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Getting Started in Keynote

When you first launch Keynote, you will see the Theme Chooser window. 
Skim your mouse over a thumbnail to see a preview a theme. When you 
find the theme you like, double click it to get started. Keynote will add a 
title slide as the first slide of your presentation. All of the themed templates 
contain placeholder text and images that you can change. Simply dou-
ble click a text placeholder to type in your own text.

To add more slides to your presentation, click the New button located on 
the upper left of the screen on the tool bar. To change the slide layout, 
click the Master button in the toolbar and choose one of the master slides 
from the list.

Adding Transitions
Use transitions between your slides to make your presentation more en-
gaging.

To add a transition:

• First, click on a slide.
• Next, click on the Inspector button in the tool bar.
• Click on the Slide Inspector button.
• Click the Transition tab.
• Choose a transition from the Effect drop down menu. You will see a 

preview of the transition in the Slide Inspector.
• Type in a number of seconds in the Duration box. This is how long 

the duration will occur (Depending on the transition you choose, 
there may be other parameters you can set).

• In the Start Transition drop down menu you can choose to have the 
transition start automatically or when you click your mouse.

• In the slide navigator, a small triangle will appear in the lower right 
of all slides using transitions.

Adding Animation
Use animations to make objects move, grow, fade out and more.

To add animations:

• First, select the object you want to animate.
• Next, click on the Slide Inspector button.
• Click on the yellow Build Inspector button.
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• Click the Build In tab. This animates how the object will appear on 
the screen.

• Choose an effect from the Effect drop down menu.
• Use the parameters to customize how the object will build in.
• Next, click the Build Out tab. This animates how the object will leave 

the screen.
• Choose an effect from the Effect drop down menu.
• Use the parameters to customize how the object will build out.

Adding Audio and Video

Audio
To add a soundtrack that will play through your entire presentation:

• First, click the Media button in the toolbar.
• Next, click the Audio tab. You will see all of your music from Ga-

rageBand and iTunes. Double click a song to preview.
• When you find the audio you want to use, click the Inspector button 

in the toolbar.
• Click on the Document Inspector icon.
• Click on the Audio tab.
• Now, drag the audio file from the media browser to the audio well 

(the little window under where it says Soundtrack) in the inspector 
window. 

• Use the Volume slider to adjust the volume.

To have audio play at certain points in the presentation:

• First, drag an audio file from the media browser and drop it directly 
onto a slide.

• To play only a certain section on an audio file, open the Quicktime 
Inspector and adjust the start and stop points by sliding the bars.

• Click the Play button at the bottom to preview the audio.

Video
Adding video is just as easy:

• First, click the Media button in the toolbar.
• Next, click the Movies tab. You will see all of your movies from 

iMovie, iTunes, iPhoto and your Movies folder. Double click a movie 
to preview.
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• When you find the movie you want to use, simply drag it onto your 
slide.

• By default, the movie will start when the slide opens. To manually 
control the playback, open the Quicktime Inspector and and 
check the box for Start movie on click.

• If you want to add a frame around your movie, click the movie to 
select it and choose a border from the Stroke drop down menu in 
the Format bar.

Working with PowerPoint and Sharing Your Presentations
Working with PowerPoint files is extremely easy in Keynote. To open a 
PowerPoint presentation in Keynote, simply go to File in the menu, click 
Open, and choose the powerPoint presentation. 

To save a Keynote presentation as a PowerPoint follow these steps”

• First, click File > Export in the menu.
• In the window that opens, click on the PPT icon at the top.
• Click Next.

• Give the presentation a name and location to save to.
• Click Export.

Note: Keynote can open PowerPoint files and save in the PowerPoint for-
mat. However, PowerPoint cannot open Keynote files or save to the Key-
note format.

Malpass Library 637 • Phone: 309.298.2434 5


