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Use one of the text placeholders 
provided by a presentation. They 
contain the text 'Double tap to edit'. Do 
this and the keyboard appears. The 
word 'text' will be replaced by a cursor.

placeholder text
There are several ways of getting text 
on your page.

Type your text and the box will 
expand  as you type to fill the width of 
the page. To change the width, tap 
your typing to make visible the blue 
outline round the box. Touch and 
drag one of the blue dots to reshape 
the box and the text will adjust itself 
automatically to fill the space.

You can stop typing and style it at any 
point, or finish typing and then style.




text boxes

In the toolbar, tap          and then 
Shapes. Swipe or tap through the 
pages of shapes to find either the T 
or the T in a border. You will be able 
to either add or delete the border 
when styling.

Tap the T and                 appears. 
When you tap it, it becomes a cursor 
inside a box. Type your text. Adjust 
the size of your text box as you type, 
if you wish - see previous page.




Styling fonts 

Tap your piece of 
text to select it. 
In the Toolbar 
tap Text to style 
the font.

Information on 
the current font 
is displayed. Tap 
the arrow to 
bring up the 
menu where you 
can change the 
size, colour and 
type of font.

Tap the Up and 
Down arrows to 
increase and 
decrease the 
font size. The 
text changes as 
you tap. You can 
also change the 
colour and font
family.

Choose bold,  
italic, underline 
or strike 
through after 
having styled the 
font for font 
family, size and 
colour.



Tap your piece of text to select it. 
In the Toolbar tap Text to bring 
up the font and paragraph menu.

Choose whether to align your 
text to the left, centre, right or 
justify it. Tap the box you want 
and the text will adjust 
automatically.

Text alignment



Text in columns
It is easy to change the number of columns 
for your text - much easier than in Photoshop! 
Type your text inside a text box and tap it to 
select it. Tap the Brush Icon in the Toolbar, 
then Arrange. Tap the plus and minus sign 
to the right to increase and decrease the 
number of columns and the text will 
automatically flow to fill the space. If you want 
columns of more even length, either add 
more text, or tap your text box for the 
bounding handles and adjust its size (page 
2), or change the size of your font (page 4).

Tap the Margin plus and minus signs to alter 
the space between the text and the edge of 
the text box.

It is easy to change the number of 
columns for your text - much easier 
than in Photoshop! Type your text 
inside a text box as usual, then tap 
it to select it. Tap the Brush Icon in 
the Toolbar, then Arrange. Tap the 
plus and minus sign to the right to 
increase and decrease the number 

of columns and the text will 
automatically flow to fill the space.. 
If you want columns of even length, 
either add more text, or tap your 
text box for the bounding handles 
and adjust its size (page 2), or 
change the size of your font (page 
4).

It is easy to 
change the 
number of 
columns for your 
text - much easier 
than in Photoshop! 
Type your text 
inside a text box 
as usual, then tap 
it to select it. Tap 

the Brush Icon in 
the Toolbar, then 
Arrange. Tap the 
plus and minus 
sign to the right to 
increase and 
decrease the 
number of 
columns and the 
text will flow. If you 

want columns of 
even length, either 
add more text, or 
tap your text box 
for the bounding 
handles and 
adjust its size 
(page 2), or 
change the size of 
your font (page 4).



Tap Text in the 
toolbar. Chose  
a border or 
give it none.

Tap Style 
Options for 
further 
choices.

Choose
the colour 
and width of
a border.

Change the 
design of the 
border: line, 
dots, dashes.

Style the 
shadow, 
reflection, 
opacity.

As well as 
styling the 
border, you can 
add Effects.

Styling text boxes: borders



Styling text boxes:fills

Text boxes can be given a 
fill with or without a 
border. Tap       on the 
Toolbar, and then Text. 
Tap Style Options.

The dots at the bottom 
indicate how many pages 
of fills there are. 

The white tick in the grey 
circle shows the current 
selection. 

Tap the dots or swipe the 
pages with your finger to 
see the possible fills, from 
solid colours to gradients.
Tap the colour you want.



You can fill a text box 
with background 
colour if you wish.

Styling text boxes: effects

Tap       on the Toolbar, 
Style Options, then 
Effects. 

You can add a shadow, 
a reflection and change 
the opacity.



You can fill a text 
box with background 
colour if you wish.

This text box has a 
shadow. There are 
four different types.

This text box has a fill with 
an opacity of 50% and a 
reflection of 90%.



Layering elements

Next stop,
Sweden!

Tap an element (a photo, text box or 
shape) to select it. Tap        in the 
Toolbar, then Arrange. Slide the button 
on the horizontal bar bar to move the 
element to the front or back of other 
elements.



Snow and sea



Text-box commands

Tap to cut a text box. It will 
invisibly copy it at the same 
time.

Cut

Copy

Delete

Lock

Animate

Makes a copy of your text box 
onto the invisible clipboard. Tap 
the screen outside the text box 
to deselect it and tap again to  
see Paste.

Pastes whatever you have 
copied. 

Locks your text box in its 
current position. Tap it again for 
the Unlock command.

Paste

Deletes the text box you have 
selected. It does not make an 
invisible copy.

Allows you to select a transition 
style for your text box: only 
useful in a series of slides.

You can Copy and Paste an item …  
 - within a slide 
 - from one slide to another 
 - from one presentation to another.  

You can copy and paste entire slides … 
 - inside a presentation 
 - between presentations



Other commands

To group objects together, hold your finger on one object to 
select it and, with another finger, tap any other objects you 
want in your selection. Lift your fingers off the screen and a 
menu bar appears, with the option Group. Tap Group. You 
can also group Groups together. 

To ungroup a previously grouped selection, tap one object 
from the group. Tap Ungroup.

Select all Appears when you tap the screen anywhere. Tap again to 
select all objects (photos, text, shapes etc.). You will see a 
menu box allowing you to Cut, Copy, Delete, Group, Lock.

Group

Ungroup

Rotate

To rotate an object ( photo, shape or text box), place two 
fingers on it and twist them in the direction you wish to 
rotate. A small box tells you the angle in degrees. If your 
object is small, it can be easier to enlarge it first: tap it to 
select it and see the bounding handles, then drag one of 
the corner dots to enlarge it, and then rotate as above. 
When you are happy with it, tap to select, then drag a 
corner dot to reduce the size, run tap again to deselect.
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