
FAQ’s &
ANSWERS

As an Administrator, you may be asked questions by your
new user group. We’ve gathered some of the most
common questions users will have in their first 30 days
and compiled the questions and answers here for your
convenience.



How do I move a Prezi from one account to
another?

If you want to send a Prezi to a friend or colleague so that they can open
and edit it through their own account, or if you simply want to move a
Prezi from an old account to a new one, it's easy to achieve. Your
options depend on the privacy status of the Prezi. To learn more about
the various privacy options that come with Prezi, click here.

If the Prezi is set to Reusable
Simply click the 'Save a Copy' button that appears beneath your Prezi on
its landing page. This will put a copy of the Prezi in your account.

If the Prezi is set to Public, Hidden, or Private
The owner of the Prezi will need to add you to the list of editors, and this
will put the Prezi into your account. However, you are in effect in the
same document, there is no copy generated. So, if you want to move a
Prezi from your old account to your new one, you will need to first log in
to the old account, find the Prezi and then add your new account to the
list of editors via the e-mail address associated with the new account.



To add someone to the list of viewers/editors:

Click the 'Share' option from the button that appears beneath your Prezi.
Alternatively, click the button that appears underneath and to the right
of your Prezi which donates the current privacy state of your Prezi (in the
picture below, it is set to 'Private').

You will see a 'Share a Prezi' popup window appear. This includes the
privacy slider. For more on setting the privacy state of a Prezi, click here.



To share a Prezi, type the name (if you've already collaborated through
Prezi) or e-mail address of the person you wish to share the Prezi with
into the box found in the 'Add people' section.

You will then be able to set the person as either an editor or viewer of
the Prezi.



Using Prezi Folders

It's easy to organize your Prezi’s into folders, which you can then share
with whoever you want. And they now work as part of the Prezi desktop
application too. With a Team account you will see a default folder with
your company name in your folder list. Every member of your license
group will have access to the folder.

Check out our video to learn how to use folders in Prezi:

To create a new folder, you'll need to open your Prezi library.
Click 'New folder...' to create a new folder.
To change the name of the folder, hover your cursor over 'Untitled
folder' until you see the pencil icon.

https://www.youtube.com/watch?v=Ak8mkj-TOlY


Click the pencil to change the name of your folder.
Type your text and click 'Rename' to set the name of your folder. Click
'Cancel' to keep the name you have.

Adding a Prezi to a folder
Select the Prezi from your Prezi library, hold down your mouse or
trackpad button, and drag the Prezi to your desired folder. Wait for the
folder to outline in grey before releasing your mouse or trackpad button.

Special Notes:
 You can add Prezi’s you crafted as well as shared Prezi’s to a

folder.
 If you add a Prezi to a folder, everyone with access to the folder

will receive an email notification like the one below.
 If you place a Private Prezi in a folder, everyone with access to the

folder will gain access to the Prezi.
 Anyone that you invite to a folder will be able to invite others to

that same folder.



Managing who can and can't see a folder

1. To manage who has access to your folders, select the folder from
your Prezi library as it appears on the left-hand side.

2. Click 'Add viewer' to give someone access to your folder.
3. From the popup that appears, add the email address of the person

you want to add and then click 'Done

To remove a user from your folder:
Select the folder from the list on the left-hand side of your prezi library,
Click the cog icon and then 'Manage folder' to bring up a popup window.



Download a portable Prezi

What is a Portable Prezi?

A Portable Prezi is an exported or downloaded version of your Prezi,
which works without Internet access or a Prezi account.

You can use it to present in situations where you don't have access to
the Internet, or to send to conference organizers before you present. It
contains a non-editable version of your Prezi, as well as software that
will play your Prezi on both Windows and Mac PCs.

A portable Prezi is entirely self-contained (usually on a flash drive) and
requires no installation, at the same time it doesn't install anything onto
your computer and so you don't have to worry about security.

Check out this video to learn how you can download a portable Prezi:

Please note that a portable prezi cannot be edited. If you need to make
changes, edit your prezi on Prezi.com or with Prezi for Windows/Mac,
and download/export again.

Note: The minimum required version of OSX for Mac users wanting to
open a portable prezi is 10.6. For Windows users, the minimum
requirement is Windows XP.

https://www.youtube.com/watch?v=3f0aEQ6PDRM


How to create a Portable Prezi:

Go to your Prezi library.
Click on the prezi you want to make into a portable prezi.
Select 'Download' from the choices along the bottom of the screen.

This is due to the way Windows works and is not due to your portable
Prezi. Unzip, and start Prezi.exe (PC) or the Prezi file (Mac) to load your
portable Prezi. Similarly, you can attach the zip file to an email and send
it wherever you want it to go.

Make sure not to remove any files from the zip folder as this will most
likely result in the portable Prezi not working correctly.

Choose the presenting tab and
then click on Download.

Your portable Prezi will be
saved in a zip file onto your
hard drive. Windows users
please note that if you and the
filename may be too long, it
may not open.



Playing a portable Prezi

To play your portable Prezi, find the zip file where you downloaded and
double-click to open. If you're a Windows user and see a pop-up asking
if you want to 'run' or 'extract all', make sure to select 'extract all'.

Note: You will need a program that can unzip files.

Windows Users

With the file unzipped, click the folder to open it, and then double-click
the file marked Prezi.exe.

Mac Users

With the file unzipped, click the folder to open it, and then double-click
the file marked Prezi.

Still have questions? Try contacting support
by selecting the support option below:

https://prezi.com/support/ticket/?source=learnsupport_page

