw line”.

3

Click where you want your arrow or line to start, then again where you want it to end.

4

Click and drag the blue outlined box in the middle of the arrow or line to add a curve.

To edit the style of the arrows, you can use the styles bar that appears above the arrow.
Decrease arrow thickness decreases the thickness of the arrow line.
Increase arrow thickness increases the thickness of the arrow line.
Style allows you to change the color of the arrow. The available colors will depend on the theme
of the Prezi.
Favorite adds the style (including the curve) of the arrow to My Content for later use.

Decrease

Delete will delete the arrow. You can also delete the arrow by selecting the arrow and then
pressing “Delete” or “Backspace”.

Text

Increase

Adding text to a prezi is very simple. You can click anywhere on the canvas to create a modifiable text area. If you
have a Layout, there may be preset text boxes that can be modified by simply clicking where it says “Click to add text”.

Above the text area is a panel of styling options. After you have inserted your text in the box provided you can add a
title, subtitle, or body text style over the text. These styles automatically correspond to the theme you have selected
in the initial setup.

To modify the color of the text, select a swatch in the swatch palette under the swatch icon. For further textformatting, Click the arrow to the far right. This reveals bullet and alignment options.

Changing the size or rotating the text is done the same way as you would change the size or rotate a frame.
It should be noted that increasing or decreasing the size of the text box will also shrink the size of the text
inside of it. If you wish to decrease the size of the text box but keep the size of the font, click and drag the
gray oval on the right end of the text box you are editing.

Images
You are able to insert images to add dimensionality to your prezi. Use placed images as a background object or as a
visual reference for your audience.
To insert an image into your Prezi canvas go to "Insert" in the top menu and choose "Image".

A browser window will appear over the Prezi workspace. From here you can navigate to your own images. For now
you can use the class file "beach_ball_01.png".

YouTube Videos
1

Navigate to YouTube, find a video you like, and copy the URL.

2

Go to "Insert" in the top menu and select “YouTube Video”.

3

Paste the video’s URL into the window and click "Insert".

PowerPoint Presentations
Prezi includes a way to incorporate PowerPoint slides into Prezi, which makes it simple to use slides and presentation
material you have already created in PowerPoint.
1

Choose "Insert" from the top menu.

2

Select "PowerPoint".

3

Browse and select the PowerPoint file you want to use. For our purposes you can use
the class file labeled "powerpoint.pptx". The PPT Import sidebar will appear on the
right, first displaying the status of your import, and then the slides of your imported
PowerPoint.
Click and drag individual slides from the sidebar into your workspace. You will see
them appear as slides in the left hand sidebar.

4

When you have finished importing the slides, click the “x” in the top right of the
sidebar. You can return to this area at any time by selecting PowerPoint from the
Insert menu again.

Symbols, Shapes, and Diagrams
Prezi comes with a library of shapes and symbols that you can use to enhance your prezi, as well as a selection of
diagrams that you can use to organize your slides.

Inserting Shapes and Symbols
1

In the top menu go to "Insert" and choose "Symbols & Shapes".

2

The sidebar on the right-hand side will display multiple styles of symbols and some
basic shapes. Pick a style you like.

3

After clicking on the style of your choice, either browse through the image/shape
library, or search using the search bar at the top of the sidebar to find an image that
you want to use.

4

Click and drag the shape or symbol of your choice onto your Prezi to add it to your
presentation. Resize or rotate it until you are happy with it's appearance and
placement.

Favorites
If there are elements of your prezi that you may want reuse again in the future in different
prezis, you can place those elements into a library called “Favorites”. Here you can place
content from your own prezis or add content from other prezis that are available to reuse.

Adding Content to your Collection
1

In the top menu go to "Insert" and choose "Favorite" to open your content library.

2

Once your content library has loaded, Select the content that you want to reuse.

3

Click and drag your selected content into your workspace.

Sound
Prezi supports the use of MP3s. There are two ways to add sound to a presentation, either in the background of the
whole presentation or applied to individual path steps.

Background Music
Uploading an mp3 with this option results in it playing over the entire presentation.
1

In the top menu go to "Insert" and choose "Add Background Music".

2

Browse to locate the mp3 file you want to use and Click “Upload”. For now you can use the class file
"dont_touch_the_fuzz.mp3".

3

You will see the status of your upload in the left hand menu above your path. Once it completes you can click
the gray bar to play or delete the track.
You can stop the upload by Clicking the ‘Cancel’ button.
After the uploading process is completed you can Click the triangle to play the track or ‘Done’ to continue
editing your prezi.

Your background music will start playing when you enter Present
Mode and will continuously play as long as it is open.
To remove a track, Select the track on the left sidebar and Click on the
trashcan icon.

Voice-overs

Music
Note that music added to a Prezi
will play over your entire
presentation. You cannot clip it for
certain slides.

With this option you can upload an mp3 to a specific path step. While you do
select "Voice-over" for this method, you could use any mp3 file be it music, a voice recording, or a sound effect.
1

Make sure you are not in the Edit Path mode, and select a path step in the left sidebar that you would like to
add sound to.

2

Go to Insert in the top menu bar and click "Add Voice-over to Path Step #...".

3

You will be prompted to choose an MP3 file. Navigate to either of the mp3 class files and Click open. Note:
When choosing an audio file for a presentation, always make sure you possess the rights to use it.

4

It will take some time to upload, depending on how large the file is; once uploading is complete you can
preview it by clicking play or delete it by clicking the trash icon.

Once you leave the Voice-over menu, Note that the MP3 file is still visible. You can preview or delete it at any time.
Currently, however, there are a few limitations to keep in mind:
Each path may only contain one Voice-over.
Voice-overs start automatically at the beginning of a path; there are currently no options to delay its start.
Voice-overs cannot play across paths; if the presenter continues to the next path before the MP3 finishes, it
will simply be stopped by Prezi.

Paths and Animations

Editing Your Path
Up until now, you have utilized Prezi in a mostly linear manner, moving from one frame to another. Prezi’s strength,
however, lies in its ability to deviate from these frame conventions through paths. Paths allow you to focus on a
particular object, to return to previous frames without copying them, and even to view multiple frames at once.
Simply put, paths allow anything on your canvas to become a slide.
To begin with, we'll learn how to customize paths.

Adding Objects to Paths
By default, frames only appear in the left sidebar. You can add objects to the paths by clicking on Edit Path.
1

Click Edit Path in the bottom left hand corner. A black bar should pop up near the top that says "Click on any
object to add it to the path".

2

Text, images, and frames are all objects. Simply Click on an object and it will be added to the end of your path
order.

3

If the object is added somewhere else in the path, or somewhere you don't want it, Drag it into place in the left
sidebar.

Adding Views to Paths
Views can be added to your path as well as objects. This means adding a particular view of your canvas as a point on
your path.
1

Click Edit Path: On the bottom left corner, the ‘Add Current View’ menu with a camera icon next to it will
appear.

2

Navigate your canvas to find the view you would like to add to the path. Zoom accordingly to fit everything on
the viewer.

3

Click Add Current View, and a screen shot of the viewer will be added to the end of your path order. Click on it
to see the effect you have created.

Deleting Objects/Views from Paths
To delete any objects or views from the path, Click the ‘X’ icon on the top right of the object’s box in the left sidebar.

Animations

Prezi is capable of rudimentary animations that, while limited in functionality, can sometimes be useful. As of June
2014, only fade-in effects are supported. To create a fade-in effect on a particular path:
1

Click Edit Path. A shooting star icon will appear next to the path number.

2

Click on the star to bring up the animation window.

3

Click on an object (or multiple objects) in the window to make them fade in when Prezi
reaches the path. Fade-in objects will be marked by numbered green shooting stars; the numbers indicate the
order in which they will fade in.
To remove fade-in effects, Click "Reset" on the top left corner of the animation window.

4

Click the play button to preview, and Click Done once you are satisfied with your edits.

In this example the bicycle is number one and will fade in rst, followed by the text above it.

Presenting Your Prezi
To present your Prezi from the editing panel, select the Present button in the top right corner
of your screen.
Select “Allow” to present your Prezi full-screen Prezi.

You can freely move throughout your presentation by Clicking on any point in the canvas and dragging the screen
accordingly.

To navigate through the points on your presentation’s path, Click on the left and right arrows on the bottom
of the screen (or use your keyboard arrows).
To jump to a particular frame in the path, Click and Drag the blue circle from the bottom left hand side of
your screen (visible when mouse is over the bottom navigation bar) to the desired frame.
To Zoom in and Zoom out, or to return to the home view, use the controls on the right hand side of your
screen. These function the same way they do when editing.

Additional Controls
To set your presentation to advance between path points on its own, Click on the Autoplay
button (the gear symbol) in the bottom right corner of your screen to view and select
Autoplay options (4, 10, and 20 second delays).
To Exit your presentation, click the Fullscreen button to the right of Autoplay. You can also
click on the Edit button in the top right corner of your screen to return to editing mode.

Sharing Your Prezi

Presenting Your Prezi Online
You can present your Prezi online and allow up to 30 users to follow along with you in a few simple steps. In addition
to using this feature, you may consider conducting a conference call or video call to allow you to converse with your
audience.
To do this, click the "Share" button in the top right corner of the screen. In the drop down menu that appears select
"Present remotely". You'll see a window pop up with a link for your Prezi and a "Start presentation" button.

Share for Editing
You can also share so that others can view or edit your Prezi. Prezi allows you
to collaborate with up to nine other editors. To invite others to edit your Prezi,
go to "Share" and Select “Share Prezi...”
From the pop up screen, you can add the emails of the individuals who will edit
your Prezi with you. They will get an email from Prezi inviting them to edit the
presentation.

Remote presentation link
Make sure to Copy the link and
send it to your audience via e-mail
or an online messaging service
shortly before you intend to begin
your presentation. People can join
with or without a Prezi account.

You can also click on the check box next to “Allow public reuse and help spread ideas” box if you wish to let other
people use your Prezi as a template.

Downloading Your Prezi

Download as a Prezi
You can easily download your Prezi to view offline or to keep as a back-up by Selecting “Download as a portable prezi”
under the Share options.
Once selected, the download will begin and you will see the following dialog:
This dialog will disappear once complete, and you should see the zip file in
your Downloads.
To present a downloaded Prezi, Open the folder and double-click the “Prezi”
file with the Prezi logo.
It may take a few moments to open, but you will then be able to enter a
full screen mode with the same navigation options available that you
are able to use online.

Download as a PDF

Downloading Prezi les
Note that you will not be able to
make any changes to this file,
unless you have the desktop client,
available through the pro license. If
you make any changes online to
your prezi, you will have to redownload the file.

You can also download your Prezi in PDF format to use as notes or handouts. Each page of the PDF will display the
content of a path point. To download a PDF, Select “Download as PDF” under the Share options.
Once selected, a dialog will display the current status of the download. Once you see Finished all pages, Select "Save
PDF" to save the file to your computer.

Additional Information
Congratulations, you can now create dynamic presentations in Prezi!
As demonstrated in this manual, Prezi is a powerful tool when used effectively. You can further explore using this
non-linear presentation tool and canvas for purposes other than “traditional” presentations. Any of the following can
be created in Prezi:
Brainstorming and Mind-mapping
Scrapbooking
Resumes, also known as Prezumes
Newsletters
Meetings
Design/Art/Photography portfolios
Party Invitations

Troubleshooting Glitches
Occasionally, some users might find that Prezi stops working. This can typically be quickly remedied by returning to
the Prezi homepage in another tab and reopening the project.
For additional resources, visit the "Learn & Support" tab of your Prezi home page for manuals, videos, and more!

