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Introduction to ActivePresenter 

ActivePresenter is a leading authoring software to simplify your eLearning design experience. 

ActivePresenter stands out from the rest as a feature-rich and easy-to-use tool for multiple 

scenarios, including: 

¶ Design high-quality interactive courses for school and workplace learning. 

¶ Build interactive software simulations with smart screen capture technology. 

¶ Develop assessments and educational games. 

¶ Create or record videos with screencasting and editing tools. 

¶ Convert existing PowerPoint presentations to eLearning courses. 

Leverage from high-level responsive support, HTML5, SCORM, and xAPI, content created with 

ActivePresenter can run perfectly on any device and integrate with almost all learning 

management systems (LMS). The video output (MP4, WebM, MVK, WMV, AVI) can also be 

uploaded to video-sharing websites. 

ActivePresenter User Interface 

UI Theme 

ActivePresenter supports both light theme and dark theme for your liking, which lets you 
customize your look and feel. On the first launch, after you successfully installed 
ActivePresenter , this dialog will appear:  
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You can choose either the light theme or the dark theme that you want to work on within your 
projects. Then, the chosen theme will be the default theme whenever you launch the program. 
However, you can switch between two themes in the current working project later by going to the 
View tab  > UI Theme  > Light or Dark .    

Start Page  

The Start Page will appear as soon as you launch the app. It allows you to quickly start new 
projects as well as access useful resources such as templates and samples. During the editing 
phase, you can open the Start Page by clicking the ActivePresenter  button at the top-left corner 

and selecting Start Page  . 
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The Start Page has many components that are grouped into two main areas: the left pane and 
the central part.  

 

On the left are two sections: 

 The Quick Start  provides buttons to create new projects and open existing ones. 

o Click Blank Project  to create a new project using the blank theme. 

o Click Record Screen as Video  to record screen as video. 

o Click Record Interactive  Simulation  to record a software simulation.  

o Click Responsive Project  to create a new responsive project. 

o Click Import PowerPoint  to convert a PowerPoint presentation into an 

ActivePresenter project.  
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o Click Open  to open an existing project, a slide template, a theme, an object template, 

or a video file.  

 The Recent  shows a list of recently opened projects. 

o Click a project or right-click it > Open  to open a project in the list. 

o Right-click a project > Remove  to remove a project from the list. 

o Right-click a project > Open Folder to open the folder containing the project. 

In the center are three tabs: 

 The Templates  tab shows all the built-in and custom themes/templates that you can click 

to create a new project using this theme/template . 

 The Samples tab contains useful ActivePresenter samples. 

 The Help tab provides access to the User Manual, Product Homepage, Support Center, 

Activation/Deactivation, Check Updates, and information about the current version. 

Workspace 

ActivePresenter workspace also comes up with the theme that youôve chosen. To change the 
look of the workspace from light to dark and vice versa, click the View tab > UI Theme .  

 

The workspace of ActivePresenter contains three main sections: Tabbed Toolbar (1), Document 
Window (2), and Status Bar (3). 
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Tabbed Toolbar 

Located at the top of the application window, the tabbed toolbar contains almost all the tools for 
creating and editing content. There are ten core tabs always present and some contextual tabs 
that appear only when a particular object is selected. In each tab, related commands are grouped 
into groups. When you point to a command, a tooltip appears explaining the command and giving 
the hotkey (if any). 

 

At the top-left of the tabbed toolbar is the ActivePresenter  button. This button opens the 
ActivePresenter main menu  that provides access to all common file operations, configuration 
settings, and a list of recently opened projects. 
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You can show or hide the tabbed toolbar by clicking the double arrow  at its right corner. You 
can also personalize the toolbar  the way you want.  

Document Window  

You can open more than one project at the same time. Then, the document window will display 
projects in tabs for easy navigation. The document window has components as follows: 
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1. The Quick Access Toolbar  contains commands for creating new projects, opening and 

saving projects, and undoing and redoing recent actions. 

2. The Document  tab enables you to navigate between open documents. You can also hover 

over this tab to view the project location, or right-click the tab to open the project folder. 

3. The Slides  pane displays thumbnail views of all slides in your project. 

4. The Canvas  is the central area of the document window. It displays slide contents and 

allows all spatial editing. 

5. The Timeline  allows you to manage the timing and animations of all objects, as well as 

their relationship to each other on a slide. Besides, it also provides you with many tools 

for editing audio and video objects. You can record your voice in real-time and create 

multiple timelines for more enhanced projects. 

6. The Properties  pane lets you edit almost all physical and behavioral properties of the 

selected objects. 

7. The Resources  pane displays all the resources in your project. 

8. The Selection  pane displays all the objects included in a slide. It allows you to view, 

reorder, change the selection, lock, and toggle the visibility state of objects. 

9. The Slide Pools  pane contains slide pools that are used to randomize slides and create 

dynamic quizzes.  

10. The Object States  pane contains the states of objects. Object states allow you to change 

the appearance of an object in response to user interaction.  

11. The Object Templates  pane contains object templates that are useful to save and reuse 

objects across slides in the same project or across projects. 
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You can customize the workspace  by showing, hiding, repositioning, and resizing panes. After 

customizing, if you want to go back to the original window layout, just click the View tab > Reset 

Pane Layout . Your change will be applied the next time you open the application. 

Status Bar 

Located at the bottom of the application window, the status bar displays the indicator about the 
current project. It may vary from what slide you are on to the current status of a project. You can 
quickly preview your project in HTML5 format. Besides, ActivePresenter makes it easy to adjust 
the zoom level of the Canvas  through the tools at the right corner of the project.  

 

The Status Bar  also includes the Check Spelling  function.  

 

Once the spelling check is turned on, the spelling errors will be marked with a red line. You can 
right-click an error and do some commands such as correcting it or adding it to the dictionary.  
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If you donôt want to use this function, you can click it in the Status B ar again, then uncheck to 
turn it off.  

ActivePresenter Editions 
ActivePresenter offers three editions: Free, Standard, and Pro. 

1. Free edition is designed for those who want to create video demonstrations. This edition 

allows several screen recording and video editing features. Projects can be exported to 

several video formats, namely MP4, AVI, WMV, WebM, and MKV. However, the outputs 

cannot be used for commercial purposes. 

2. Standard  edition provides all the features available in the Free edition plus some 

advanced audio and video editing features and the capability to export a project to many 

document formats, namely PDF Document, Microsoft Word, Microsoft Excel, and 

Microsoft PowerPoint. The outputs can be used for commercial purposes.  
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3. Pro  edition is the most powerful one that allows creating interactive eLearning content. 

This edition is highly suitable for online learning designers, trainers, educators, technical 

supporters, and anyone who wants to create professional content. Besides document 

formats, it allows exporting to HTML5, SCORM, and xAPI. Content exported to these 

formats can run perfectly on any device and integrate with almost all learning management 

systems (LMS). You can try all the features of the Pro version in the Free version. The 

watermark will be added to the outputs of non-free features until the license is activated. 

The following table compares the features of the three editions. The features which are available 

in all three editions arenôt listed. 

 

Feature  
Free  

Edition  

Standard  

Edition  

Pro  

Edition  

Commercial Use    

Report & Tracking in LMS (SCORM, xAPI)    

Export To HTML5    

Export To Microsoft PowerPoint    

Export To Microsoft Excel    

Export To Microsoft Word    

Export To PDF Document    

Export To Video    

Export To Images    

Audio Fade In/Fade Out    

Audio Noise Reduction    

Audio Normalization    

Video Blur Effect    

Video Green Screen Effect    

Cloud Text-to-Speech (Amazon Polly, 
Google Cloud, Microsoft Azure) 
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System Requirements 
Here are the system requirements for running ActivePresenter 9 on Windows and macOS: 

Environment 

Windows 8.1, Windows 10, Windows 11 (only 64-bit is supported). 

macOS  10.15, macOS 11 , macOS 12 , macOS 13, macOS 14, macOS 
15 

The following features are only available on Windows: Microsoft Word 
Export, Microsoft Excel Export, Microsoft PowerPoint Export. 

Note that administrative privilege is required to install ActivePresenter. 

Hardware 

CPU: 2 GHz multi-core processor or higher. 

4 GB of RAM or better (>8 GB recommended).  

4 GB of available hard-disk space for installation. 

Sound card and microphone for audio recording. 

Webcam for webcam video recording. 

Software 

Browsers and mobile OS versions for viewing HTML5 courses: 

Windows : 

+ Mozilla Firefox (latest) 

+ Google Chrome (latest) 

+ Microsoft Edge (latest) 

Mac: 

+ Safari (latest) 

+ Google Chrome (latest) 

iOS: 

+ iOS 13 or later 

+ Safari (latest) 

Android   

+ Android 6 or later 

+ Chrome (latest) 

For Microsoft Word Export: Microsoft Word 2016 (or later) on Windows. 

For Microsoft Excel Export: Microsoft Excel 2016 (or later) on Windows. 

For Microsoft PowerPoint Export: Microsoft PowerPoint 2016 (or later) on 
Windows. 
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For recording system audio on OS X or macOS: BlackHole 2ch is 
required. 

Installing ActivePresenter  

Installing 

Windows : After downloading the installer, double-click it and follow the 
instructions. To install ActivePresenter silently from the command line, you 
can use the /VERYSILENT flag . For example, call 
ActivePresenter_v9.0.0_setup.exe /VERYSILENT /NORESTART  from 
scripts. 

macOS : After downloading the installer, double-click it and follow the 
instructions. 

Activating  
The Free edition doesnôt need activation. To activate Standard and Pro 
editions, on the Start Page, or in the open project window, click the Help  
tab > Activate Product . 

Updating 

To update an existing version, just download the latest version of the 
installer and double-click to run. There is no need to uninstall the older 
version first.  

You can also click the Help tab > Check Updates  to have 
ActivePresenter check if there are new updates and do the update 
automatically.  

Upgrading To upgrade your license, please contact the support group . 

Uninstalling 

Windows : The standard way to uninstall ActivePresenter from your 
computer is to use the Control Panel > Programs and Features > 
ActivePresenter, and follow the instructions. To uninstall ActivePresenter 
silently from the command line, call <installation_folder> \unins000.exe 
/SILENT from scripts. 

Alternatively, open the folder in which youôve installed the application, 
double-click the unins000.exe file, and follow the instructions.  

macOS : In the Finder sidebar, click Applications, drag the app from the 
Applications folder to the Trash (located at the end of the Dock), then 
choose Finder > Empty Trash. 

Activating and Deactivating ActivePresenter 

Activating ActivePresenter 

While the Free edition needs no activation, you must activate the Standard and Pro editions using 
product keys. There are two ways to activate ActivePresenter: direct (automatic) and web 
(manual) activation. 

You can purchase a product key here .  

https://talk.atomisystems.com/
https://atomisystems.com/pricing/
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Direct Activation 

Direct activation requires an active internet connection. Do the following: 

1. Click Activate Product  at the top-right corner of the application window. Alternatively, in 

the open project window, click the Help  tab > Activate Product  . 

2. In the dialog that appears, enter a product key in the Product Key  text box. 

3. The default activation method is direct. Click Activate  to activate the application. 

 
 

Note : Click Connection Settings  to configure the network connection if your computer is behind 
a proxy. 

Web Activation 

To manually activate ActivePresenter, perform the first two steps above, then do the following: 

1. In the Method  section, open the Web tab. 

2. Click Get Confirmation Code  to open a web page that gives you the code. 

3. Click Enter Confirmation Code  to paste the code into the text box that appears. 

4. Click Activate . Note that this button is dimmed until you enter the confirmation code. 



ActivePresenter User Manual   Version 9.4 

 
Introduction to ActivePresenter > The Multi-tier System of Support 28 

 

Silent Activation  

To activate ActivePresenter silently from the command line, call 
<installation_folder>\rlactivator.exe -activate -pkey=<product_key> -silent from scripts. 

Deactivating ActivePresenter  

There is a chance you want to launch ActivePresenter on another computer. In that case, you 
need to deactivate the application on the current computer before using the same product key on 
a new computer.  

To deactivate the application, on the Start Page or in the open project window, click the Help  tab 
> Deactivate Product . In the dialog that appears, select Director  Web in the Method  section > 
Deactivate . This deactivates the application instantly. Alternatively, to deactivate ActivePresenter 
silently from the command line, call <installation_folder>\rlactivator.Exe -deactivate -silent from 
scripts. 

You can manage the activations yourself using the portal at: 

https://atomisystems.com/selfhelp/activepresenter/   

You need to use the email associated with your license (the email used for purchasing by default) 
to get access to this portal. 

The Multi -tier System of Support 
ActivePresenter has a multi-tier system of support, as described below: 

 

https://atomisystems.com/selfhelp/activepresenter/
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Tooltips 
A tooltip system explains the purpose of all the toolbar buttons. Hover the 
mouse over any button to show a short description. 

User Manual 
A user manual (PDF file) contains extensive references to all topics. 
Press F1 to open it. 

Demos 
The best way to learn about a product is to watch someone using it. The 
website provides many excellent demos .  

Tutorials A large number of written  and video tutorials  are available to help. 

FAQ 
The user community  answers all your queries. But it is always better to 
first check whether your query is already listed in the FAQ section. If you 
have any features in mind, you can also post a new feature request .  

Email Support 
If you need any help or further information about ActivePresenter, you 
can send an email  to the support team.  

Phone Support For urgent support needs, contact +8424-3755-8373. 

https://atomisystems.com/activepresenter/demo/
https://atomisystems.com/activepresenter/tutorials/
https://www.youtube.com/user/ActivePresenter
https://talk.atomisystems.com/c/activepresenter
https://atomisystems.com/faq/
https://talk.atomisystems.com/c/activepresenter/feature-requests
https://talk.atomisystems.com/c/activepresenter/feature-requests
https://atomisystems.com/contact/
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Creating Projects 

Creating Blank Projects 
A blank project is one of the built-in projects in Start Page. When opening, it contains one Title 
slide. In the same way as other slides, you can add new slides and content such as images, 
video/audio clips, and slides from ActivePresenter projects or PowerPoint presentations. You can 
also add newly recorded slides to a project by recording the screen as video  or as interactive  
simulations .  

To create a blank project, on the Start Page  > Blank Project . Alternatively, in the open project 
window, click the ActivePresenter button > Blank Project . ActivePresenter will launch a new 
project with the default theme . Another way to do that is in the Quick Access  Toolbar , click the 

Create blank project  button . 

By default, the new project will have one blank slide with the layout corresponding to the theme. 

You can add more slides by clicking the Home  tab > New Slide , or in the Insert tab > New 

Slide . The new slide will be inserted after the slide that you are selecting.  

If you want to create a new slide with a different layout, click the arrow on the New Slide button 
and select a slide layout from the drop-down list. 

Changing Slide Size 

The new project that youôve created has the default slide size (1280x720), and you can change it 
if needed. Note that you cannot change the slide size for a responsive project . 

In ActivePresenter, you can see the project size and change its size. To do that, click the 
ActiveP resenter  button > Project  > Properties . You can see and change the current size of the 
project. Click the Change Size  button to change the slide size.  

 

Alternatively, in the Design  tab > click Slide Size . The following dialog will appear: 
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1. Preset Size : You can choose to quickly apply one of the preset sizes from the Preset Size 
drop-down list. The list contains different sizes ranging from small to large. You can also specify 
the new size by entering values in the Width and Height  spin boxes, or clicking the up/down 
arrow to increase/decrease the size respectively. 

2. Lock Aspect Ratio : By selecting this checkbox, ActivePresenter will automatically change the 
height according to the width, and vice versa so that the aspect ratio can be maintained. 

The new slide size that you select can be either smaller or larger than the previous size, so you 
have further options to adjust the contents of the slides. Two cases are described in detail in the 
next parts.  

3. If the new size is smaller than the curren t slide size , do one of the following:  

o Select Scale to Fit to scale the contents to fit the new slide size. If you select Scale All 

Objects , all the objects in slides will be scaled to fit the new slide size, including 

placeholders in slides and slide masters . Otherwise, objects will keep their original sizes 

which are sometimes too large in comparison with the new slide size. However, you can 

adjust their sizes after that.  

o Select Crop  > Next  to crop the contents. The following dialog will appear:  
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To crop a slide, drag the orange frame to the desired position. You can crop each slide individually 
or all of them at once: 

Crop each slide individually : Select the slide from the Slide  list box or click the  and  
buttons, then drag the orange frame to the desired position.  

Crop all slides at once : Select any slide of the project, drag the orange frame to the desired 
position, then click Apply to All Slides . All slides will be cropped at the same position.  

Note : When you choose to crop the slide in any position, objects and placeholders of the slide or 
slide master  will not be cut. They keep their original sizes and you can manually drag their 
handles to fit the new slide size. 

4. If the new size is larger than the current slide size , do one of the following:  
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o Select Scale to Fit to scale the contents to fit the new slide size. This is similar to the 

Scale to Fit command mentioned above when the new slide size is smaller than the 

previous slide size.  

If you select Scale All Objects , all the objects in slides will be scaled to fit the new slide size, 
including placeholders in slides and slide masters . Otherwise, objects will keep their original 
sizes which are sometimes too small in comparison with the new slide size. However, you can 
adjust their sizes after that.  

o Select Fill Background , then select the slide position where the contents will fill in from 

the Slide Position  drop-down list, then click OK.  

Creating Responsive Projects 
Responsive design in ActivePresenter allows you to create a single project which displays 
perfectly on any device which has different screen sizes. In other words, while created on PCs, 
responsive projects can be arranged, resized, hidden, shrank, and enlarged on tablets, phablets, 
and phones automatically. You can leverage the device screen characteristics. For example, if 
the height of a device like a mobile is greater than the width, it makes the content and objects 
look more clearly without overflowing or blank spaces. 
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ActivePresenter defines five default responsive layouts which correspond to the most popular 
device screen sizes:  

 Desktop  with a viewport of 1280x620 

 Tablet Landscape  with a viewport of 1024x674 

 Tablet Portrait  with a viewport of 768x930 

 Mobile Landscape  with a viewport of 667x345 

 Mobile Portrait  with a viewport of 375x522 

Note that the above layout sizes are not the device viewport sizes. They are chosen to make sure 
that the content displays best on popular devices. You can add a responsive layout  to support 
a particular device if you want. Besides, in the responsive mode, ActivePresenter also supports 
a flexible coordinate system with percentage, pixel, and auto units so the content still looks good 
with other screen sizes that are not in the list of responsive layouts of the project. 

To create a responsive project, launch ActivePresenter and click Responsive Project  on the 
Start Page . 

Alternatively, in the open project window, click the ActivePresenter button > Responsive 
Project . ActivePresenter will create a project with five different layouts which are Desktop, Tablet 
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Landscape, Tablet Portrait, Mobile Landscape, and Mobile Portrait, their corresponding 
viewports, and a responsive bar.  

A newly created responsive project looks like this: 

 

Responsive Bar 

 

The responsive bar is placed at the top of the document window. This bar allows you to change 
the layout size by whether choosing one out of five default layouts or adding a new custom layout. 
The currently selected layout is orange. Dragging the handle along the responsive bar to change 
the width of the current layout as well as of the viewport. Additionally, it also allows you to 
show/hide the layout height, or set the largest layout to the project.  

Viewport of Responsive Layout 

Screen size  

The screen size is the physical measurement diagonally of the screen in inches.  

Resolution  

The resolution is the number of pixels on the screen often displayed as width by height (i.e. 
1024×768).  

Viewport  
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Because devices with the same screen size can have very different resolutions, we use viewports 
when creating mobile-friendly content. Viewports are scaled-down versions of resolutions that 
allow sites to be viewed more consistently across different devices. You can find the viewport 
sizes of popular devices at https://material.io/devices  (in the column with dp unit). 

How is the size of a responsive layout calculated in ActivePresenter?  

The viewport of the responsive layout is the actual visible area of the content when displaying in 
the browser excluding the HTML5 player toolbar if any. 

For example, the Mobile Portrait is based on the viewport of iPhone 6, 7, or 8 (375x667). After 
excluding the Safari browser title and navigation bars and the HTML5 player toolbar (width: 100%, 
height: 30), the layout size is 375x522. But with Mobile Landscape, the Safari browser 
automatically hides the title and navigation bars so the layout size is 667x345. 

Managing Responsive Layouts 

Adding Layouts 

To add a new layout, click the drop-down button on the Responsive  bar (on the top of the 
document window) and select Add New .  

You can select one of the layouts provided or have a custom size by clicking Custom...  and 
adjusting the size for the new layout. 

 

Removing Layouts 

To remove a layout, select it and click the drop-down button on the Responsive  bar > Remove...  

https://material.io/devices/
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Changing Layout Name 

To rename a layout, select it and click the drop-down button on the Responsive  bar > Rename... 
> type the new name in the Name text box > OK. 

Changing the Current Layout 

To switch between layouts, click the drop-down button on the Responsive  bar > select a layout 
from the drop-down list. Alternatively, you can click directly on one of those layouts on the 
Responsive  bar. The current layout is in orange.  

Changing Viewport Width 

You can drag the handle on the Responsive  bar to the left or right to change the layout width, 

which is previewed in the Viewport. The layout width can be in a range from 1 to 5000 depending 

on your division. A project can contain one or more breakpoints. By default, there are 5 

breakpoints which are 375, 667, 768, 1024, 1280 with 5 corresponding layouts (1, 375], (376, 

667], (668, 768], (768, 1024], (1025, 1280], respectively. Once the handle exceeds a specific 

layout, it will jump to another layout range. 

Additionally, by default, the Expand Largest Layout  option lets the slide be the full width of the 

device. 

Changing Layout Height  

 

The layout height (1) is used as the standard size for slide height (2) when previewing on the Canvas. 

To show and change the layout height, do the following: 
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1. To show the layout height: Tick the Layout Height Control checkbox (4) on the 

Responsive bar. Then, a blue bordered rectangle appears. It matches with the slide.   

2. To change the layout height: Drag the layout height control (3) up or down or click the 

up/down arrow of the Layout Height  spin box (5) to increase or decrease the height 

respectively. Or, enter a new value in the box. 

Changing Slide Height 

In common cases, you place the content inside the area which is limited layout width and layout 
height. However, for devices with small viewports, you may want to have more space to place 
content. In that case, you can increase the slide height.  

To change the slide height, navigate to the Properties pane > Slide Properties  tab > Slide 
Height  section. 

 

 Here, you have three options to adjust the slide height:  

¶ 100% Device  Height : Device Height is the height of the deviceôs screen. This is the default 

option. Then, the slide height 100% matched the device height.  

¶ 100% Layout Height : Check this button then the slide height will 100% fit the layout height. 

¶ Custom : Enter a value in the spin box, or click the up/down arrow to increase/decrease 

the slide height. It specifies the slide height independently from layout height.  

Note : If the slide height is larger than the device height (in case you select 100% Layout 
Height  or Custom ), viewers can view the content beyond the layout by scrolling the bar on their 
devices.. 

Inherit Properties of Layouts 

By default, a layout will inherit properties from a larger layout, which is called layout inheritance 
behavior in a responsive project. That is to say, the properties of each layout will be the same 
since the smaller layout will inherit properties from its larger layout except for properties that you 
already changed in that smaller layout.  

Due to the layout inheritance, if you want to change any properties, you should make changes to the 
largest layout first. If you are satisfied with it, then just make changes to any smaller layouts if needed. 

However, after making changes to these properties of a smaller layout, if you are not satisfied 
with these changes, you can reset it by right-clicking the object > Reset Layout Inheritance .  
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Changing Object Position Mode 

Position Mode is the exact specification of the object position in a slide of a project. To change 
this value of an object, select that object > Properties pane > Size & Properties  > Transform > 
select one from four modes (Top-Left, Top-Right, Bottom-Left, or Bottom-Right) (6).  
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Changing Object Position and Size  

These values define the objectôs position in a slide. To change those values, in the Properties 
pane > Size & Properties  > Transform > adjust values of Left , Top, Width, and Height  (in 
percentages or pixels) by entering values in those spin boxes. You can also click up/down arrows 
next to the spin boxes to increase/decrease values. (7) 

The values (Top, Left, Right, and Bottom) displayed in this section depend on the Position Mode 
type you select. For example, if you select the Bottom-Right mode, this section will show the 
Bottom and Right values instead of showing the Top and Left values when you select the Top-
Left mode.   

If you want to keep the height-to-width ratio when changing the object width, select Auto from the 
Unit combo box next to the Height  spin box. This option automatically changes the height 
according to the width and vice versa.  

To rotate the object, along with dragging the rotation handle of the object, you can enter a value 
in the Rotation  spin box.    

Tick the Exclude from Container Layout  (11). It defines whether an object can be excluded from 
the container layout or not. See more about this feature at Excluding Objects from Slide 
Container Layout . 

Changing Object Position and Size Value Unit 

You can change the unit of object position and size value between percentages (%) and pixels 
(px). To do that, in the Prop erties  pane > Size & Properties  > Transform > Unit  combo box 
next to the Size spin boxes > select %, px, or Auto (8). 
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 Choose % if you want the object position and size to be a percentage of 

left/top/width/height. Using a percentage unit keeps the position and size of objects 

relative to the viewports. 

 Choose px  if you want the object size and position to be a number of pixels of 

left/top/width/height. The size and position of the object keep unchanged when you 

change the viewport of the current layout.  

 Choose Auto  in one of the Width  or Height  spin boxes to retain the aspect ratio. For 

example, if you choose Auto  in the Height  spin box, the object height will automatically 

change according to the width.  

Aligning Horizontal/Vertical Center 

You can align objects in the center of the slide in all layouts of responsive projects. To do that, in 
the Properties pane > Size & Properties  > Transform > Align Horizontal Center  or Align 
Vertical Center . (9) 

If you select both checkboxes, objects will be aligned to both the horizontal and vertical center of 
the slide and you cannot move the object either in the horizontal or vertical direction.  

 Align Horizontal Center : The object will be aligned to the horizontal center and you can 

move the object only in the vertical direction of the slide. You cannot move it horizontally.  

 Align Vertical Center : The object will be aligned to the vertical center and you can move 

the object only in the horizontal direction of the slide. You cannot move it vertically. 

Showing/Hiding Objects in Individual Responsive Layout 

ActivePresenter allows showing or hiding the object in each layout individually. To do that, in the 
layout that you want to hide the object, select that object > Properties pane > Size & Properties 
> Transform > Hidden in Current Layout . (10) 

Scaling Text  

With the Text Scale feature, ActivePresenter allows you to reduce the text size on smaller devices. 
You can scale the text to a specified percentage of its original size. For that to happen, select the 
text > Properties  pane > Size & Properties  > Text Box  > Text Scale . 
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Creating Projects from PowerPoint Presentation 
This is a content-generation method where slides from a PowerPoint presentation are used 
instead of recording a target application or creating a blank project. ActivePresenter enables you 
to import PowerPoint slides directly even if you do not have Microsoft PowerPoint installed on 
your system.  

If the PowerPoint presentations have pre-made animations, you are allowed to import these 
animations to ActivePresenterôs main timeline or Click Sequence  timeline. To do that, before 
importing PowerPoint presentations, you access the ActivePresenter Start Page  > click on 
Preferences  (the gear icon) to open the dialog > Miscellaneous  tab > Import PowerPoint 
animations to the main timeline . If you tick this checkbox, PowerPoint animations will be 
inserted into the ActivePresenter main timeline. Otherwise, the animations will be in the Click 
Sequence  timeline by default.  

After that, you can import a PowerPoint presentation to ActivePresenter by accessing the Start 
Page > Import PowerPoint  > select the PowerPoint file from your computer. Alternatively, in the 
open project window, click the ActivePresenter button > Import PowerPoint > select the 
PowerPoint file from your computer.  

Note : ActivePresenter cannot handle the *.odp files created by OpenOffice and LibreOffice. You 
have to convert these files to pptx files first, then import them into ActivePresenter.  

After that, all the objects in each PowerPoint slide are imported into the corresponding 
ActivePresenter slide. You can manipulate those objects and annotate the slides in 
ActivePresenter.  

Creating Projects from Themes or Templates 
Creating projects from themes or templates can save you a lot of time in designing content 
because you can reuse the project preferences (e.g., slide layouts, object properties) across 
multiple projects. It also ensures workflow consistency especially when multiple authors are 
working on similar projects. 

An ActivePresenter theme or template contains the following: 
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 Slide master  which includes predefined slide layouts. Each layout may have additional 

decoration content. 

 Predefined colors and fonts. 

 Object settings if any (otherwise, default program settings will be used). 

 For the template, there are some pre-created slides with content. 

To create a template-based project, on the Start Page  > Templates  tab > select a theme or 
template.  

In the Templates  tab, you can right-click any theme to open the context menu: 

 Preview : Preview the theme. 

 Blank Project : Create a blank project with the theme you are currently selecting.  

 Record Screen as Video : Record a video demonstration.  

 Record Interactive  Simulation : Capture all actions on the screen and then convert them 

into a slide-based project.  

 Responsive Project : Create a responsive project with the theme that you are currently 

selecting.  

 Set as Default Theme : Set the theme as the default theme. 

Creating Projects from Video Files 
ActivePresenter allows you to create projects from video files, in which your desired video will be 
opened in a completely new ActivePresenter project. That new project will have the same size as 
the video size.  

To create a project from a video, do the following:  

1. On the Start Page, click Open . Or, in the open project window, click the 

ActivePresenter  button > Open Projecté 

2. In the File name combo box, select All Types  or Video Files . 

3. Browse the video files on your computer and select one. 

4. Click Open . 

After that, you can still resize and reposition the video as a normal object. 

Converting Projects 

Converting from Non-Responsive to Responsive Projects 

This feature allows you to convert from a non-responsive project to a responsive project having 
up to five default responsive layouts. To get it done, click the ActivePresenter button > Project  
> Convert to Responsive Projecté The following dialog will appear:  
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 Current Project Size : Show the slide size of the current working project.  

 Add Layouts : Choose which device layouts to insert into the new responsive project.   

 Convert Size & Position to Percentage : Convert unit from pixels to percentages.  

 Scale Content : Choose to scale the content in width, height, or both dimensions.  

 Maintain Aspect Ratio : ActivePresenter will maintain the height-to-width ratio of the slide 

size and scale the contents.   

 Scale Text Size : Scale the text to a specified percentage of its original size.   

Converting from Responsive to Non-Responsive Projects 

ActivePresenter allows you to convert from responsive to non-responsive projects. To get it done, 
click the ActivePresenter button > Project > Convert to Non -Responsive Project. .. > select 
one of the layouts. The project will be converted to a non-responsive project having the layout 
that you have chosen, without affecting object positions.  
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Saving Projects  

Saving Projects 

After creating and editing a project, you can save it easily by clicking Save changes   in the 
Quick Access Toolbar , or by using the CTRL+S hotkey. You can also click the ActivePresenter  
button > Save to get the same result. 

Alternatively, you can right-click the name of the project that you want to save on the document 
tab, then click Save.  

Note that when you save a project created with an older version, ActivePresenter will 
automatically save it in the new format, and those files cannot be opened with the older versions 
anymore. In such a case, ActivePresenter will warn you with a dialog. 

Saving Projects as Different Types 

ActivePresenter allows you to save existing projects into four types: Project, slide template, object 
template, and theme so that you can reuse them as the basis for other projects.  

To do that, in the open project window, click the ActivePresenter  button > Save Asé > select a 
type from the Save as type  drop-down list. You can also right-click the name of the project that 
you want to save on the document tab, and click Save Asé > select a type from the Save as 
type  drop-down list.  

 
 ActivePresenter Projects (*.approj) : Save existing projects as normal projects with all 

editings youôve made. To know how to open an ActivePresenter project, see Opening 

Existing Projects .  

 ActivePresenter Slide Template (*.apslide) : Save existing projects as slide templates. 

If you save templates in the location C:\Users\<user_name>\Documents\ActivePresenter 

Templates folder (for Windows) or /Users/<user_name>/Documents/ActivePresenter 

Templates folder (for macOS), they will be shown as custom themes on the Start Page. 

 ActivePresenter Object Template (*.apobject) : Save existing projects as object 

templates. If you save templates in the location 

C:\Users\<user_name>\Documents\ActivePresenter Templates folder (for Windows) or 

/Users/<user_name>/Documents/ActivePresenter Templates folder (for macOS), they will 

be shown in the Object Templates  pane.  

 ActivePresenter Theme (*.aptheme) : Save existing projects as themes. If you save 

themes in the location C:\Users\<user_name>\Documents\ActivePresenter Templates 
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folder (for Windows) or /Users/<user_name>/Documents/ActivePresenter Templates folder 

(for macOS), they will be shown as custom themes in the Design tab and Start Page.  

To open any type of project, do one of the following: 

 On the Start Page > Open  > select one project type from the File name  drop-down list > 

select a project. 

 In the open project window > ActivePresenter  button > Open Projecté > select one 

project type from the File name  drop-down list > select one project. 

 In the open project window > click the   button in the Quick Access Toolbar  > select 

one project type from the File name  drop-down list > select one project. 

 Use the CTRL+O hotkey. ActivePresenter will open the folder containing ActivePresenter 

projects for you to select. Now you can select one project type from the File name  drop-

down list. 

Shrinking Projects 

A project containing unused resources can be increased in size. Its size can also be increased 
after some editing operations. You can choose to reduce the size by shrinking your project. 

To get it done, click the ActivePresenter  button > Project > Shrink... . ActivePresenter will 
display the following dialog: 

 
To remove all unused resources, select the Delete All Unused Resources  checkbox > Shrink . 

You can also manually choose which resources to remove by clicking the Delete Manually  
button. The Project  Resources  dialog will appear having three tabs. While the Images  tab 
contains all images of the project, the Audio & Video  tab contains all audio and video files of the 
project, the Other Resources  tab contains other types of resources of the project.  

Click the items that you want to remove, then click the Delete  icon  at the top of the dialog. 

You can click the Select Unused Items  button  to let ActivePresenter select all unused 

resources for you, then click the Delete  icon . 

Opening Existing Projects 

When you have existing ActivePresenter projects, you can open them again easily. 
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Do one of the following: 

 In the open project window, click the ActivePresenter  button > Recent Projects > select 

a project, or click the  button in the Quick Access Toolbar  > select a project.  

 Use the CTRL+O hotkey. ActivePresenter opens the folder containing ActivePresenter 

projects for you to select. 

 On the Start Page, select one project from the Recent  list to open it.  
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Recording Projects 

Recording Screen as Videos 
You can use ActivePresenter to record the computer screen to create a video demo to show how 
your products or services look like. A recorded project captures truthfully all live actions on the 
screen along with mouse and keyboard actions while you are interacting with the target 
application.  

To record a new project, do one of the following: 

 On the Start Page , click Record Screen as Video . 

 In the open project window, click the ActivePresenter button > Record Screen as Video . 

After that, the following dialog will appear:  

 

Recording Area Section  

This section allows you to specify the region on the computer screen to capture.  

 
 Full Screen : Allow you to capture the entire computer screen. When you select this mode, 

the entire screen will be treated as the recording window and the blue rectangle is invisible. 

Besides, ActivePresenter will temporarily change the screen resolution before capturing 

and automatically revert to the previous setting when you finish capturing.  

 Custom : Allow you to customize the captured screen in any size and direction by dragging 

the floating blue rectangle. ActivePresenter will capture anything that happens inside this 

blue rectangle while ignoring the rest of the screen. The fancy cross-hair in the middle is 

just a visual reminder that this is a target-seeker window. 
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Alternatively, you can specify the captured frame size by entering the width and height value in 
the Size spin boxes. Besides, ActivePresenter provides some popular preset video sizes. You 
can quickly apply them by using the Preset Sizes  button next to the spin boxes (the down arrow 
next to the Size spin boxes). 

Click Lock to application  to select a running application window to snap into the captured area. 
The Change Lock Mode  button next to the list-of-application combo box provides two options to 
define the snap behavior. The Fit To Boundary option will resize the window of the selected 
application to fit the recording area. On the other hand, the Fit To Application option will resize 
the recording area to fit the window of the selected application.  

Note : If the custom size is odd, when you click the Record  button, a dialog will appear.  

 

You are asked if you want to continue recording the screen with the custom size, which may 
decrease the quality. In case it isn't essential, click Yes. 

Audio and Webcam Section  

This section provides options for recording audio and webcam during the recording screen. You 
can record system audio, audio from the microphone, and webcam simultaneously, which is 
common in the practice. 
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Audio Section 

Click the  button to enable audio recording. The following options become available: 

 
 Input Devices : Select the input device such as a microphone. If you donôt want to record 

any input device, select Do not record microphone . 

 System Audio : Select the system audio (also speaker sound). If you donôt want to record 

any system audio, select Do not record sy stem audio . 

 The Volume slider displays the input audio signal level for the audio input device. Before 

actual recording, you can speak something into the microphone to test the sound. 

The system audio volume can be changed by using the adjust volume tool on your computer. 

Webcam Section 

Recording screen and webcam video simultaneously come in handy for instructional purposes 
such as presentations or game streaming.  

To record webcam video, do the following: 

1. In the Record Screen as a Video Project  dialog, click the  button to enable webcam 

recording. A live preview of the camera appears next to the button.  

2. Click the arrow on the  button to select the webcam. 

 
3. Click the Format Settings  to fine-tune video format if you wish. 

4. Click Record  to start a capture session. 

After capturing, you will get a slide that displays a screencast and the webcam video at the bottom-
right corner of it. You can reposition, resize, and edit the webcam video the same way as you do 
with a normal video.  
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Record Button and Settings 

The Record  button is a big red button. Once you click it, ActivePresenter will display a countdown 
(3, 2, 1) and then automatically begin recording. This allows you to capture activity within the 
ActivePresenter application itself, in other open windows, or within a selected region of your 

computer screen. Then, there will be an ActivePresenter icon appearing in the system tray .  

Note : ActivePresenter can't record itself while it's recording. 

 
The gear icon at the top-right corner of the dialog allows you to adjust the following options:  
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 Recording Settingsé: Launch the Recording Settings for Video  dialog where you can 

change the settings for audio and video, cursor, and hotkeys. 

 Show Recording Area : Show the blue rectangle which indicates the recorded screen area. 

 Show Recording Toolbar : Display a toolbar with all necessary controls for the recording. 

You can click the gear icon at the top-right corner of the toolbar to toggle its sections.  

 Show ActivePresenter Window : Show ActivePresenter window that allows you to 

capture activities within the ActivePresenter application itself. 

 
The Statistics  section shows the following project statistics:  

o Mode : Show the current recording project mode (Video). 

o Frames : Show the current frame number of the recording project.  

o Dropped : Show the number of missed frames of the recorded video. 

 Calibrate Audio Inputé: Open the Calibrate Audio Input  dialog which allows you to 

calibrate automatically the audio input. 

When you finish the recording, click the Stop  Recording  button, ActivePresenter will end the 
recording and enter the edit mode with an intuitive interface. You can also use the hotkey 
CTRL+END to stop the recording.  

Note : Some software uses OpenGL for rendering which may not be recorded by ActivePresenter. 
Disabling Open GL in the target app may resolve the problem. 

Recording Interactive Simulations 
Creating interactive simulations is a great way to show others how you practice an application or 
software engagingly and lively. Using this feature, you will have a project containing a series of 
slides describing how to achieve a specified purpose with the application you are capturing.  

To capture a new project, do one of the following: 

 On the Start Page, click Record Interactive Simulation . 

 In the open project window, click the ActivePresenter button > Record Interactive  

Simulation . 

The following dialog will appear: 
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Recording Area Section 

This section allows you to specify the region on the computer screen to capture. It has the same 
properties and functions as the Recording Area  section when you record a video project.  

Audio Section  

This section provides the option for audio recording . You can record system audio and audio 
from the microphone simultaneously. For creating software simulations, a recording webcam isnôt 
available. 

Record Button and Settings 

This section  is the same as that of the Record Screen as a Video  Project  dialog, except for the 
following two differences: 

 When you click the gear icon > Recording Settingsé, you open the Recording Settings 

for Software Simulation  dialog where you can change the settings for audio and video, 

cursor, annotation, and hotkeys. 

 The mode of the recording can be either Video or Slide. Whenever you scroll the mouse 

or carry a drag-n-drop action, ActivePresenter will automatically switch to the Full Motion 

Recording mode (Video). Otherwise, it will switch back to the previous capture mode 

(Slide). The recording mode is shown in the Recording  toolbar. 

Stopping the Recording 
When youôre done with recording a project, stop the recording and start to edit it. Press 
CTRL+END on your keyboard to end the recording.  

Alternatively, you can stop the recording using the Recording toolbar. On the system tray of your 
computer, click the ActivePresenter icon  to show the toolbar. If the Recording toolbar is 
currently shown on the screen, skip this step.   

 Click the Pause  button  to pause the recording for a while. Click on it again to continue 

recording. You can also press SPACE BAR  to pause and resume the recording.  

 Click the Stop  button  to end the recording and step into the editing process. 

 Click the Discard  button  to discard the recording. In this case, ActivePresenter will 

offer you three further options:      

o Discard : Abort the current recording without saving the recorded project. 
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o Re-capture : Abort the current recording without saving the recorded project and start 

a new recording project with previous settings. 

o Continue : Resume the current recording. 
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Working with Themes 

Using Themes 
A theme is a set of design elements, including colors, fonts, background styles, and layouts. Using 
themes is a quick way to give your slides a consistent and attractive look and feel. 

A design theme consists of: 

 A set of theme colors  that contains four text and background colors and eight accent 

colors for objects. 

 A set of theme fonts  that contains fonts for the heading and body text. 

 A set of twelve preset background styles  that define the color of the slide background. 

 A slide master  that defines the formatting and placement of text and objects in a slide. 

Each slide master has a master layout and a set of custom layouts. If you use more than 

one theme in your project, that project will have more than one slide master (and sets of 

layouts).  

Available themes are displayed on the Start Page. From here, you can click a theme to create a 
new project  using it. In the open project window, you can view thumbnails of available themes in 
the Design tab. In this tab, just click the arrow at the bottom-right corner of the theme gallery to 
expand the list. 

The theme applied to the current slide will be displayed with a gray outline in the This Project 
section. Below this section are two sections for any Custom themes youôve created and the Built -
in  themes of ActivePresenter. You can hover the mouse over each thumbnail to see a live preview 
before applying a theme.  
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Applying Themes 

ActivePresenter lets you apply different themes to different slides in your project. To apply a theme 
to the current slide, in the Design tab, click a theme thumbnail. The selected theme is also applied 
to any other slides using the same theme as the current slide.  

You can also right-click a thumbnail and choose the following options: 
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 Apply to Matching Slides : This applies the theme to all slides that use the same slide 

master as the current slide. Slides using other slide masters remain unchanged. This 

option has the same effect as you left-click a theme thumbnail. 

 Apply to Selected Slides : This applies the theme to the selected slides only. 

 Apply to All Slides : This applies the theme to all slides in your project. 

 Delete... : This removes the selected custom theme. (This option isnôt available for built-in 

themes.) 

 Set as Default Theme : This sets the theme as the default for new projects.  

Note: If your desired theme (*.aptheme) doesnôt appear in the theme gallery, do one of the following: 

 Copy the theme file to the ActivePresenter Templates folder in 

C:\Users\<user_name>\Documents\ActivePresenter Templates (for Windows) or 

/Users/<user_name>/Documents/ActivePresenter Templates (for macOS)). Then, restart 

the app to see the theme appear in the theme gallery. 

 Click the Design tab > theme gallery > Browse for Themesé to look for this theme and 

select it. 

Customizing Built-In Themes and Saving as Custom Themes 

You can make the following changes to a built-in theme: 

 Changing the theme colors . 

 Changing the theme fonts . 

 Changing the preset background styles . 

 Changing items in the slide master . 

Changes you make to a theme will be saved within the current project. If you want to reuse the 
custom theme for other projects, do the following: 

1. Click the Design tab.  

2. Expand the theme gallery by clicking the arrow at its bottom-right corner. 

3. Click Save Current Themeé.  
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This will save the current theme as a custom one. When you open another project, in the Design 
tab, custom themes are available in the Custom section of the theme gallery. If you donôt want a 
custom theme anymore, right-click it > Delete .  

Working with Theme Colors 

ActivePresenter includes sets of built-in theme colors that determine the default color choices for 
text, background, fill styles and outlines. You can use built-in theme colors or set up your own 
sets to fit your needs. 

To see available theme colors, in the Design tab, click the Colors button . This opens the 
theme color gallery that contains both Custom and Built -in  theme colors. Each set of theme 
colors contains four colors for text and background and eight accent colors for objects. The theme 
colors in use are shown with a gray outline. You can hover the mouse over a set of theme colors 
to see a live preview before applying it.  
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Applying Theme Colors 

To apply a set of theme colors, do the following: 

1. Click the Design tab > Colors  to open the theme color gallery.  

2. Click a theme color set to apply it to the current slide and any other slides sharing the 

same slide master  with the current one. 

You can also right-click a theme color set and choose the following options: 
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 Apply to Matching Slides : This applies the theme colors to all slides that use the same 

slide master as the current slide. This option has the same effect as you left-click a set of 

theme colors. 

 Apply to Selected Slides : This applies the theme colors to the selected slides only. If the 

change doesnôt satisfy you, click Reset Slide Theme Colors  to restore the original colors.  

 Apply to All Slides : This applies the theme colors to all slides in your project. 

 Edité: This lets you modify the selected custom theme colors. This option isnôt available 

for built-in theme colors. 

 Delete... : This removes the selected custom theme colors. This option isnôt available for 

built-in theme colors. 

Creating Custom Theme Colors 

To create a set of custom theme colors, do the following: 

1. Click the Design tab > Colors  to open the theme color gallery. 

2. Click Create New Theme Colorsé. 

3. In the dialog that appears, assign a color to each item. If you donôt see the color you want 

in the color picker, click More Colors...  You can also click Eyedropperé to sample a 

color from within the application window. 
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4. If you want to discard all changes and start over, click Reset . 

5. In the Name text box, enter a name for your new theme colors. 

6. Click OK to save changes. The custom theme colors are now available in all projects. 

After that, in the theme color gallery, you can right-click a set of custom theme colors > Edité to 
modify it. If you donôt want a set of custom theme colors anymore, right-click it > Deleteé. 

Working with Theme Fonts 
You can apply a consistent set of theme fonts to an entire project. Theme fonts allow you to 
quickly change the fonts used for all the objects in a slide, including slide titles, shapes, text 
captions, text boxes, buttons as well as text in questions and answer choices. You can use built-
in theme fonts or create your theme fonts as you wish. 

To see available theme fonts, in the Design tab, click the Fonts button . This opens the theme 
font gallery that contains both Custom and Built -in  theme fonts. Each set of theme fonts contains 
a heading font for slide titles and a body font for body text. The theme fonts in use are shown with 
a gray outline. You can hover the mouse over a set of theme fonts to see a live preview before 
applying it.  
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Applying Theme Fonts 

To apply a set of theme fonts, do the following: 

1. Click the Design tab > Fonts  to open the theme font gallery.  

2. Click a theme font set to apply it to the current slide and any other slides sharing the same 

slide master  with the current one. 

You can also right-click a theme font set and choose the following options:  

 

 Apply to Matching Slides : This applies the theme fonts to all slides that use the same 

slide master as the current slide. This option has the same effect as you left-click a set of 

theme fonts. 

 Apply to Selected Slides : This applies the theme fonts to the selected slides only. If the 

change doesnôt satisfy you, click Reset Slide Theme Fonts to restore the original fonts.  

 Apply to All Slides : This applies the theme fonts to all slides in your project. 

 Edité: This lets you modify the selected custom theme fonts. This option isnôt available 

for built-in theme fonts. 

 Delete...: This removes the selected custom theme fonts. This option isnôt available for 

built-in theme fonts. 

Creating Custom Theme Fonts 

To create a set of custom theme fonts, do the following: 

1. Click the Design tab > Fonts  to open the theme font gallery. 

2. Click Create New Theme Fontsé. 

3. In the dialog that appears, specify the heading and body fonts. You can preview the 

fonts in the Sample box.  
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4. In the Name text box, enter a name for your new theme fonts. 

5. Click OK to save changes. The custom theme fonts are now available in all projects. 

After that, in the theme font gallery, you can right-click a set of custom theme fonts > Edité to 
modify it. If you donôt want a set of custom theme fonts anymore, right-click it > Deleteé. 

Working with Preset Background Styles 

Each theme comes with a set of twelve preset background styles that can be used to quickly 
change the background fill in a slide. You can also customize the preset background styles as 
you wish. 

To see the preset background styles, click the Design tab > Background Styles . This opens 
the preset background gallery that contains twelve styles. The colors of these styles depend on 
the theme colors of the project. The background style in use is shown with a gray outline. You 
can hover the mouse over a style to see a live preview before applying it. 
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Applying Preset Background Styles 

To apply a preset background style, do the following: 

1. Click the Design tab > Background Styles  to open the preset background gallery.  

2. Click a style to apply it to the current slide and any other slides sharing the same slide 

master  with the current one.  

You can also right-click a style and choose the following options: 

 
 Apply to Matching Slides : This applies the style to all slides that use the same slide 

master as the current slide. This option has the same effect as you left-click a style. 

 Apply to Selected Slides : This applies the style to the selected slides only. If the change 

doesnôt satisfy you, click Reset Slide Background to restore the original background style.  

 Apply to All Slides : This applies the style to all slides in your project. 

Note : In a slide, you can hide the background graphics originating from the slide master. Just 
select Hide Background Graphics .  

Customizing Preset Background Styles 

You can customize the preset background styles in the slide master view . Do the following: 

1. Select the slide that you want to modify its preset background style. 

2. Click the View tab > Slide Master  to open the slide master view. In the left pane, the 

layout used by the current slide is selected. 

3. Click the Properties pane > Slide Properties  > Background Fill . Use options in this 

section to modify the background style. 
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4. To hide the background graphics originating from the slide master, select Hide 

Background Objects . 

5. If you want to discard all changes and start over, click Reset Background . 

6. Click Apply to Preset  and select a preset background you wish to change. The new style 

will be applied immediately.  

Using Slide Masters 
Slide masters allow you to easily design the default themes , colors, fonts, background styles, 
text, and objects for slides. Besides formatting, slide masters let you determine the placement of 
objects in slides. Thus, you can use slide masters to apply the same look and feel to multiple 
slides in your project. 

Opening and Closing Slide Master View 

To view and customize slide masters, you need to switch to the slide master view. Click the View 

tab > Slide Master   to open the slide master view where any slide master previously set up for 
the project appears in the left pane. If you create a blank project or havenôt designed any slide 
master yet, you will see a default slide master. 

A slide master consists of a master layout and a set of built-in layouts. In the left pane, the master 
layout is the first thumbnail which appears slightly larger than all other thumbnails of built-in 
layouts below it.  
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¶ Title Slide Layout  appears by default when you open a blank project. There are two text 
placeholders: presentation title and subtitle. 

¶ Title and Content Layout  consists of a title placeholder and a content placeholder. The 
content placeholder allows you to add some annotation & media objects, interactive 
questions, and report control. 

¶ Two Content Layout  as a title placeholder and two content placeholders.  

¶ Question Layout  includes a title placeholder and a question placeholder. The latter allows 
you to add one of the questions that are available in the Question tab .  

¶ Question with Media Layout  provides you with 3 placeholders. They are Title, Question, 
and Media. While the Question layout contains questions, the Media allows you to insert 
an image, a video, and a 3D model. 
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¶ Report Slide Layout  has a title placeholder, a Report placeholder, and the Review 
Course  button.  

¶ Title Only Layout  has only a title placeholder. 

¶ Blank Layout  is just a blank slide without any placeholders. 

The built-in layouts inherit all the properties from the master layout. However, you can make 
changes to each of them as you wish. All changed properties will no longer be inherited from the 
master layout. You can create a new slide master or add more custom layouts to a slide master 
if you want. 

In the tabbed toolbar, the Slide Master  tab appears with a set of commands for customizing slide 
masters. When youôre done, click the Close Master View button to switch to the normal view and 
edit slides. Changes you make to slide masters and their layouts will be automatically applied to 
slides based on them. 

 

Adding Slide Masters and Layouts 

To add a new slide master, click the Slide Master  tab > Insert Slide Master . Alternatively, 
right-click in the left pane > Insert Slide Maste r. The new slide master will be inserted below the 
selected slide master. 

To add more custom layouts to a slide master, do the following: 

1. In the left pane, select the slide master to which you want to add more layouts. 

2. Click the Slide Master  tab > Insert Layout . You can also right-click in the pane > 

Insert Layou t.  

 

The new custom layout will be inserted below the selected layout. It has a default title placeholder 
and three footer placeholders. 
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Managing Slide Masters and Layouts 

Duplicating Slide Master and Layouts 

You can duplicate a slide master or layout to create a similar one. In the left pane, right-click the 

master layout or a custom one > Duplicate Master /Layout  . 

Copying Slide Masters and Layouts 

To copy a slide master or layout, in the left pane, select them respectively and follow any step 
below: 

¶ In the Home  tab > click Copy . 

¶ Press CTRL+C. 

¶ Right-click them > Copy . 

When pasting the selected slide masters or layouts, do one of the following: 

¶ In the Home  tab > click Paste .  

¶ Press CTRL+V. 

¶ Right-click them > Paste   or Paste (Keep Source Formatting)   . 

Note:   

¶ The Paste  and CTRL+V commands work the same way as Paste (Use Destination 

Theme)  . It is to take the theme of the destination presentation. This will adapt the 

copied slide to match the destination theme.  

¶ The Paste (Keep Source Formatting)  is to maintain the theme of the presentation you 

are copying from.  

Removing Slide Masters and Layouts  

If you no longer need a slide master or a custom layout, just remove it. Note that you cannot 
remove any slide master or layout that is currently used by any slide in your project.  

To delete a slide master and all of its layouts, select the master layout and press DELETE. 

Alternatively, click the Slide Master  tab > Delete  or select Delete Master  from the context 
menu. 

To delete a custom layout, select it and press DELETE. You can also click the Slide Master  tab 
> Delete or select Delete Layout from the context menu. 

Renaming Slide Masters and Layouts 

If there are many similar slide masters or layouts within your project, you should give them 
descriptive names to easily select and apply them later. Just select the master layout or a custom 

one and click the Slide Master  tab > Rename . In the dialog that appears, enter the desired 
name and click OK. Alternatively, you can right-click the master layout or a custom one > Rename 
Master/Layout . 

Preserving Slide Masters 

A slide master that is not in use will be deleted automatically. If you want to keep it in your project 
for later use, just preserve it. In the left pane, select the master layout of the slide master you want 
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to preserve and click the Slide Master  tab > Preserve . Alternatively, right-click the master layout 
> Preserve Master . Then, a pushpin icon appears at the top-left corner of the master layout. 

 
If you donôt want to preserve a slide master anymore, click the Preserve  button again. In that 
case, if the slide master isnôt used by any slide, a confirmation dialog will appear asking whether 
you want to delete it.  

Keep in mind that a newly added slide master is automatically preserved. 

Designing Slide Masters and Layouts 

A layout consists of one or more placeholders. Placeholders are containers that hold different 
types of content such as text, images, videos, and questions. They provide a quick and easy way 
to insert different types of content into slides. In addition, using placeholders is a good way to 
consistently define the formatting and positioning of slide contents across slides in your project.  

To design a layout, you can add or remove placeholders as well as apply themes, theme colors, 
theme fonts, and preset background styles. Use commands in both the Slide Master tab and the 
Home , Insert , Transitions , and Animations tabs to design slide master and layouts. 

Inserting Placeholders 

You can modify custom layouts by adding any of twelve placeholder types. 

 Content : Hold any one type of the following content: images, videos, 3D models, 

charts, tables, 13 types of questions, and report controls. 

 Text , Image , Video , Report , Button : Hold text, images, videos, report 

controls, and buttons, respectively. 

 Media : Hold either images, videos, or 3D models. 

 Question : Hold any one type of question. 

 Flex Box , Grid Box : Hold items such as objects and questions which can be 

vertically and/or horizontally aligned within a container.  

 Chart , Table  : Hold either charts or tables. 

Do the following to add placeholders to a custom layout (not the master layout):  

1. In the left pane, select the custom layout to which you want to add a placeholder. 
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2. Click the Slide Master  tab > Insert Placeholder   > select a placeholder. The 

placeholder is added to the layout immediately. 

3. Reposition and resize the placeholder as you want. 

4. If you add a text placeholder, you can modify the text style. 

Removing Placeholders 

To remove placeholders from the master layout and its corresponding custom layouts, do the 
following: 

1. Click the master layout. 

2. Select a placeholder and press DELETE. Alternatively, click the Slide Master  tab > 

Master Layout  > clear any checkbox. 

To remove a placeholder from a custom layout, select it and press DELETE. In the case of title 
and footer, you can clear the Title and Footers  checkboxes in the Slide Master tab. 

Applying Themes to Slide Masters 

Using themes allows you to apply a consistent design to a slide master and its layouts. Just select 

a slide master and click the Slide Master  tab > Themes  > click a thumbnail. The selected 
theme will be applied to all slides in your project. 

You can also right-click a thumbnail and choose Apply to Selected Slide Master  or Apply as 
New Slide Master .  

 
These two options work as follows: 

 If the selected slide master is in use or not preserved, this theme will be applied to it. 

 If the selected slide master is preserved, a new slide master based on this theme will be 

added. 

 If there are multiple selected slide masters, this theme will be applied to any slide master 

that is in use or preserved. Other selected slide masters will be removed completely.  

If your desired theme (*.aptheme) doesnôt appear in the theme gallery, click Browse for 
Themesé to look for this theme and select it. You can also customize a built-in theme and save 
it as a custom theme. To learn more about themes, see Using Themes . 

Applying Theme Colors to Slide Masters 

Using theme colors allows you to apply a consistent color scheme to a slide master and its layouts. 

You can preview a theme color set by clicking the Slide Master  tab > Colors  and hovering 
over it.  
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 To apply a theme color set to one or more selected slide masters, just click the set or right-

click it > Apply to Selected Slide Masters . 

 To apply a theme color set to all slide masters, right-click it > Apply to All Slide Masters . 

 To apply a theme color set to one or more selected layouts, right-click it > Apply to 

Selected Layouts . If the change doesnôt satisfy you, click Reset Slide Theme  Colors  to 

restore the original colors.  

 To create a set of custom theme colors, click Create New Theme Colorsé.  

 To learn more about theme colors, see Working with Theme Colors . 

Applying Theme Fonts to Slide Masters 

Using theme fonts allows you to apply consistent fonts to a slide master and its layouts. You can 

preview a theme font set by clicking the Slide Master  tab > Fonts  and hovering over it.  

 

 To apply a theme font set to one or more selected slide masters, just click the set or right-

click it > Apply to Selected Slide Masters . 

 To apply a theme font set to all slide masters, right-click it > Apply to All Slide Masters . 

 To apply a theme font set to one or more selected layouts, right-click it > Apply to 

Selected Layouts . If the change doesnôt satisfy you, click Reset Slide Theme Fonts to 

restore the original fonts. 

 To create a set of custom theme fonts, click Create New Theme Fonts... .  

 To learn more about theme fonts, see Working with Theme Fonts . 

Applying Preset Background Styles to Slide Masters 

Using preset background styles allows you to apply a consistent background to a slide master 
and its layouts. You can preview a preset background style by clicking the Slide Master  tab > 

Background Styles  and hovering over it.  
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 To apply a preset background style to one or more selected slide masters, just click the 

style or right-click it > Apply to Selected Slide Masters . 

 To apply a preset background style to all slide masters, right-click it > Apply to All Slide 

Masters . 

 To apply a preset background style to one or more selected layouts, right-click it > Apply 

to Selected Layouts . If the change doesnôt satisfy you, click Reset Slide Background 

to restore the original background style.  

 To hide the background graphics originating from the slide master, select Hide 

Background Graphics . This option is only available for custom layouts. 

 To customize a preset background style, use options in the Properties pane > 

Background Fill . 

 To learn more about preset background styles, see Working with Preset Background 

Styles . 

Changing Slide Size 

The size of layouts in the slide master view is the same as that of slides in the normal view. If you 
want to change the slide size as well as the layout size, do one of the following: 

 In the slide master view, click the Slide Master  tab > Slide Size . 

 In the normal view, click the Design tab > Slide Size . Alternatively, click the 

ActivePresenter  button > Project  > Properties  > Properties  pane > General  section > 

click Change Size . 

 To change the default slide size when creating new projects, click the ActivePresenter  

button > Preferences > General > Default Project Size . 

Note : Slide size doesnôt apply to responsive projects . 

Applying Slide Layouts to Slides 

There is more than one way to apply layouts to slides in your project. You can insert a new slide 
using the layout youôve designed or change the layout of an existing slide.  

Applying Layouts to New Slides 

To apply layouts to new slides, in the normal view, do the following: 

1. In the Home tab or the Insert tab, click the arrow on the New Slide  button .  

2. Choose a layout.  
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A new slide using the selected layout will be inserted below the current one. 

Changing Layouts of Existing Slides 

To change the layout of an existing slide, in the normal view, do the following: 

1. Select one or more slides whose layouts you want to change. 

2. Click the Home tab > Layout . Select a layout from the gallery. 

The selected layout will be applied to all the selected slides. Alternatively, in the Slides pane, you 
can right-click slides > Layout and choose a layout. 

Using Feedback Masters 

Feedback Master Overview 

The Feedback Master  feature allows you to create and edit feedback layers. These layers are 
shown as popups on the slide when users finish questions. With this feature, you can easily 
customize complex feedback messages. 

Feedback Master  consists of a Feedback Master Layout  and feedback layers. The Feedback 
Master Layout  is the base layer that other layers inherited from. Its layout and style can be 
applied to all below feedback layers. 

In general, one Feedback Layer contains 3 placeholders, namely Title  (1), Text  (2), and Button  
(3). The Title  and Text  provide users with feedback on their results. The Button  allows users to 
decide what to do next. You can edit their styles, add more objects like buttons or images to the 
layers to give users more information or details.  

 

 

The feedback message now is isolated from slides or slide masters so users can freely edit and 
customize it.  

1. Generally, the feedback master is almost like the slide master , except for some differences: 

 The feedback layers are used directly in the Show/Hide Feedback Layer  action. You can 

select which layer to show or hide from the list when adding events and actions to objects. 
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 The placeholders in the feedback layer are treated as normal objects. You can customize 

them the way you want. Besides, you can change the background style for the feedback 

layer. The style will be inherited from the feedback master layout. 

2. A feedback layer is almost the same as a slide. So, users can add objects, animations, or 
transitions to them. 

3. The On Correct , On Incorrect , On Complete , On Incomplete , and On Timeout  events have 
the default action which is showing the feedback layer. For example, the default action of the On 
Correct  event is showing the Correct Feedback  layer. 

 
4. A Show Feedback Layer  action has three options:  

 

 Variable : Checking this option to use variable  to show feedback layer. 

 Hide After : The feedback layer automatically hides after a while that you set in the spin box.  

 Blocking : Checking this option will block the main timeline when the feedback layer is 

showing. 

Opening and Closing Feedback Master View 

To open the feedback master view and edit the default feedback master, click the View  tab > 

Feedback Master . Then, the feedback master will appear in the left pane. If there is no custom 
feedback master yet, you will see the default feedback master.  
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By default, a feedback master includes at least 1 master feedback layout and built-in feedback 
layers. These feedback layers are used in question events. However, you are free to customize 
them to meet your needs. You can also add more feedback layers.  

 

 Correct Feedback : Used in the On Correct  event to let users know that their answer is correct.  

 Incorrect Feedback : Used in the On Incorrect  event if the current attempt is the last 

attempt, letting users know that their answer is not correct.  

 Try Again Feedback : Used in the On Incorrect  event if the current attempt is not the last. 

The message lets users know that their answer is not correct and they can try it again.  

 Complete Feedback : Used in the On Complete  event to let users know that they have 

completed the answer.  

 Incomplete Feedback : Used in the On Incomplete  event. The message lets users know 

that they have to complete answering the task before moving to the next one.  

 Timeout Feedback : Used in the Timeout  event. The message appears to let users know 

that the time to do the task is run out.  

 Resume Feedback : This feedback layer appears if the last session is incomplete. It is 

triggered in the On Load  event of the project. You have to use the 

apLastSessionIncomplete  variable to check if the presentation is complete or not. There 

are two buttons (Resume  and Restart ) in this layer to let users resume or restart the 

presentation. 
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 Review Feedback : This feedback layer is used in the review mode. It is triggered in the 

On Load  event of the project. You have to use the apReviewMode variable to check if 

the presentation is in the review mode or not. There are two buttons (Previous and Next) 

in this layer. They let users navigate the presentation when reviewing a course.  

 Blank Feedback : A preserved feedback layer. 

ActivePresenter provides you with the Feedback Master tab with tools allowing you to adjust the 
feedback messages.  

 
With this tab, you can:  

 Insert new layers. The newly inserted layers will have the same style as the feedback 

master layout.  

 Delete or rename the selected layers. 

 Define which placeholders will be included in the selected layout (title, text, and button). 

 Style the layerôs background. 

To close the feedback master view, click Close Master View  in the Feedback Master tab. All 
the changes you made will be applied to the feedback messages.  

Adding New Layers 

ActivePresenter allows adding as many new feedback layers as you want.  

To insert a new layer into a feedback master, do one of the following: 

 In the Feedback Master tab, click Insert Layer . 

 Right-click any thumbnail in the left pane and select Insert Layer . 

Note that each slide master can have only one Feedback Master  Layout  and you cannot add 
more. You can only add more feedback layers.  

Managing Feedback Masters and Layers 

Duplicating Feedback Layers 

ActivePresenter allows you to duplicate the feedback layers, making it easier for you to create 
similar layers when needed. You cannot duplicate the feedback master layout. 

To do that, right-click any layer on the left pane > Duplicate Layer  . 

Copying Feedback Layers 

To copy a layer, select the layer > press CTRL+C or right-click it > Copy . You cannot copy the 
Feedback Master Layout. Then, do one of the following: 
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¶ Press CTRL+V 

¶ Right-click > Paste or Paste (Keep Source Formatting) . The copied layer is 

duplicated in both commands since there is only one format applied in one Feedback 

Master . 

Removing Layers 

If there are any layers that you donôt want to use, just remove them. Note that you cannot delete 
the feedback master layout.  

To delete feedback layers, select them then do either of the following: 

¶ Feedback Master tab > Delete . 

¶ Press the DELETE key. 

¶ Right-click > Delete Layer . 

Renaming Layouts and Layers 

Do any of the following to rename the layouts and layers: 

 Select the layout or layers > Feedback  Master tab > Rename . 

 Right-click the layout or layers > Rename Master /Rename Layer . 

Inserting and Removing Placeholders 

To show or hide the placeholders on the feedback message, simply select/clear the checkboxes 
of corresponding properties in the Feedback Master  tab. 

Styling Feedback Messages 

You are free to style the background and the placeholders of the feedback layers. Every change 
in the layout will be applied to all the corresponding layers.  

¶ To change the background style of the feedback message, in the Feedback Master 

Layout , select the message on the Canvas > Format  tab > change the shape, style, fill, 

line, and shadow the way you want. This can be changed in the Properties  pane > Style 

& Ef fects  tab > Fill/ Line/ Shadow  section too. You can also change the size of the 

feedback layers by dragging their border. But, keep in mind that, these changes can only 

be done in Feedback Master Layout .  
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 To style the text (font, size, and color...) > select them > then use the buttons and 

commands in the Home tab or the inline text editor that appears. 

 To design the Button  of the message, select the button > Format  tab > change the shape, 

style, etc.
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Working with Slides 

Inserting Slides 
ActivePresenter provides you several ways to insert slides, from inserting a new slide to copying 
slides from other projects. 

Inserting Slides 

Inserting New Slides 

To insert a new slide, in the Home  tab or the Insert tab, click the arrow on the New Slide  button 

 and select a slide from the slide gallery.  

 
You can also simply click the New Slide  button or right-click the Slides pane > New Slide  to 
insert a new slide that uses the same layout as the current slide. The new slide will be inserted 
below the current one. 

Slides always come with layouts. You can do the following: 

 Change layouts : Click the Home tab > Layout  > select a layout. Alternatively, in the 

Slides pane, right-click a slide > Layout > choose another layout. 
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 Restore original layouts : Click the Home tab > Reset . You can also right-click a slide 

> Reset . 

 Modify and create new layouts : Click the View  tab > Slide Master   to open the master 

view. Then you can customize the layout the way you want.  

Inserting Slides from Recording Screen 

ActivePresenter allows you to record a screencast or a software simulation and insert them as 
new slides in your project. These two methods are similar to recording projects, but instead of 
creating new projects, they just create new slides in the current project. 

To add a recording screen slide, in the Home tab or Insert tab, click the arrow on the New Slide  
button > Record Screen as Video  or Record Interactive Simulation . Alternatively, you can 

access the Home  tab > Record Screen  > Record  Screen as Video   or Record Interactive  

Simulation  .  

Inserting Slides from Templates 

Besides themes, you can use slide templates (also templates) to quickly create new projects with 
ready-made slide layouts and contents. Everything youôve added to a slide is reusable when you 
use slide templates.   

To insert slides from a slide template, do the following: 

1. In the Home  tab or the Insert tab, click the arrow on the New Slide  button  > Slides 

from Templates... .  

2. In the window that appears, select the desired template in Template . 

3. In the Slides  section, there are several options: 

¶ Select All : Click the button if you want to select all slides. 

¶ Deselect All : Click the button to deselect all slides. 

¶ Drag the Zoom  slider to zoom in or zoom out the slides. 

4. Click Insert Slide  to insert the selected slides into the current project. 

bookmark://_Recording_Software_Simulations/
bookmark://_Recording_Software_Simulations/
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Note : Slide templates appear in the window only when they are stored in the ActivePresenter 
Templates folder (C:\Users\<user_name>\Documents\ActivePresenter Templates (for Windows) 
or /Users/<user_name>/Documents/ActivePresenter Templates (for macOS)). 

Inserting Slides from Images 

You may have a collection of pictures and want to import them into ActivePresenter as slides. 
Supported image input formats include BMP, PNG, JPG, JPEG, JPE, GIF, ICO, CUR, ANI, XPM, 
and SVG. 

To insert images as slides, in the Home  tab or the Insert tab, click the arrow on the New Slide  

button  > Slides from Imagesé.  
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In the dialog that appears, do the following: 

 Add images from file : Click  to import images from your computer. 

 Remove selected images : Click  if you no longer want an image. 

 Reorder images : Click  or . The image order will be the slide order in the Slides 

pane. 

 Flip images : Click  or  to flip images horizontally or vertically. 

 Rotate images : Click  or  to rotate images 900 right or left. 

 Select Use images as objects if you want each image to be inserted into each slide as a 

slide object. Otherwise, images will be treated as the background of each slide. 

Note : Images will be clipped if their size is larger than the slide size. In this case, you can change 
the slide size so that the images are displayed properly. 

Inserting Slides from PowerPoint Presentations 

You can convert PowerPoint slides to new slides in the current project. This method is similar to 
creating a new project by converting PowerPoint presentations. However, instead of creating new 
projects, it just creates new slides in the current project. 

To insert slides from PowerPoint presentations, in the Home  tab or the Insert tab, click the arrow 

on the New Slide  button  > Slides from Powe rPoint... .  

Depending on the size of the current slides and of the PowerPoint slides, there will be a dialog 
that appears for you to customize. It works the same way as when you change slide size . 
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Inserting Slides from ActivePresenter Projects 

You can reuse slides from another ActivePresenter project. Do the following 

1. In the Home  tab or the Insert tab, click the arrow on the New Slide  button  > Slides 

from ActivePresenteré.  

2. Select an ActivePresenter project. 

3. In the dialog that appears, select the slides you want to reuse.  

4. Click OK to import slides. 

 
You can also copy slides across projects. However, bear in mind that different projects may have 
different slide sizes. Thus, importing or copying slides may make the slide content clipped or 
distorted. Therefore, always check the slide size  of both the source and destination projects 
beforehand. 

Copying Slides 

You can copy slides in the same project or across different projects. To copy slides, do the following: 

1. Select one or more slides. 

2. Press CTRL+C or right-click > Copy . Alternatively, click the Home  tab > Copy . 
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3. You can paste the copied slides into the same project or another project. The copied slides 

will be inserted below the current slide: 

 To take the theme of the current slide: Press CTRL+V or right-click > Paste  or click 

the Home tab > Paste (Use Destination Theme) . This will adapt the copied slides 

to match the destination theme . 

 To maintain the theme of the slides you are copying, right-click > Paste (Keep Source 

Formatting)   or click the Home tab > Paste (Keep Source Formatting) . This will 

make the copied slides keep their original theme format. 

Duplicate Slides 

To reuse one or more slides, rather than manually copying and pasting, you can duplicate them. 
Follow these steps to achieve it: 

1. Select the slide(s) that you want to duplicate.  

2. Right-click them and select Duplicate  or press CTRL+D. 

The duplicated slide(s) will then appear under the last slide that you selected. For example, you 
selected slide 3 and 1 orderly, then duplicated them. The duplicated slides will be added under 
slide 1.  

Removing Slides 

If you no longer want a slide, select it and press DELETE. Alternatively, right-click it > Delete . 
You can hold down CTRL while clicking slides to select more than one slide and remove them at 
the same time. 

Changing Slide Properties 

Naming Slides 

Itôs always a good idea to give slides recognizable names, so it makes it easier for you to find 
them later. 

To name a slide, click the Properties pane > Slide Properties  > General . Give the slide name 
and description using the corresponding text boxes. You can further edit the slide name and 

description by clicking the Edit buttons  next to the text boxes. 
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In the Slides pane, if the view mode is Slides  In titles  (right-click Slides pane > Slides In Titles ), 
you can double-click each entry or right-click an entry > Edit Name  to name a slide. 

 
Another way to name slides is by using a batch operation that generates a slide name from the 
first shape in each slide. This is useful when you want to name slides in a software simulation . 
Do the following: 

1. Click the ActivePresenter button > Project > Batch Operations  > Generate Slide Name 

From First Shape .  

2. In the dialog that appears, the Current Name  column shows the current name of slides 

while the New Name  column shows the text inside the first shape in each slide. To rename 

a slide, double-click a name in the New Name  column or click a row > Edit Name . 

 
3. Select the slides you want to name by selecting their corresponding checkboxes. 

4. Click OK to apply changes. 

Ordering Slides 

Itôs easy to reorder slides. In the Slides  pane, just drag a slide to the order you want. Keep in 
mind that you cannot drag slides when the view mode  is Slides In Titles . 
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Advancing Slides 

By default, the presentation jumps to the next slide immediately when the current slide ends 
thanks to the Auto Advance  option. You can find this option in the Transition  tab or Properties  
pane of a slide > General  section. 

You can disable this option and use actions , such as Continu e Presentation , Go Forward,  or 
Go to Slide  to advance slides. 

Changing Slide Background Fill Styles 

You can fill the slide background with a solid color, a gradient, or an image. Get this done using 
the Background Fill  section in the Properties  pane.  

 
Besides, you can: 

 Hide Background Objects : Hide the background objects originating from the slide masters . 

 Apply to All : Apply the background fill style of the current slide to all slides in your project. 

 Reset Background : Restore the default background fill style of the current slide. 

Adding Background Images to Slides 

Apart from background fill styles, you can add background images to slides. Do the following: 

1. Select one or more slides. 

2. Click the Properties  pane > Slide Properties  > Background Image . 
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3. Choose an image from your project   or your computer . 

4. Specify the position and size using the Left , Top , Width , and Height  spin boxes. 

5. If you want to revert the image to its original size, click Restore Original Size . 

6. If you want to stretch the image so that it fits into the background, click Fit To 

Background . 

7. If you no longer want a background image, click Remove . 

To further edit the background image, on the Canvas, right-click a slide > Edit Background Image . 
This opens the Image  editor and the Drawing  tab, which helps you edit the image as you wish. 

 
While editing the background image, once you click Save in the Quick Access Toolbar , all your 
changes to the image will be applied and reflected in the slide. When youôre done, close the Image  
editor and go back to editing the slide. 

Changing Slide Container Layout 

ActivePresenter supports two different layouts for a slide, which are Grid  and Flex . They can be 
found in the Properties pane of a slide > Size & Properties > Container La yout . 

 

When you create a new blank project or insert a new slide, the default slide container layout is 
None . This layout allows you to change the size and position of any object on the slide freely. 
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Using the Flex layout  or Grid layout  makes it easy to align and distribute the spacing of objects 
in a slide efficiently.   

Using Container Layout (Flex & Grid) 

ActivePresenter also supports 14 built-in layouts for a slide. To insert layouts into a slide, go to 

the Home tab or the Insert tab > Container > Preset Slide Layouts .  

 

Immediately, the slide will, by default, include flex boxes with a flex layout. You can change the 

layout of these boxes to a grid layout by going to the Properties pane, and then adding more 

layouts and objects to them. To work with flex box and grid box, see Container  for more details.    

Excluding Objects from Slide Container Layout  

Once you select either Flex or Grid for any container layout, the Container Snapping  mode will 
be enabled by default. That is to say, when you move objects into a slide container layout, objects 
will be automatically snapped to that layout (the slide turns orange). Besides, any object in a slide 
can be included in or excluded from the slide container layout. If an object is excluded from the 
layout, you are free to place them anywhere on the slide. To make one or more objects excluded 
from the slide container layout, you can select them first and then do either of the following: 

ǒ Right-click the objects > Exclude from Container Layout . 

ǒ Go to the Properties  pane > Size & Properties  > Transform  > select the Exclude from 

Container Layout  checkbox. 

ǒ You can temporarily disable the snap behavior by holding down ALT  while moving objects. 

Or turn off this mode by clicking the View  tab > Containe r Snapping .  

Changing Slide Operation Modes 

ActivePresenter allows you to choose operation modes  for a slide to determine if it appears in a 
certain mode in the output when creating HTML5 content. 

You can determine operation modes for one or more slides as follows: 

1. Select one or more slides. 

2. Click the Properties  pane > Size & Properties > Show in Mode  > choose the modes 

you want. 
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Adding Transition Effects 
While presenting, slide transitions are visual effects that appear when you move from slide to 
slide. You can control the style and speed of transition effects and apply different effects to 
different slides in your project. 

Adding Transition Effects 

To apply a slide transition effect, do the following:  

1. In the Slides  pane, select one or more slides. 

2. Click the Transitions  tab > select an effect from the gallery.  

 

3. Specify the effect option (if any) and duration of the effect. 

4. In the Timeline  pane, the transition effect is represented by a blue diamond. Click the 

Preview  button  or press SPACE BAR  to preview. 
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Slide transition effects can also be applied to slide masters . 

Removing Transition Effects 

To remove slide transition effects, select a slide, then do one of the following: 

 In the timeline, drag the blue diamond downward until it turns gray, then release the mouse 

button. 

 Click the Transitions  tab > None from the gallery. 

Managing Slides 

Splitting and Merging Slides 

When a slide is rather long with many contents, you may want to split it into two or more slides.  

To split a slide, do the following: 

1. In the timeline, choose a timestamp where you want to split the slide. 

2. Click Spl it Slide   on the toolbar of the Timeline  pane. 

Then, your slide will be split into two slides at the Playhead  position. The new slide contains all 
the objects and other properties on the right side of the Playhead  and is inserted right below the 
current one.  

If the Playhead  lies in the middle of an object time bar, the time bar will be split and the latter part 
will be transferred to the new slide. 

If you want to merge slides into one, hold down CTRL or SHIFT to select multiple slides and right-
click them > Merge Slides . 

Changing Slide View Modes 

The Slides  pane displays slide thumbnails in the following three modes: 
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 Slides in Column  (1): Slide thumbnails expand their size to fit into the pane. This is 

the default view mode. 

 Slides in Grid  (2): Slide thumbnails are arranged into multiple columns and rows.  

 Slides in Titles  (3): Only slide titles are displayed. 

To change the view mode, right-click the Slides  pane > choose the mode you want. You can also 
click the View  tab > Slides View  > choose the view mode. 

Saving Slides as Images 

ActivePresenter allows you to export your project to images. That way, each slide will be exported 
to an image. If you want to save just one slide to an image, the app gives you another feature. On 

the Canvas, right-click a slide > Save Slide As Image...  . Alternatively, you can right-click the 
selected slide in the Slides  pane to get the same result. Supported formats include PNG, JPG, 
and BMP. 

This feature is useful when you have a particular slide that you want to use in different projects. 
It also lets you save a particular scene in a video to an image so that you can use it in the written 
tutorial, for example. 

Saving Slides as Videos 

The Save Slide As Video  feature comes in handy when you want to export one or more the 
selected slide as a video, instead of exporting the whole project.  

¶ To save a slide as video: you can right-click a slide on the Canvas or in the Slides  pane 

> Save Slide As Videoé .  

¶ To save selected slides as video: you select multiple slides (press and hold SHIFT for 

multiple sequential slides, CTRL for multiple non-sequential slides). Then, right-click 

selected slides and click Save Selected Slides As Video é . 

After that, you are enabled to further adjust the output options in the Export To Video  dialog.
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Inserting and Managing Objects 

Inserting Objects 
There are two types of objects in ActivePresenter: 

Annotation objects : container , shapes , text caption , spotlight , equation , icons , gesture 
effects , footer , chart , table , image , screenshot , audio , video , YouTube video , web object , 
3D model , cursor path , zoom -n-pan , and closed caption .  

Interaction objects : mouse click , key stroke , text entry , drop area , button , checkbox , radio 
button , slider , dropdown , animated timer , and questions .  

Inserting and Removing Objects 

To insert an object, click the Insert tab and choose the object you want (click the Questions tab to 
insert a question). The object will be inserted into the current slide. After that, you can rename the 
object by clicking the Properties pane > Interactivity > General or going to the Selection  pane. 

If you no longer want an object, select it on the Canvas, in the Timeline pane or the Selection 
pane, then press DELETE. Alternatively, right-click the object > Delete . The same steps are 
applied to remove more than one object in a single slide.  

Inserting and Removing Objects in Multiple Slides 

ActivePresenter makes it easy to insert objects into multiple slides as well as remove multiple 
objects from multiple slides. 

Inserting Objects into Multiple Slides 

If you want to do a batch operation to insert an object into multiple slides, do the following: 

1. Click the ActivePresenter button > Project > Batch Operations  > Insert Objectsé 

2. In the dialog that appears, select the object type that you want to insert. 

 
3. Specify the slides into which you want to insert the object. If you choose Specified Slides , 

separate the ordering numbers of slides by commas. Otherwise, use hyphens to indicate 

ranges. For example, the range 3-6 indicates the 3rd, 4th, 5th, and 6th slides. 
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4. Click OK to apply. 

Once the batch processing finishes, the selected object will appear in all specified slides with the 
same properties. Then, you can edit each of these objects individually or style all of them in the 
same way. See Changing Style and Effects  for details. 

Note : You might want to make a single object appear in all slides in the presentation. This is 
useful when the object is a corporate logo or background music. To do that, right-click the object 
> Show over Multiple Slides . Then, you can choose to place the object in the top layer or bottom 
layer of the stack order of slide objects. In the Timeline pane, there is an icon that appears next 
to the object name to indicate that object is showing over multiple slides. 

 

After that, you can click the All Slides button  to view all slides in the current project as well as 
the objects that span across multiple slides. 

Removing Multiple Objects from Multiple Slides 

If you want to do a batch operation to remove objects from multiple slides, do the following: 

1. Click the ActivePresenter button > Project > Batch Operations  > Delete Objectsé. 

2. In the dialog that appears, select the object types that you want to remove. 
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3. Specify the slides where you want the mass destruction to happen. If you choose Specified 

Slides , separate the ordering numbers of slides by commas. Otherwise, use hyphens to 

indicate ranges. For example, the range 3-6 indicates the 3rd, 4th, 5th, and 6th slides. 

4. Select Include objects shown over multiple slides  if you want to remove any objects 

shown over multiple slides. 

5. Click OK to apply. All selected objects will be removed from the specified slides. 

Copying Objects 

To copy objects, do the following: 

1. Select one or more objects in a slide. 

2. Press CTRL+C or right-click > Copy . Alternatively, click the Home  tab > Copy . 

3. You can paste the copied objects into the same slide or another slide. In case of the latter, 

do either of the following: 
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o To take the theme of the destination slide: Press CTRL+V or right-click > Paste  or 

click the Home tab > Paste (Use Destination Theme) . This will adapt the copied 

objects to match the destination theme.  

o To maintain the theme of the slide you are copying from Right-click > Paste (Keep 

Source Formatting)   or click the Home tab > Paste (Keep Source Formatting) . 

This will make the copied objects keep their original theme format. 

Duplicating Objects 

To duplicate objects, do as follows: 

1. Select one or more objects in a slide. 

2. Take either of the following: 

¶ Press CTRL+D. 

¶ Right-click > Duplicate   in the context menu. 

¶ Click the Duplicate   command in the Home  tab.  

Changing Object Properties 

Repositioning, Resizing and Rotating Objects 

After inserting an object into a slide, you often want to change its position, size, and rotation. Do 
that on the Canvas or in the Properties pane. Do one of the following: 

 

 On the Canvas, drag the object to a new position. You can also use the ARROW keys to 

move objects.  

 On the Canvas, select the object that you want to resize. Then, drag the resizing handles 

(green dots) to change the objectôs size. You can also use SHIFT+ ARROW keys to resize 

objects. 

 On the Canvas, select the object that you want to rotate. Then, drag the rotation handles 

to rotate it. 

 Select the object > Properties pane > Size & Properties  > Transform . Specify the 

position, size, and rotation value as you wish. 

Note :  

 To reposition, resize, or rotate objects in responsive projects, see Changing Object 

Position and Size . 
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 For images and videos, by default, the aspect ratio is locked to keep them proportional 

while being resized. To change the ratio, clear the Lock Aspect Ratio  checkbox in the 

Properties pane > Size & Properties  > Transform . Or right-click an image or a video > 

uncheck the Lock Aspect Ratio  option from the context menu.  

 
If you want to revert these objects to their original size, just click the Restore Original 

Size button. Alternatively, right-click them > Restore Original Size . 

ǒ To lock the size and position of an object on the Canvas, just right-click that object > Lock 

Size and Position  or press CTRL+SHIFT+K . 

Changing Style and Effects  

You can change the style and effects of more than one object in the Format tab, Home tab, and 
the Properties pane > Style & Effects . 

Quick styles are a useful way to quickly change an objectôs fill, line, shadow , and opacity . To 
apply a quick style, do the following: 

1. Select one or more objects. 

2. Click the Format tab or Home tab > Quick Style   > choose the style you want. The 

color choices will depend on the theme you are using for your project.  
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If your project has many objects of the same type and you want them to have the same animation 
effects or formatting style, do the following: 

1. Animate an object or format it the way you want. 

2. Apply the animation and style of the object to all other existing objects of the same type. 

To do that, right-click the object > Apply to All Objects > Animation and/or Style . 

Besides, you can quickly apply the formatting style (fill, line, shadow, opacity, and text style) of an 

object to one or more objects of the same or different types in the same project or across projects. 

Do as follows: 

1. Select an object that has the formatting style you want to copy. 

2. Click the Format Painter  command in the Home tab. After that, the mouse cursor will 

appear with a paint roller.  

3. Click on any object you want to apply the copied style. If you want to apply to multiple 

objects, simply hold down ALT  while selecting the desired objects.  

Note :  

 The Apply to All Objects  and Format Painter  options affect existing objects only. They 

have nothing to do with objects that havenôt been inserted yet. If you want the newly added 

objects to use the same style as those existing ones, you must use the Object Settings .  

 If you want to restore all the default objects which come with ActivePresenter, click the View 

tab > Object Settings  > Reset All Object Settings . You can also restore the default 

settings of one object type by right-clicking it on the Canvas > Reset Default Settings .  
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Object Operation Modes 

When creating HTML5 content, you have to choose operation modes  for objects to determine if 
objects appear in a certain mode in the output. For example, by default, the operation modes for 
mouse clicks are Demonstration and Tutorial. This means these objects only appear in these two 
modes. They donôt appear in the Practice and Test modes.  

You can determine operation modes for objects in the current slide as follows: 

1. Select one or more objects. 

2. Click the Properties  pane > Size & Properties > Show in Mode  > choose the modes 

you want. 

 
You can also apply mode to show to all the objects of the same type in your project. To do that, 
choose operation mode(s) to one object, then on the Canvas, right-click the object > Apply to All 
Objects > Show in Mode . 

Animating Objects 
Animation is a great tool to engage your audience. ActivePresenter allows you to animate objects 
with four types of animation effects: entrance, exit, emphasis, and motion path. In the Animations  
tab, entrance effects are colored green, exit effects are colored orange, emphasis effects are 
colored yellow, and motion paths are pre-made paths or custom paths that you draw by yourself. 
ActivePresenter 9 now offers you up to 80 effects of all types, helping bring your content to life 
effortlessly.  

 
Entrance effects control how an object appears. These effects start at the start point of an object 
(the left edge of the object time bar). For example, an object moves slowly into a slide using the 
Float effect.  

Exit effects control how an object disappears. These effects end at the end point of an object (the 
right edge of the object time bar). For example, using the Zoom Out effect, an object gradually 
scales down and disappears.  

Emphasis effects add highlights or movement to draw attention to an object already in a slide. 
For example, you can make an object shake using the Teeter effect. 

Motion paths  move objects already in a slide along a predetermined path, like a line, circle, or 
star. You can also draw your own paths. 
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You can set all the animations to play in turn or simultaneously. For example, apply the Fly In 
entrance together with the Spin emphasis to make a shape fly in while rotating. However, keep in 
mind that always use animations for a purpose. Donôt overuse animations as they can distract 
your audience. 

The Timeline contains animations. As ActivePresenter supports multiple timelines  and the Click 
Sequence  timeline, a single object can hold different animations in different timelines. So, make 
sure you add the right animation effect in the right timeline.  

Note : In the Main Timeline, you can apply only one entrance or exit effect but multiple emphasis 
effects and motion paths to an object. However, interactive timelines and the Click Sequence  
timeline allow you to add multiple effects of all types to a single object.  

To apply animations to objects, do the following (skip unnecessary steps, if any): 

1. Select one or more objects that you want to animate. 

2. Click the Animations  tab. 

3. To add an entrance or exit effect, click the Entrance Effects  or Exit Effects  button > 

choose an effect.  

 
4. To add an emphasis effect or a motion path, click the arrow at the bottom-right corner of 

the emphasis & motion path gallery to expand the gallery, then choose an effect. 

Emphasis effects and motion paths will be added at the Playhead  position, so remember 

to specify the Playhead position beforehand. 

 
5. Specify the effect option to tweak the effect. Some effects have effect options that 

determine their direction or a shape that the object moves long. For example, the Spin 

effect can rotate an object clockwise or counterclockwise. 

6. Specify the start time and duration  of the effect.  

7. Preview the effect by pressing the SPACE BAR  or clicking the Preview  button  in the 

Timeline  pane. 

Note : When you apply animation effects to text  or flex ch ild , some effects such as the Peek, 

Wipe , and Shape  effects are not working as expected in IE and Edge browsers.  

In the timeline, entrance effects are colored green, exit effects are colored red, both emphasis 
effects and motion paths are colored yellow. To expand animation effects as in the below figure, 
in the timeline, right-click an object time bar > Expand Anima tions . 
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When you add a motion path, you will see the path on the Canvas. It appears as a dotted line with 
a green arrow indicating the pathôs start and a red arrow indicating its end.  

 

Adding Multiple Effects 

You can apply more than one emphasis effect or motion path to an object in the main timeline. 
Meanwhile, in interactive timelines and the Click Sequence  timeline, you can apply multiple 
effects of all types, including more than one entrance and exit effects. Do the following: 

1. Select one or more objects that you want to animate. 

2. Specify the timestamp where you want the effect to start. 

3. Click the Animations  tab > Add Animation  > choose an effect.  



ActivePresenter User Manual   Version 9.4 
 

 
Inserting and Managing Objects > Animating Objects 102 

 

4. Specify the effect option (if any), start time, and duration of the effect. 

5. Preview the effect by pressing the SPACE BAR  or clicking the Preview  button  in the 

Timeline  pane. 

Note : 

 If you try to add more effects by using the effect gallery, you wonôt add an additional effect. 

Instead, youôll replace the existing effect with the one youôre adding.  

 Multiple effects can have the same start time or play simultaneously, making it hard to 

select and manipulate them in the timeline. In that case, right-click the object time bar > 

Expand Animations  to expand the animation time bars. 

Editing Animation Effects 

After applying an animation effect, you may want to change its timing, direction, etc. You may 
also want to replace it with another one. Do the following to modify an effect: 

 Change timing : Drag the effect time bar along the timeline ruler or select the object > 

Animations  tab > Start Time . 



ActivePresenter User Manual   Version 9.4 
 

 
Inserting and Managing Objects > Animating Objects 103 

 Change duration : Lengthen or shorten the effect time bar in the timeline or select the 

object > Animations  tab > Duration . 

 Change effect options : Select the object > Animations  tab > Effect Options . 

 Replace effects : Select the object > Animations  tab. For entrance and exit effects, click 

the Entrance Effects  or Exit Effects button and choose an effect to replace the existing 

one. For emphasis effects and motion paths, choose an effect from the emphasis & motion 

path gallery.  

In the timeline, you can also double-click the effect time bar or right-click it > Effect  Settings . 
Both ways open the dialog which allows you to modify the effect. 

 
Note : 

 For emphasis effects and motion paths, you can make an effect repeat automatically when 

it ends using the Repeat option. An effect can be repeated a specific number of times or 

until the end of the slide. If you want a motion path to repeat end-to-start, select the Auto -

reverse  checkbox. 

 For details about motion paths, see Adding and Editing Motion Paths . 

 You can apply an animation effect to all the objects of the same type in your project. To 

do that, apply the effect to one object, then on the Canvas, right-click the object > Apply 

to All Objects > Animation . 
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Adding Animation Effects to Text 

For text-based objects, ActivePresenter makes it possible to animate texts inside them. After 

adding an animation to that object, double-click the effect time bar or right-click it > Effect  

Settings  to open the effect setting dialog. There is a Text Animation  section.  

 

To animate text, do the following: 

1. In the Animate Text spin box, select either By Letter  or By Word  options. 

2. Set the delay value for the time between letters or words appearing by the percent of 

animation duration of the object. Except for effects which have no duration such as Appear  

and Disappear  effects, their delay time for a text is set in seconds. Do one of the following: 

ǒ Click the up or down arrow in the delay box to increase/decrease the delay time. 

ǒ Enter a new value in the delay box.  

Note :  

After clicking OK to apply the effect, you can change the delay time by dragging the text 

effect time bar (the transparent bar) in the Timeline.   

 

Removing Animation Effects 

To remove an animation effect, do one of the following: 

 In the timeline, drag the effect time bar downward until it turns gray, then release the 

mouse button to delete the effect. 

 In the timeline, right-click the effect time bar > Remove Effect .  

 Select the object > Animations  tab > None from the effect galleries. 

 For motion paths, you can also select the path on the Canvas > DELETE. 

Adding and Editing Motion Paths 

Adding Motion Paths 

To add a motion path to an object, select the object and do the following:  



ActivePresenter User Manual   Version 9.4 
 

 
Inserting and Managing Objects > Animating Objects 105 

1. Select one or more objects that you want to animate. 

2. Specify the timestamp where you want the effect to start. 

3. In the Animations  tab, click the arrow at the bottom-right corner of the emphasis & motion 

path gallery to expand the gallery, then choose a motion path. 

 If you choose a predefined path, the path will appear on the Canvas immediately. 

 If you choose the Custom Path  option, you will draw your own path. Drawing a custom 

path is the same as drawing a freeform shape . 

4. Specify the path option, start time, and duration of the effect. 

5. On the Canvas, select the path and resize it or move it to the position you want. 

6. Preview the effect by pressing SPACE BAR  or clicking the Preview  button  in the 

Timeline  pane. 

Locking Motion Paths 

By default, a motion path follows an object when you move the object. Thatôs thanks to the 
unlocked state where the path and the object move together. You can choose to lock the path so 
that it remains in the same position when you move the object.  

To lock or unlock a path, select it on the Canvas > Animations  tab > Effect Options > Lock Origin . 

Opening and Closing Paths 

For closed paths like Shapes, Loops, and Stars, right-click the path > Open Path to separate the 
start and end point.  

 
For open paths like Lines, Arcs, and Turns, right-click the path > Close Path to make the path 
return to its start point. A linear path is added from the previous end point to the start point.  
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Changing Path Shape 

To change the shape of a path, double-click the path or right-click it > Edit Points  to enter the 
edit mode. In this mode, you can modify the path shape by moving, adding, or removing the 
anchor points (black squares) that appear. For more details, see Editing Freeform . 

 
 

Reversing Path Direction 

To exchange the start point and end point of a path, right-click the path > Reverse Path Direction . 

 

Arranging Objects 

Ordering Objects 

A slide may have numerous objects, such as shapes, text captions, images, and videos. When 
being inserted into a slide, new objects are placed in front of others and may cover them partly or 
fully. This stack order of objects is called z-order . 

ActivePresenter gives you the ability to arrange objects in z-order. You can move an object to the 
front or the back of the slide even when they do not overlap each other. Do the following: 

1. Select one or more objects. 

2. Click the Format tab > Order  or the Home tab > Arrange  > Order . Alternatively, on 

the Canvas or in the timeline, right-click objects (time bars) > Display Order . 

3. Choose the desired display order option.  

4. You can go to the Selection pane and drag an object up or down to change its position in 

the stack order. Moving an object higher means that you bring it to the front of the stack. 
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Icon  Name Hotkey  Function  

 Bring to Front CTRL+HOME 
Place the object at the very top of the 
stack. 

 Bring Forward CTRL+PAGE UP  
Send the object higher by one level in the 
stack. 

 Send to Back CTRL+END 
Place the object at the very bottom of the 
stack. 

 Send Backward CTRL+PAGE DOWN  
Send the object lower by one level in the 
stack. 

Grouping Objects 

ActivePresenter lets you group multiple objects into a group so that you can edit and manage 
them easily.  

Note that you cannot group closed captions, spotlights, zoom-n-pans and objects which belong 
to different layers. 

Grouping Objects 

ActivePresenter lets you group objects of several types: shapes, images, text captions, audio 
tracks, videos, questions, etc. Note that object grouping is unavailable to some objects including 
closed captions, spotlights, and zoom-n-pans.  

Do the following: 

1. Hold down CTRL while selecting all the objects that you want to include in a group.  

2. Right-click objects > Group > Group . Alternatively, click the Format tab > Group > 

Group  or the Home tab > Arrange > Group . You can also quickly make a group by 

pressing the CTRL+G hotkey. 

The selected objects are grouped. A single box with resizing handles appears around the entire group.  

 
At the same time, in the Timeline pane, all the child objectsô time bars are merged into the only 
time bar of the group. The Selection pane lists all the child objects under and at the next indent 
level compared to their group. Click the +/- button to expand or collapse these child objects. 
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3. Rename the group to make it easier to find and work with. Click the Properties pane > 

Interactivity > General or double-click the group name in the Selection pane.  

Note : 

 Another way to select multiple objects is to drag the mouse across them. In other words, 

use a rubber-band selector. Click on a slide and drag the mouse, a rubber-band selector 

appears. All the objects that stay in or intersect with the selector will be selected. 

 If youôve already selected several objects and want to select more, hold down CTRL and 

click them. If you accidentally select some objects you donôt want, hold down CTRL and 

click redundant objects to clear the selection. 

 After you make a group, you can still work with child objects in that group. Select the 

group, then click an object to select it. 

 A group and its child objects are mutually exclusive when it comes to converting objects 

into drag sources/drop targets. That is, you can only convert either a group or its child 

objects into drag sources/drop targets. 

 Some features are not available to child objects, namely Attached audio , Show to the 

end of slide , and Pause presentation to wait for user input . 

Adding Objects to a Group 

ActivePresenter lets you add objects to an existing group. Do the following: 

1. Select a group and one or more objects that you want to add to the group. 

2. Right-click > Group > Add to Group . Alternatively, click the Format tab > Group > 

Add to Group  or the Home tab > Arrange > Add to Group . 

In the Timeline pane, the time bars of the extra objects are merged into the time bar of the group. 
In the Selection pane, extra objects are listed as child objects of the group. 

Note : You can nest groups within groups. Simply put, groups can contain groups as members. 
To nest a group in another group, use the same techniques for grouping objects. Just select all 
the objects/groups you want, right-click > Group > Group . A new group is created containing all 
the selected objects/groups as members. 

Removing Objects from Group 

ActivePresenter lets you remove some objects out of a group without ungrouping entire that 
group. Do the following: 

1. Select objects that you want to remove. 

2. Right-click > Group > Remove from Group . Alternatively, click the Format tab > 

Group > Remove from Group  or the Home tab > Arrange > Remove from Group .  

In the Timeline pane, the time bars of the removed objects are placed in separate lines.  

Ungrouping Objects 

Sometimes, you no longer need a group. You want to break it apart so that you can more easily 

select and format each individual object. To ungroup a group, first select the group. Then, right-
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click it > Group > Ungroup . Alternatively, click the Format tab > Group > Ungroup  or the 

Home tab > Arrange > Ungroup . You can also quickly ungroup objects by pressing the 

CTRL+SHIFT+ G hotkey. 

Changing Group Layout 

ActivePresenter also supports flex layout  and grid layout  for a group. To change the group 
layout, do as follows: 

1. Select a group. 

2. Go to the Properties pane > Size & Properties  > Container Layout  > select a layout. 

Note : After changing the container layout to Grid or Flex , if the selected container contains less 
than 2 children, you cannot remove its group layout. That said, you cannot re-switch the container 
layout to None . In that case, ActivePresenter will warn you with a dialog.  

Aligning Objects 

ActivePresenter helps you to align objects quickly and perfectly as you want. There are two 
available tools to support you to do that. They are grid and guides and alignment commands. 

Aligning Objects Using Grid and Guides 

Grid and guides help you place objects precisely in a flash. In the View  tab, you will realize the 
Canvas Snapping  section which includes three checkboxes: Gridlines , Guides , and Smart 
Guides : 

 

Select or deselect the corresponding checkbox to turn on or off these functions. Besides, if you 
click on the dialog box launcher at the bottom right corner of this section, the Grid and Guides  
dialog will pop up. Alternatively, right-click on the Canvas, select Grid and Guidesé  

 

The dialog has two sections including Grid settings  and Snap to : 
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¶ Grid settings : Gridlines are horizontal and vertical dotted lines. Enter a specific number 
in the range of [10-10000] in this spin box to adjust the spacing between gridlines.  

¶ Snap to : This section allows you to show/hide gridlines or guides and enable snapping 
objects to grid or guides. 
o Snap objects to grid : This checkbox functions similarly to the Gridlines  checkbox in 

the View  tab. Select this checkbox to show gridlines and align objects to grid. 
o Snap objects to guides : This checkbox is equivalent to the Guides  checkbox in the 

View  tab. Select this checkbox to show drawing guides and align objects to guides. 
By default, drawing guides include two lines, one is horizontal and the other is vertical. 
These two lines intersect at the center of the Canvas. They can float over objects.  

o Snap objects to other objects (smart guides) : This checkbox works the same as 
the Smart Guides  checkbox in the View  tab. Select this checkbox to show smart 
guides. Smart guides are orange lines that only appear when you drag or reshape 
objects. They are vertical or horizontal lines through the edge/center of an object or 
the Canvas. Use them to align an object relative to another object. Or, you can align 
an object relative to the center/edge of a slide: 

 

You can temporarily disable this function by holding down ALT  when resizing or moving objects. 

Click the Set as default button to apply the changes youôve made for the next projects.  

Note that ActivePresenter supports you in customizing guides. Select a guide, then right-click, 
you will see the context menu below: 
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You can change its color by selecting a color from the built-in list. Besides, you can add more 
vertical or horizontal guides. And drag them to a new position. Alternatively, there is another way 
to insert additional guides. Just right-click at any position you want on the Canvas and select Add  
Vertical Guide  or Add Horizontal Guide . The newly added one will appear at the position of the 
mouse pointer. 

Aligning Objects with Anchor Objects 

Sometimes, you have an objectôs position set perfectly and you want to align other objects with 
that specific object. To do that, use the Alignment options and an anchor object. 

An anchor object (also a reference object) is the one with which all other objects align. It is the 
last object you select with green resizing handles rather than white handles like others. To define 
a different anchor object, click any of the currently selected objects without holding CTRL.  

 

You have many options for aligning objects both vertically and horizontally. Do the following: 

1. Hold down CTRL while selecting all the objects that you want to align with. 

2. Define an anchor object. 
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3. Right-click it > Ali gn . Alternatively, click the Home tab > Arrange  or the Format tab 

> Align . 

Icon  Command  Function  

 Align Left 
Align the left side of all the selected objects with the left of the 
anchor object. 

 Align Center 
Align the center of all the selected objects with the vertical center 
of the anchor object. 

 Align Right 
Align the right side of all the selected objects with the right of the 
anchor object. 

 Align Top 
Align the top of all the selected objects with the top of the anchor 
object. 

 Align Middle 
Align the center of all the selected objects with the horizontal 
center of the anchor object. 

 Align Bottom 
Align the bottom of all the selected objects with the bottom of the 
anchor object. 

Aligning Objects to the Canvas 

You can align one or more objects to the center of the Canvas. Do the same steps to align objects 
as mentioned above, but choose either of the following: 

Icon  Command  Function  

 Center Horizontally 
Move all the selected objects to the horizontal center of the 
Canvas. 

 Center Vertically 
Move all the selected objects to the vertical center of the 
Canvas. 

Distributing Objects 

If you arrange objects in a row or column, you may want them to be an equal distance from one 
another for a neater appearance. Do that by distributing the objects horizontally or vertically. 
Perform the same steps to align objects as mentioned above, but choose either of the following: 

Icon  Command  Function  

 
Distribute 
Horizontally 

Make the horizontal spacing equal between the selected objects. 

 Distribute Vertically Make the vertical spacing equal between the selected objects. 

Note : These commands work only when you select more than two objects. 



ActivePresenter User Manual   Version 9.4 
 

 
Inserting and Managing Objects > Arranging Objects 113 

Resizing Objects to Anchor Objects 

If you have multiple objects that you want to size equally, use the following alignment options: 

Icon  Command  Function  

 Make Same Width 
Match the width of all the selected objects with that of the anchor 
object. 

 Make Same Height 
Match the height of all the selected objects with that of the 
anchor object. 

 Make Same Size 
Match the height and width of all the selected objects with those 
of the anchor object, respectively. 

Rotating Objects 

ActivePresenter lets you rotate objects quickly to any angle, to an exact angle or 90 degrees, 
depending on your needs.  

Rotate Objects to Any Angle 

To rotate objects to any angle, do as follows: 

1. Select one or more objects. 
2. Select the rotating handle, then feel free to rotate it clockwise or counterclockwise.  
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Rotate Objects to an Exact Angle by Degrees 

To rotate objects to an exact angle by degrees, do as follows: 

1. Select one or more objects. 
2. Navigate to the Properties  pane > Size & Propertie s > Transform  > enter new value to 

the Rotation  spin box. 

Rotating Objects 90 Degrees 

ActivePresenter allows you to rotate objects 90 degrees clockwise or 90 degrees 
counterclockwise by using rotate commands.  

Note : The Rotate  commands are not applicable for spotlight, gesture effects, cursor paths, zoom-

n-pan, closed captions and child objects in the grid layout group. 

To rotate objects 90 degrees, do as follows:  

1. Select one or more objects. 

2. Right-click objects > Rotate  . Alternatively, click the Format  tab > Rotate . Then, select 
either of the following:  

Icon  Command  Function  

 Rotate Right 900 Rotate the selected objects 90 degrees to the right. 

 Rotate Left 900  Rotate the selected objects 90 degrees to the left. 
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Flipping Objects 

ActivePresenter lets you flip objects vertically or horizontally. When flipping objects vertically, you 
can see their reversion. Meanwhile, flipping objects horizontally brings a mirror image.  

Note: The Flip  commands are not applicable for text inside the objects, groups, gesture effects, 
charts, tables, cursor paths, zoom-n-pans, and closed captions.  

To flip objects, do the following: 

1. Select one or more objects. 

2. Right-click objects > Rotate  . Alternatively, click the Format  tab > Rotate . Then, select 
either of the following:  

Icon  Command  Function  

 Flip Vertical  Flip the selected objects vertically 180 degrees. 

 Flip Horizontal  Flip the selected objects horizontally 180 degrees. 

 

Using Object States  
Object states allow you to change the appearance of an object in response to user interaction. A 
state is a collection of visual elements that define the look of an object. You can add states to 
many types of objects such as shapes, text captions, images, or buttons. Using actions, you can 
shake an image on hover and make it appear disabled after being clicked. 
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Besides adding new custom states, you can apply several built-in states to objects. 
ActivePresenter also adds built-in states to some types of objects by default, such as buttons, 
checkboxes, and radio buttons, so that you can use these multi-state objects right away. 

There are four types of states, including: 

 Normal state : Each object always has a neutral state that cannot be deleted and 

renamed. By default, itôs the initial state (default state) of an object. 

 Default state : This is the initial state of an object, in other words, this is how an object 

looks when it first appears. By default, the normal state is the default state of an object, 

but you can change the default state to any other state. 

 Custom state : You can create many custom states for an object. 

 Built -in state : ActivePresenter provides several built-in states that you can apply to 

objects. The normal state is a built-in state. 

Built-In States 

The built-in states of objects are as follows: 

 Normal: This is the neutral state of an object. By default, itôs how an object looks when it 

first appears. 

 Hover : This is how an object looks when being hovered. This state is available for buttons, 

checkboxes, and radio buttons and is added by default. You donôt need to use an action 

to trigger it. 

 Pressed : This is how an object looks when being clicked. This state is available for 

buttons, checkboxes, and radio buttons and is added by default. You donôt need to use an 

action to trigger it. 

 Disabled : This is the state you use when you want to disable an object. A disabled object 

is visible but cannot respond to any user action. Unless this state is added to an object by 

default, you need to use an action to trigger it. 

 Normal/hover/pressed/disabled checked : These are the states of the selected 

checkbox or radio button. They are added to checkboxes and radio buttons by default, so 

you donôt need to trigger them using actions.  

There are several built-in drag-n-drop states that you can apply to drag sources and drop areas. 
As you add these states to a drag source or drop area, they will be automatically displayed when 
the corresponding events occur, in other words, when you interact with the drag source or drop 
area.  

 Drag start : This is how a drag source looks when itôs dragged from its location.  

 Drag end : This is how a drag source looks when you release the mouse button while 

dragging it.  

 Drag enter : This is how a drop area looks when a drag source enters it.  

 Drag leave : This is how a drop area looks when a drag source leaves it.  
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 Drop correct : This is how a drag source or drop area looks when all drag sources are 

dropped onto the correct drop areas. 

 Drop incorrect : This is how a drag source or drop area looks when a drag source is 

dropped onto the incorrect drop area. 

 Drop a ccept : This is how a drag source or drop area looks when any accepted drag 

source is dropped onto the drop area.  

 Drop r eject : This is how a drag source or drop area looks when any rejected drag source 

is dropped onto the drop area.   

Opening Object States Pane 

You use the Object States  pane to manage states. To open this pane, click the View  tab > Object 
States . 

Alternatively, you can select an object that you want to manage its states and click the Properties  
pane > Interactivity > General > State View , or right-click the object > Object States . 

 

Adding States 

An object may have one or several states by default. However, you can add more states to it 
using the following steps:  

1. Select an object. 

2. In the Object States  pane, click Edit States . This enters the state edit mode where all 

other objects except the selected one are grayed out and unclickable. 
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3. Click Add State   or right-click the pane > Add State  to add a built-in state or a custom 

state. A custom state will inherit all visual properties from the normal state.  

4. Assign a name to the new custom state and click OK. 

5. If you want to change the appearance of the newly added state, follow the steps in the 

next part. 

6. If you want to add states to another object in a slide, select that object directly on Canvas, 

or switch to it using the States of combo box. 

7. When youôre done adding and editing states, click Done Editing States   to exit the 

state edit mode. 

Editing States 

You can change the appearance of any state, including its size, position, shape type, text, color, 
border, etc. Just enter the state edit mode, select a state, and make an edit.  
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ǒ To change the state of an image, access the Properties pane > Size & Properties  > 

Image > choose another image from the current project or your computer.  

ǒ To change the background image of a state, access the Properties pane > Style & 

Effects  > Fill > Image Fill . 

ǒ To change the fill, mark, and border of Checkbox and Radio Button, go to the Format tab. 

All your changes will be saved when you click the Done Editing States  button.  

As mentioned earlier, if you want to edit the states of multiple objects in a slide, use the States of  
combo box to switch between objects. Take note of the following: 

Property  State editing mode  Normal mode  

Size, position, 
and rotation When the active state is the 

normal state, your changes will be 
applied to all other states which 
inherit from the normal state. 

Your changes will be applied to all other 
states with the same transformation matrix. 

Other visual 
properties 

If the default state is the normal state or 
inherits from the normal state, your 
changes will be applied to all other states 
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Otherwise, the changed property 
will no longer inherit from the 
normal state. 

which inherit from the normal state. 
Otherwise, your changes will be applied to 
the default state only. 

Managing States 

To manage states, first enter the state edit mode by clicking the Edit States  button. Then, use 
the buttons in the toolbar of the Object States  pane or right-click a state and select an option in 
the context menu. Be aware that you cannot rename, remove, or reset the normal state. 

 Rename State : Rename the active state. 

 Remove State : Remove the active state. 

 Reset State : Restore the original appearance of the active state. Use this option when 

you arenôt satisfied after editing a state. 

 Duplicate State  : Create a copy of the active state. 

 Set as Default State : Make the active state the default state, in other words, the initial 

state of an object. 

Triggering States Using Actions 

Use actions to display a state based on the userôs interaction with the content. While the event 
depends, you will use the Change Object State action to invoke a state. For more details, see 
Adding Events - Actions . 

Using Object Templates 
Object template is a good way to reuse objects across slides in the same project or across 
different projects. By adding objects to an object template, you save not only the objects 
themselves but also the animations and event actions attached to them.  

ActivePresenter uses the ActivePresenter Templates folder and the Object Templates  pane to 
help you manage object templates. Your object templates (*.apobject) are stored in the 
ActivePresenter Templates folder (C:\Users\<user_name>\Documents\ActivePresenter 
Templates (for Windows) or /Users/<user_name>/Documents/ActivePresenter Templates (for 
macOS)). Any object templates stored in that folder will appear in the Object Templates  pane. 
This pane is where you add and manage template items in an object template. 

Opening Object Templates Pane 

The Object Templates  pane contains object templates. Each object template includes one or 
more object template items. These items can be annotation or interaction objects. By default, 
ActivePresenter gives you a Default object template. You can add objects to this template or 
create other object templates to use.  

The Object Templates  pane automatically opens when you add objects to a template. When you 
want to open this pane, click the View  tab > Object Templates . 
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Adding Objects to Object Templates  

You can add any object to object templates, except cursor path, zoom-n-pan, and closed caption. 

To add an object to the object template, do the following:  

1. Right-click the object > Add to Template . Then, the object will appear as a template item 

in the current object template. 

 

2. Right-click the object template item > Rename   to rename it. 
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3. If you donôt want a template item anymore, click it and press DELETE or right-click it > 

Delete . 

Note : 

 When you add multiple objects to the object template at once, all the selected objects will 

be treated as a single template item. That said, this doesnôt group the selected objects or 

make them a single object. When you insert that template item into a slide, the objects are 

still separate ones. 

 An object template item can hold the event actions attached to it. However, if the action 

involves other objects and you donôt add those objects to the same template, the action 

will be removed. Otherwise, if you add all the objects to the same template, the actions 

will remain. For example, if you have the object A with the action Show object B when 

clicked. If you add these objects to the object template simultaneously, the action will 

remain. Otherwise, if you just add object A to the object template, the action will be 

removed. 

Using Object Template Items 

To insert an object template item into a slide, in the Object Templates  pane, do one of the 
following: 

 Double-click a template item. 

 Drag and drop a template item onto the Canvas. 

 Right-click a template item > Insert .  

By default, object template items added to slides will maintain their original theme thanks to the 
Keep Source Formatting checkbox at the bottom of the pane. If you want the template items to 
adapt to the theme of the destination slide, clear this checkbox. 

Saving and Sharing Object Templates 

You can save a project as an object template and reuse it for other projects. 

To save a project as an object template, click the ActivePresenter  button > Save or Save Asé. 
Next, select ActivePresenter Object Template (*.apobject) from the Save as type  drop-down list.  

 
Then, save file in C:\Users\<user_name>\Documents\ActivePresenter Templates (for Windows) 
or /Users/<user_name>/Documents/ActivePresenter Templates (for macOS). That way, the 
object template will appear in the Object Templates  pane.  
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Note : If you save the project in other folders on your computer, the object template will not appear 
in the Object Templates  pane. 

After that, you can rename or delete the object template file in the same way as you normally do. 
You can also share the template file with others.  

If you have any *.apobject file and want to import it into ActivePresenter as an object template, 
just copy the file and paste it into the ActivePresenter Templates folder. Then, in the Object 

Templa tes pane, click Reload   to refresh the Templates folder, making the new object 
template appear in the pane. 

Setting Default Objects 
You can format a certain object and set it as the default. After that, the same properties will be 
applied to all newly inserted objects of the same type in the same project. Do either of the 
following: 

ǒ Right-clicking the object > Set as Default .  

ǒ Go to the View tab > Object Settings . All changes made to objects in this Object Setting 
View will be the default settings of all newly inserted objects of that object type in the 
current project.  

You can also export and reuse the object settings across projects. Do the following: 

1. Save the current project as a slide template (*.apslide) or theme (*.aptheme). 

2. Navigate to the location where you want to save the file > Save.  

If you save files in C:\Users\<user_name>\Documents\ActivePresenter Templates (for Windows) 
or /Users/<user_name>/Documents/ActivePresenter Templates (for macOS), the template or 
theme will appear on the Start Page. Then, use this template or theme to start a new project .  
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Container 
In responsive projects, you can make objects respond to different viewports using the Transform 
properties (go to the Properties  pane > Size & Properties  > Transform ). However, this way may 
take a lot of effort to make even a simple responsive project as you have to do it manually. In 
ActivePresenter, there is another way to make it easier is by using a container (flex box or grid 
box). Objects inserted in a container can be laid out and aligned automatically to adapt to different 
viewport sizes. Thanks to that, you donôt need to change their size and position manually.  

Flex Box Overview 

Flex Box 

Flex box is a flex container that can hold objects. It is designed as a one-dimensional layout 
model, which means objects in a flex container can be laid out either horizontally or vertically, but 
not both. 

 

 

Flex box offers space distribution among objects. In detail, it allows aligning and distributing space 
within a container by expanding objects to fill the available space (growing) or shrinking them to 
prevent the overflow.  
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Differences between Flex Box and Grid Box 

 Flex box is one-dimensional, grid box is two-dimensional. 

 Flex box is content-based, and grid box is container-based. Objects in the flex box can 
have different sizes within a single row/column but their sizes are predefined in the grid 
box. Thatôs why flex box is more flexible than grid box and also more complicated. 

Using Flex Box/ Grid Box 

Inserting Flex Box/ Grid Box 

To insert a flex box or a grid box, access the Home tab or the Insert  tab > Container  > Flex 

Box  or Grid Box  .  

Alternatively, you can group objects (see Grouping Objects ), then navigate to the Properties  
pane > Size & Properties  > Container Layout  > Flex or Grid .  

Adding Child Container to Flex Box/ Grid Box 

To add more child containers to a flex box or a grid box, firstly, select it > click the plus button
> Child Container . Then, insert one of 14 Preset Layouts , or click Flex Box  or Grid Box  to 
insert it manually.  

 

Adding Objects to Flex Box/ Grid Box 

Do one of the following ways to add objects to a flex or grid box: 

 Select the box > click the plus button > Objects or Questions > choose any object or 
question type from the drop-down list that you want to add.  

 Drag any object on the Canvas and drop it into a flex box or a grid box. 

When an object is added to a flex box or grid box, its height will be automatically adjusted to be 
equal to the box height by default.  
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Using Flex Layout  

Flex layout is one type of container layout, which is available for a flex box, a slide, or a group of 
objects. Flex container layout properties can be set differently for different layouts of a responsive 
project. By default, these properties of each layout in a responsive project are the same and the 
smaller layout will inherit properties from its larger layout.  

However, after making changes to these properties of a small layout, if you are not satisfied with these 
changes, you can reset it by selecting the container and right-clicking > Reset Inheritance Layout .  

Look at the following image to see all properties of a flex container layout: 

 

 Directio n: Flex layout will keep objects displaying along a row (in the horizontal direction) 
or a column (in the vertical direction). Select the direction (either Horizontal  or Vertical ) 
that you want objects to be aligned.  

 Wrap : Select No Wrap  or Wrap  to specify whether objects should be forced into one line 
or wrapped onto multiple lines. 

Note that the wrapping behavior only happens when items in a flex box are too large to 
display all in one line. In this case, when you select Wrap , they will be wrapped onto 
another line.  

Letôs look at the below image: 

 



ActivePresenter User Manual   Version 9.4 
 

 
Container > Using Flex Box/ Grid Box 127 

In this example, a flex container holds four shapes (four squares). The width of each 
square is 100 px, which means the total width of four squares is 400 px. Meanwhile, the 
width of the flex container holding four squares is only 300 px. As you can see, the total 
width of four squares is larger than the flex container width. In this case, if you select 
Wrap , four squares will be wrapped onto two lines.  

 Vertical Align/Horizontal Align : Select one of the following commands for aligning items 
vertically/horizontally: 

Vertical Align  Horizontal Align  Function  

 Top  Left  
Align items to the top/left of the container if the direction 

is vertical/horizontal. 

 Middle   Center  
Align objects to the middle/center of the container if the 

direction is vertical/horizontal. 

 Bottom   Right  
Align objects to the bottom/right of the container if the 

direction is vertical/horizontal. 

 Space 

Between  

 Space 

Between  

Align the flex items evenly with equal space among 

rows/columns if the direction is vertical/horizontal. There is no 

space before the first flex item and after the last flex item.  

 Space 

Around  

 Space 

Around  

Align the flex items evenly with equal space among 

rows/columns.  

 

 Align Columns /Align Rows : When the Wrap  option is selected, the flex box allows 
breaking objects into multiple lines. Use the following properties to align those lines: 

Align Columns  Align Rows  Function  

 Left   Top 
Align item to the left/top of column/row if the direction is 
vertical/horizontal. 
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 Center   Middle  
Align objects to the center/middle of column/row if the 

direction is vertical/horizontal. 

 Right   Bottom  
Align objects to the right/bottom of column/row if the 

direction is vertical/horizontal. 

 Stretch   Stretch  
Stretch the flex items to fill the maximum size of 
column/row if the direction is vertical/horizontal. 

 Space 

Between  

 Space 

Between  

Align the flex items evenly with equal space among 

rows/columns if the direction is vertical/horizontal. There is no 

space before the first flex item and after the last flex item.  

 Space 

Around  
Space Around  

Align the flex items evenly with equal space among 

rows/columns.  

 Overflow : Determine how the content in a flex container is displayed if it overflows the 
container and whether a scroll bar should appear: 

o Visible : The overflow isn't clipped; it renders outside the container. This is the 
default. 

o Hidden : The overflow is clipped; any content that extends beyond the container 
will be hidden.  

o Auto : If the overflow is clipped, a scroll bar will appear and help you view the rest 
of the content. Note that the scroll bar is scrolled from left to right and from top to 
bottom in the flex box. Therefore, all items that overflow the left and/or top position 
of the flex box couldnôt be shown. 

Customizing Flex Child in Flex Container 

An object or a container added to a flex box is called a flex item or flex child. As its name implies, 
a flex child can adjust itself to fit the container. In detail, it can grow to fill unused space or shrink 
to avoid overflowing. Flex child properties are only available for flex container layout. Grid 
container layout doesnôt have those properties. 

Flex child properties can be set differently for different layouts of a responsive project. By default, 
these properties of each layout in a responsive project are the same and the smaller layout will 
inherit properties from its larger layout. However, after making changes to these properties of a 
small layout, if you are not satisfied with these changes, you can reset it by selecting the container 
and right-clicking > Reset Layout  Inheritance .  

To set the properties of a flex child, select it, then navigate to the Properties pane > Size & 
Properties > Flex Child , you can see its properties as below: 
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 Width : Define the base width of a flex child by percentage, pixel, or auto. Auto means that 
the base width is based on the object content. The content can be either text if the object 
is a shape or the total base width of children if the object is a nested flex box. 

 Height : Define the base height of a flex child by percentage, pixel, or auto. Auto means 
that the base height is based on the object content. The content can be either text if the 
object is a shape or the total base height of children if the object is a nested flex box. 

 Lock Aspect Ratio : Select Width  or Heigh t to maintain the aspect ratio of a flex child 
according to its width or height respectively. In case you select None, its aspect ratio isnôt 
locked, which means you can freely resize both the width and the height.  

 Grow : Define how the free space of the flex box is distributed to its children. Specify the 
value from 0 - 100. If the value is equal to 0, a flex child keeps its base size. If the value 
is greater than 0, depending on the Direction  set in its flex container, a flex child will be 
grown in width or height to occupy the free space in the flex container. The higher value 
the Grow  property has, the more space the object will occupy. Check out the below image: 
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In this example, the Grow value of all squares in the first image is equal to 1, therefore they 
have the same space. Meanwhile, in the second image, the Grow value of the orange square 
is equal to 2, hence, it has double space in comparison to the blue and green squares.  

 Shrink : When the total base size of objects is greater than the container size, objects 
should be shrunk to fit the container. Specify the value from 0 - 100. If the value is equal 
to 0, a flex child keeps its base size. If the value is greater than 0, depending on the 
Direction  set in its flex container, a flex child will be shrunk in width or height to fit the 
container. The higher value the Shrink  property has, the more the object will be shrunk. 

 Horizontal Align : This property only appears when the Direction  in a flex container is set 

to Vertical . Select one of four options (Left , Center , Right , Stretch ) to align 
a flex child horizontally.  

 Vertical Align : This property only appears when the Direction  in a flex container is set to 

Horizontal . Select one of four options (Top , Middle , Bottom , Stretch ) to 
align a flex child vertically.  

 Left Margin : Adjust the margin on the left side.  

 Right Margin : Adjust the margin on the right side. 

 Top Margin : Adjust the margin on the top. 

 Bottom Margin : Adjust the margin on the bottom.  

Some Tips for Using Flex Box 

 In some browsers, for example, Safari, the height using percentage is not working very 
well, therefore, try to use grow/shrink if you can. 

 As mentioned above, the flex box deals with the layout in one dimension at a time. 
Therefore, if you want to create a two-dimensional layout, you can nest a flex container 
inside another one (which is known as a nested flexbox).  

 The Auto  unit may cause the width or height of objects to be 0, which may be quite hard 
to edit. In this case, you can fix object size by pixel then change it to auto later.  

 If you want to separate the container into equal parts, change flex child width/height to 0% 
then adjust the Grow  property as you want.  

Using Grid Layout 

Grid layout is one type of container layout, which is available for a grid box, a slide, and a group. If the 
container layout is set to Grid , objects in that layout will be arranged in a grid pattern. The grid layout 
ignores the original size of all the objects in a box and assigns a fixed size to all of them. 
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The grid size is defined by the number of columns, horizontal spacing between columns, and 
vertical spacing between rows. Change the values for these parameters if needed. The number 
of rows will be automatically counted based on the number of child objects and columns. 

 

For further modification, click Advanced Settingsé. A dialog appears, allowing you to define the 
width ratio between columns or the height ratio between rows. If the value is 0, the minimum size 
of objects will be used. 

For example, the group below has two columns (width ratio 1:2) and two rows (height ratio 1:3). 
As you can see, the width of the blue rectangle is one-half of the orange one. Meanwhile, the 
height of the blue rectangle is one-third of the green one. 
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Annotation Objects  
Annotation objects are objects commonly used to add further notes, comments, explanations, or 
information. Annotation objects in ActivePresenter can be shapes, text captions, videos, audio, 
and more.  

Take a look at the following table to see all types of annotation objects:  

Object  Icon  Usage  

Shapes  
 

Insert a shape on/around a point of interest.  

Text Caption  
 

Insert text to explain content. 

Spotlight  
 

Overlay a display area with a dark screen, allowing only a 
certain area to be fully visible.  

Equation  
 

Insert common math equations or build up your own 
equations using a library of symbols and structures. 

Icons  
 

Insert an icon into a slide. 

Gesture Effects  
 

Insert a widget that shows how users interact with a target 
object on a touch screen. 

Footer  
 

Insert date, slide number, and text into the bottom of a slide. 

Chart  
 

Insert a chart type into a slide to illustrate your data.  

Table 
 

Insert a table into a slide.  

Image  
 

Insert an image into a slide. 

Audio  
 

Insert an audio track into a slide. 

Video  
 

Insert a video or a webcam recording into a slide. 

YouTube Video  
 

Embed a YouTube video within a slide. 

Web Object  
 

Embed a webpage within a slide.  
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3D Model  
 

Insert a 3D model into a slide.  

Cursor Path  
 

Handle mouse movements and clicks to simulate user actions. 

Zoom -n-Pan 
 

Zoom in a virtual camera on a specific part of the screen to 
show it in more detail. 

Closed Caption  
 

Insert a closed caption into a slide. Users can control whether 
to show or hide closed captions on the screen. 

Shapes  
In ActivePresenter, shapes are divided into five groups, including Basic Shapes , Callouts , Lines 
and Arrows , Block Arrows , and Stars .  

Inserting Shapes 

To insert a shape, click the Insert tab or the Home tab > Shapes > select one shape.  

 

As soon as you select a shape, the cursor turns into a crosshair . Click anywhere on the Canvas 
to insert that shape, or drag the mouse to draw that shape on the Canvas.  

The initial format of a shape is determined by the theme  you are using for your project. To change 
its default format, open the Format tab, the Home tab, or the Style & Effects  tab in the 
Properties pane. See Changing Style and Effects  for more details.  

Besides, you can customize shapes in your own way. For example, you can reposition, resize, 
edit, add text to shapes, or even switch from one shape to another. Do as follows:  
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 Reposition : Simply drag a shape to a new position on a slide. Or, select a shape and click 
the Properties  pane > Size & Properties  > Transform  > enter specific values in the Left 
and the Top  spin boxes.   

 Resize : Drag the resizing handles to resize a shape. Alternatively, select a shape and 
click the Properties  pane > Size & Properties  > Transform  > enter specific values in the 
Width and Height  spin box.   

If a shape contains a pointer, you can make it point anywhere by dragging the diamond 

symbol . Note that if you scale down a shape too much, some text within it may be 
clipped or hidden, so be careful when resizing the frame. 

 Edit : Right-click on a shape > Edit Points  . Then, you can edit it in the same way as 
you edit a freeform drawing .  

 Add text : Click inside a shape to add text. You can also right-click on a shape > Edit Text . 
Or, click on a shape and press F2 on your keyboard. After adding text to a shape, you can 
use commands in the Home tab or in the inline text editor to format text. 

 Switch to another shape : Select a shape, click the Format tab > Change Shape  > select 
a new shape type. Keep in mind that once you edit points of a shape, then it becomes a 
freeform. At that time, you cannot change to another shape in the Format  tab anymore.  

After customizing a shape, if you want to apply its current format to all new shapes in the same 
project, just select the shape and right-click on it > Set as Default Shape . That way, the format 
of the selected shape will be set as default. That means each time you insert a new shape in the 
current project, a new shape will inherit the format from the default shape.  

Drawing Freeform  

Instead of using ready-made shapes, you can draw your own ones using the following drawing 
tools: Line , Curve , Freeform: Sha pe, or Freeform: Scribble . 

Lines 

To draw a straight line, click the Insert tab or the Home tab > Shapes > Lines & Arrows  > Line  

. As soon as you select Line , the cursor changes into a crosshair . Click anywhere on the 
Canvas to set the start point. Then, move the mouse without releasing the mouse button to form 
a line. Finally, to set the end point for a line, simply release the mouse button. 

Note that ActivePresenter allows you to draw a 0, 30, 45, 60, 90, 120, 135, 150, or 180-degree 
line precisely. To do that, just hold down SHIFT when moving the mouse. Note that this action 
must be performed before releasing the mouse button. Otherwise, it will not work.  

 

Curves 

To draw a curve, click the Insert tab or the Home tab > Shapes > Lines & Arrows  > Curve . 

As soon as you select Curve , the cursor changes into a crosshair . Click anywhere on the 
Canvas to set the start point. Then, move the mouse to a different position to form a line.  
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To curve the line, just click the mouse button, then continue moving the mouse to form a curve. 
Note that each click adds a new turn to the curve.  

Finally, to set the end point for a curve, simply double-click or right-click on a desired position on 
the Canvas. 

 
Note that a curve can be open or closed. If you want to form a closed curve, move the mouse to 
the start point and click to set the end point.  

 

Freeform Shapes 

The Freeform: Shape tool has a dual capability as it allows drawing both straight and freeform lines. 

To use this tool, click the Insert tab or the Home tab > Shapes > Lines & Arrows  > Freeform: 

Shape  . As soon as you select it, the cursor changes into a crosshair . Click anywhere on 
the Canvas to set the start point.  

Next, release the mouse button, move the mouse, then click elsewhere on the Canvas if you wish 
to draw a straight segment. Otherwise, keep holding down the mouse button when moving the 
mouse, then click, you can draw a freeform segment. You can alternate between straight and 
freeform segments within a shape. 

 
Similar to a curve, a freeform shape can be open or closed. If you want a closed freeform shape, 
move the mouse to the start point, then click to set the end point. 
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Freeform Scribbles 

The Freeform: Scribble  tool is almost similar to the Freeform: Shape  tool. However, there is 
one distinct difference between them. That is, once you start drawing a scribble, you have to keep 
holding down the mouse button until you finish. The point where you release the mouse button 
will be the end point of your drawing.  

To use this tool, click the Insert tab or the Home tab > Shapes > Lines & Arrows  > Freeform: 

Scribble  . As soon as you select it, the cursor changes into a crosshair . Click anywhere on 
the Canvas to set the start point. Then, move the mouse without releasing the mouse button to 
draw the shape. The point where you release the mouse button will be the end point of your 
drawing. 

 

If you want an open scribble, just release the mouse button at any time. Otherwise, move the 
mouse to the start point and release it to get a closed scribble. 

 

Editing Freeform 

To edit a freeform drawing, right-click on it > Edit Points   to enter the edit mode. In the edit mode, 
the shape is outlined by a red dashed line containing multiple black squares. These black squares 
are anchor points , which indicate the start and the end of each line segment. When you select an 
anchor point, two blue handles appear with two control points  (white squares) at their ends. 

You can click and drag an anchor point to sharpen or smooth a corner or a curve. Alternatively, 
simply drag a control point. A red dashed line will appear immediately to indicate the change.  
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Adding and Removing Anchor Points 

Right-click on a freeform shape > Edit Points  to enter the edit mode: 

 Adding an anchor point : Click on anywhere in the red dashed line then drag it to the 
desired position. Or right-click a segment between two existing anchor points > Add  Point .  

 Removing an anchor point : Hold down CTRL and click an anchor point to remove it. 
Alternatively, right-click an anchor point > Delete Point . The selected anchor point will 
disappear, making the shape change accordingly. 

 

Opening and Closing Paths 

In the edit mode of an open shape, right-click on an anchor point > Close Path  to close the shape. 
A linear path is added from the end point to the start point. 

 
Otherwise, select Open Path  to open a closed shape right at the selected point. 
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Changing Point Types 

In the edit mode, right-click on an anchor point and select one of the following options: Corner 
Point , Straight Point , or Smooth Point . 

 

 Corner Point : The two blue handles with control points go in different directions. This is 
the default mode. 

 Straight Point : The two blue handles with control points go in the opposite direction (180 
degrees) from each other. 

 Smooth Point : The two blue handles with control points go in the opposite direction (180 
degrees) from each other. Also, two control points are positioned at the same distance 
away from the anchor point. 

Making Straight Segments 

If you want to straighten a curved segment between two anchor points, in the edit mode, right-
click on the segment > Straight Segment .  

Ending Edit Point 

Once you finish editing, click outside a shape to exit the edit mode. Or, right-click anywhere in the 
red dashed line and select Exit Edit Point . 

Text Caption 
Text caption is a rectangle shape that can contain multiple lines of text. You can use text captions 
to provide extra information or explain important concepts.   

To insert a text caption, click the Insert  tab > Text Caption  . To add text to text caption, click 
on the default text to open the inline text editor, then enter text.  

 
Text caption is a variant of shapes in which only text is seen while its Fill  and Line  properties are 
invisible by default. Therefore, all properties of shapes  are applied to text captions. You can also 
customize the text caption in the same way you customize shapes.  
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Spotlight 
Spotlight retains the original brightness of a particular area and darkens the rest of the screen. It 
helps to create an effect like you are watching a dark screen while a searchlight is sweeping 
through a particular area of the screen. Therefore, the spotlight comes in handy to draw the 
audience's attention to even a tiny part of the screen. 

To insert a spotlight, click the Insert tab > Spotlight . By default, only the oval shape maintains 
the original brightness while the rest of the slide is darkened.  

 

In ActivePresenter, the spotlight is also a shape, hence, all properties of shapes  are applied to 
the spotlight. You can customize the spotlight in the same way as you customize shapes. 
However, there are two exceptions: 

 In the Properties pane, the Fill  section in the Style & Effects  tab shows the fill properties 
of the outside area (outside the oval shape). 

 Spotlight object doesnôt have the rotation property. 

Equation 
Built-in equations in ActivePresenter allow you to insert them into a slide quickly. Besides, with a 
rich library of symbols and structures, you can create a new equation easily as well as edit built-
in equations in the way you want. Itôs also possible to copy equations from Microsoft Office and 
paste them into ActivePresenter.  

Inserting Built-In Equations 

To insert a built-in equation, in the Insert tab or the Home  tab, click the drop-down arrow of the 
Equation button, then select an equation you want from the list.  
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After that, the equation will be inserted into a slide. At the same time, the Equation  tab appears 
in the tabbed toolbar. This tab contains symbols and structures that you can use to customize 
your equation. 

Writing and Editing Equations 

Apart from the ability to insert built-in equations, ActivePresenter assists you in writing a brand 

new equation from scratch. To do that, in the Insert tab, click the Equation button . Then, a 
placeholder where you can build up a new equation is inserted into a slide. At the same time, the 
Equation  tab appears in the tabbed toolbar. 

 
Do one of the following:  
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 Click the Equation  button  at the top-left corner to insert a built-in equation and 
customize it as you want. 

 Insert math-related symbols from the Symbols group into the placeholder. To see more 
symbols, click the arrow at the bottom-right corner of the gallery. 

 

 Insert built-in structures from the Structures group into the placeholder. Then, replace 
small dotted-line boxes with symbols selected from the Symbols  group.   

 
 To edit an equation on a slide, just click the equation, open the Equation tab, then replace 

the current structures or symbols with new ones.  

Icons 
Using icons is a good way to add visuals to your presentation. Icons are illustrative vector files 
that can be resized without pixelation. Once youôve inserted an icon into a slide, you can move, 
resize, rotate, or style it the way you want. 

To insert an icon, click the Insert tab > Icons  > select an icon. 
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Note that some icons are actually groups of freeform shapes, so you can edit them in the same 
way as how you edit groups . An icon is also a variant of shapes. Hence, all properties of shapes 
are applied to icons. You can also customize icons in the same way you customize shapes.    

Gesture Effects 
Gesture effects are mostly used in the demonstration mode to simulate how users interact with a 
target object on a touch screen. A gesture effect looks like an animated GIF image. 

To insert a gesture effect, click the Insert tab > Gesture Effects   > select an effect from the list. 
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To change a gesture effect, click the Properties pane > Size & Properties  > Gesture Effects  > 
select a new gesture effect from the Type  drop-down list.  

Note that gesture effect objects donôt have the rotation property. 

Footer 
Footer allows you to add dates, slide numbers, and text to the bottom of a slide. To insert a footer, 

click the Insert tab > Footer . A Slide Footer  dialog appears as follows: 
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 Date: Add the date to the bottom-left corner of a slide.  

o Update Automatically : Automatically add the current date each time you open or print 
the project. 

o Fixed : Add a fixed date.  

 Slide Number : Add slide numbers to the bottom-right corner of a slide. 

 Footer : Add text to the bottom center of a slide. 

 Donôt show on title slide : Donôt show the footer on the title slide.  

 Click Apply to add a footer to the current slide. Click Apply to All  to add a footer to all 
slides in a project.  

Chart 
Using charts is a great way to illustrate your numerical or statistical data visually. That makes it 

easier to interpret data, hence retaining viewersô interests. You can represent your data through 

symbols such as columns, lines, bars, and more.  

Chart Overview 

ActivePresenter supports up to 10 major chart types with variations on each type for you to choose 

from.  

Column Charts 

Column charts can be used to illustrate data changes over time or comparisons among items or 

categories. A column chart presents data in rectangular vertical bars whose heights are 
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proportional to the values. In which, categories and values are correspondingly distributed on the 

horizontal axis and the vertical axis. 

There are two types of column charts: Column and Stacked Column .  

 

ǒ The Column chart type: Compares individual data values in the same category or 

across categories, and displays them vertically.  

ǒ The Stacked Column  chart type: Compares the total of data values across categories as 

well as shows the relative contribution of each data value to the total by displaying values 

in vertical stacks. 

Bubble Charts 

Bubble charts are used to visualize data in three dimensions simultaneously, and present data points 

with bubbles. The first two dimensions correspond to horizontal (X) and vertical (Y) axes that define 

the location of bubbles. Meanwhile, the third dimension is reflected in the bubbles' sizes. 

There is one type of bubble chart: Bubble . 
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Doughnut Charts 

Doughnut charts can help compare proportions between categorical data as well as express the 

ñpart-to-wholeò relationship. A doughnut chart displays data arranged in rings where each ring 

represents a dataset counting 100% in total. Each segmentôs size in a ring corresponds to the 

proportion of each category. Note that a doughnut chart can contain more than one dataset.  

There is one type of doughnut chart: Doughnut . 

 

Bar Charts 

Bar charts are ideal for showing trend data or comparisons among items or categories when there 

are a great number of categories. A bar chart plots data in rectangular horizontal bars whose 

lengths are proportional to the values. In which, categories are organized along the vertical axis 

and the values along the horizontal axis. 

There are two types of bar charts: Bar and Stacked Bar .  

 

ǒ The Bar chart type: Compares individual data values in the same category or across 

categories, and displays them horizontally. 
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ǒ The Stacked Bar chart type: Compares the total of data values across categories as well 

as shows the relative contribution of each data value to the total by displaying values in 

horizontal stacks. 

Line Charts 

Line charts are best to track data changes over periods. A line chart shows data points connected 

by straight lines or curve lines. In which, categories and values are distributed evenly along the 

horizontal and vertical axes respectively.  

There are six types of line charts: Line , Stacked Line , Line with Markers , Stacked Line with 

Markers , Stepped , and Stepped with Markers .  
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ǒ The Line chart type: Presents values over time across evenly spaced categories on 

straight lines or curve lines.   

ǒ The Stacked Line  chart type: Shows values that are cumulative at each category on 

straight lines or curves.  

ǒ The Line with Markers  chart type: Plots the Line chart type with markers. Markers are 

used to visually indicate individual data values.  
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ǒ The Stacked Line with Markers  chart type: Plots the Stacked Line chart type with 

markers. Markers are used to visually indicate individual data values. 

ǒ The Stepped chart type: Depicts data values on horizontal baselines connected with 

vertical lines to form a series of steps.  

ǒ The Stepped with Markers chart type: Plots the Stepped chart type with markers. 

Markers are used to visually indicate individual data values.   

Polar Area Charts 

Polar Area charts are often used when you want to plot cyclic data (eg. average monthly 

temperature). A polar area chart presents data in a circular graphic, but each segment has the 

same angle and the radius varies with value. In other words, this chart type represents data along 

angular and radial axes. 

There is one type of polar area chart: Polar Area . 

 

Pie Charts 

Pie charts are excellent at showing each data item's distribution relative to the total value 

(represented as a pie). A pie chart depicts data in a circular graph divided into slices. Each slice 

represents a numerical value and may be bigger or smaller depending on the value. Be aware 

that this chart type supports only one dataset. 

There is one type of pie chart: Pie. 
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Radar Charts 

Radar charts are often a good choice if you want to visualize multivariate data. A radar chart 

shows two-dimensional data in angular and radial axes. The number of angular axes is 

determined by the number of categories. They are spaced evenly around a central point. 

There are four types of radar charts: Radar , Radar with Markers , Filled Radar , and Filled Radar 

with Markers . 
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ǒ The Radar chart type: Presents the changes in values from the center point across 

multiple angular axes (categories). 

ǒ The Radar with Markers chart type: Plots the Radar chart type with markers. Markers 

are used to visually indicate individual data values.  

ǒ The Filled Radar chart type: Fills the area covered by data values with colors.  

ǒ The Filled Radar with Markers chart type: Plots the Filled Radar chart type with markers. 

Markers are used to visually indicate individual data values. 

Scatter Charts 

Scatter charts can be effective in showing the relationship between two numerical variables by 

markers. The position of each marker on the horizontal and vertical axis indicates values for an 

individual data point.  

There are five types of scatter charts: Scatter , Scatter with Smooth Lines , Scatter with Smooth 

Lines and Markers , Scatter with Straight Lines , and Scatter with Straight Lines and 

Markers . 
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ǒ The Scatter chart type: Depicts data points to compare pairs of values.  

ǒ The Scatter with Smooth Lines chart type: Connects data points by a smooth curve. 

ǒ The Scatter with Smooth Lines and Markers chart type: Connects data points by a 

smooth curve in which data points are visually shown as markers. 

ǒ The Scatter with Straight Lines chart type: Connects data points by straight lines.  
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ǒ The Scatter with Straight Lines and Markers chart type: Connects data points by 

straight lines in which data points are visually shown as markers. 

Combo Column - Line Charts 

A Combo Column-Line chart is a variation of combination charts. Itôs an ideal choice when you 

want to display and distinguish measures of different scales on a single graph. In this chart type, 

some data values can be presented as columns and some are shown as lines in the same chart.  

There are two types of combo column-line charts: Combo Column -Line  and Combo Stacked 

Column -Line . 

 

ǒ The Combo Column -Line chart type: Shows data values in a combination of columns  

and lines . 

ǒ The Combo Stacked Column -Line chart type: Shows data values in a combination of 

stacked columns  and lines . 

Inserting Charts 

To insert a chart on a slide, take the following: 

1. Click the Insert tab > Chart  . The Insert Chart  dialog appears, letting you choose 

one out of 10 major chart types from the left pane.  
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2. Select and preview any available variations of each type at the top of the dialog. 

3. Click OK to finish. 

Editing Chart Data 

After inserting a chart, a window pops up, allowing you to edit the chart data. If you do not see 

the Chart Data  window, make sure you click the chart to make the window show up. Otherwise, 

you can right-click the chart > Edit Chart Data  . Or go to the chart Properties  pane > Chart  

> Style  > click the Edit Chart Data  button.  

Working with data cells is quite similar to working with cells in Excel spreadsheets. Do as follows: 

ǒ Select an individual cell and change or add content to it. 

ǒ Select one or more labels of columns/rows to manipulate multiple cells at once. Then, you 

can right-click them and choose the following options: 
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o Insert : Insert a new column/row to the left/above the selected column/row. 

o Delete : Delete the selected column/row. Note that you can select multiple 

columns/rows and delete them at once.  

o Clear Contents : Clear all cell content in the selected column/row. Alternatively, you 

can press the DELETE key on your keyboard. 

All the changes you made will be reflected in the chart immediately. 

Modifying Charts 

There are several ways to modify and customize your charts. ActivePresenter lets you change 

chart size, adjust chart container layout, and show/hide chart elements. Do the following: 

ǒ Resize chart : Select a chart and drag its resizing handles to change its size. Or, in the 

Properties pane > Size & Properties  > Transform > enter specific values in the Width 

and Height spin boxes. 

ǒ Adjust chart container layout : An inserted chart on the Canvas has 3 parts: chart title  

(1), chart area  (2), and chart legends  (3).  
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By default, the chart container has a flex layout. You can find its properties by selecting 

the chart > Properties pane > Size & Properties > Container Layout . Chart parts in the 

flex container layout can be laid out and aligned automatically. You cannot manually adjust 

them. Instead, just select each chart part (flex child) and make changes in the Flex Child  

section. For more information, please refer to Using Flex Layout  and Customizing Flex 

Child in Flex Container .    

ǒ Show/hide chart elements : Select a chart > click on the plus button > choose to 

show/hide the chart Title , Legend s, Tick Labels , Axis Label s, Grid lines , as well as 

Point Label s and Angle Lines  (in the Polar Area  and Radar  chart types).  
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Customizing Chart Styles 

To change styles for a chart, you first select it > Properties pane > Chart > Style . You are free 

to customize styles of chart datasets, scale options, markers, lines, and so on. Chart style 

properties may vary from type to type.  
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Customizing the Column, Bubble, Bar, and Combo Column-Line Chart Styles 

The Column , Bubble , Bar , and Combo Column -Line  charts share the same style properties. 

You can adjust their chart datasets and scale options.  

a. Dataset  

The Dataset means data values presented in colored vertical/horizontal bars/bubbles. Click the 

drop-down Dataset list to switch to any dataset you want to style.  

 

ǒ Fill : Customize the background fill of the dataset. 

o No Fill : The dataset becomes transparent. 

o Solid Fil l: Fill a dataset with a single color. To do that, click the color picker > select 

a color > change the color Opacity by dragging the slider or entering a number in the 

Opacity spin box. 

ǒ Line : Customize the line border of the dataset. 

o No Line : There is no outline for the dataset at all.  

o Solid Line : Draw the datasetôs line border with a single color. To do that, click the 

color picker > select a color > change the color Opacity by dragging the slider or 

entering a number in the Opacity spin box. Moreover, you can set the line width the 

way you want.  
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ǒ Plot Dataset On : Choose between Primary Axis  and Secondary Axis  to plot a dataset 

on. In vertically oriented charts, the primary axis runs along the left side and the secondary 

axis runs along the right side of the chart. Meanwhile, horizontally oriented charts have the 

primary axis and secondary axis distributed at the bottom/top of the chart, respectively. You 

can use a secondary axis when data values vary greatly between one another without the 

need for additional charts. Note that you cannot plot all the datasets in the secondary axis.  

For example, in the chart below, Dataset 1 is plotted on the Secondary axis while Dataset 

2 and Dataset 3 are plotted on the Primary axis.   

 

b. Scale Option  

Click the drop-down Axis list to choose one of the chart axes to customize its properties. There 

are four types of axes: Primary Horizontal , Primary Vertical , Secondary Horizontal , and 

Secondary Vertical .  

Note that the properties for the Secondary Horizontal  and Secondary Vertical  options are only 

available when there is at least one dataset plotted on the Secondary axis.   
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ǒ Grid lines : You can set the following properties for gridlines: 

o No Line : Do not draw gridlines on the chart area. 

o Solid Line : Draw gridlines with a single color. To do that, click the color picker > select 

a color > change the color Opacity by dragging the slider or entering a number in the 

Opacity spin box. Moreover, you can set the gridlinesô width the way you want.  

o Dash Pat tern : You can change the pattern of gridlines. Select either of two types: 

Solid  and Dash .  

o Draw On Chart Area : Tick the checkbox to draw horizontal/vertical gridlines on the 

chart area. Drawing gridlines helps viewers understand what values are represented 

by unlabeled data points. 

 

o Draw Tick Mark : Tick the checkbox to draw lines which are the extension of the 

gridlines from the axis border to the tick labels. 
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o Draw Border : Tick the checkbox to draw a line border at the edge intersecting with 

the corresponding axis. 

 

ǒ Tick Labels : This section lets you customize the tick labels of the corresponding axis. 

o Text No Fill : The corresponding axis has no tick labels. 

o Text Solid Fill : Fill the tick labels of the corresponding axis with a single color. To do 

that, click the color picker > select a color > change the color Opacity by dragging the 

slider or entering a number in the Opacity spin box. 

o Font Name : Change the font of the tick labels.  

o Font Size : Change the font size of the tick labels. 
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o Bold : Tick the checkbox to make the tick labels bold. 

o Italic : Tick the checkbox to make the tick labels italic. 

ǒ Axis Label : In this section, you can customize the axis label of the corresponding axis. 

o Text No Fill : The corresponding axis has no axis label. 

o Text Solid Fill : Fill the axis label of the corresponding axis with a single color. To do 

that, click the color picker > select a color > change the color Opacity by dragging the 

slider or entering a number in the Opacity spin box. 

o Text : Change the text of the axis label.  

o Font Name : Change the font of the axis label.  

o Font Size : Change the font size of the axis label. 

o Bold : Tick the checkbox to make the axis label bold. 

o Italic : Tick the checkbox to make the axis label italic. 

Note : In the Combo Column -Line  chart, you can choose the Type for each dataset, either 

Column or Line , to customize. The Column type has properties similar to those of Column  charts, 

while the Line type is similar to Line  charts. 

Customizing the Doughnut, Pie, and Polar Area Chart Styles 

Data values in the Doughnut , Pie, and Polar Area  charts all are shown in circular graphics. With 

these chart types, you are enabled to edit styles for the chart datasets and categories. Besides, 

the Polar Area  charts have extra scaling options. 

a. Dataset  

In the Doughnut charts, a dataset is represented as a ring. You can add additional datasets to 

this chart type through the Chart Data  window. However, the Pie and Polar Area  charts just have 

only one dataset. The Dataset section allows you to set the line border of each dataset and the 

border of categories in that dataset.  

For the Doughnut charts, you can click the drop-down Dataset list to switch to any dataset you 

want to edit.   
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ǒ No Line : Do not draw line borders of datasets and categories. 

ǒ Solid Line : Draw line borders of datasets and categories with a single color. To do that, 

click the color picker > select a color > change the color Opacity by dragging the slider or 

entering a number in the Opacity spin box. Moreover, you can set the line bordersô width 

the way you want.  

b. Category  

The Category means data values depicted in colored segments. In this section, you can 

customize the background fill of each category. Click the drop-down Category list to choose one 

of the categories to restyle.  

ǒ No Fill : The category becomes transparent. 

ǒ Solid Fill : Fill a category with a single color. To do that, click the color picker > select a 

color > change the color Opacity by dragging the slider or entering a number in the 

Opacity spin box. 

c. Scale Option  

The Polar Area  charts have the same Dataset and Category sections above. It is also 

customizable with scaling options.     
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ǒ Grid lines : Gridlines in the Polar Area  charts are drawn in the polar coordinate system.  

o No Line : Do not draw gridlines on the chart area. 

o Solid Line : Draw gridlines with a single color. To do that, click the color picker > select 

a color > change the color Opacity by dragging the slider or entering a number in the 

Opacity spin box. Moreover, you can set the gridlinesô width the way you want.  

o Dash Pattern : You can change the pattern of gridlines. Select either of two types: 

Solid  and Dash . 

ǒ Angle Lines : Angle lines are line borders of angles, which extend from the center point to 

the maximum magnitude of the gridlines.   

o No Line : Do not draw angle lines on the chart area. 

o Solid Line : Draw angle lines with a single color. To do that, click the color picker > select 

a color > change the color Opacity by dragging the slider or entering a number in the 

Opacity spin box. Moreover, you can set the angle lines width the way you want.  

o Dash Pattern : You can change the pattern of angle lines. Select either of two types: 

Solid  and Dash . 

ǒ Tick Labels : This section lets you customize the tick labels of the chart. 

o Text No Fill : The chart has no tick labels. 

o Text Solid Fill : Fill the tick labels with a single color. To do that, click the color picker 

> select a color > change the color Opacity by dragging the slider or entering a number 

in the Opacity spin box. 

o Font Name : Change the font of the tick labels.  

o Font Size: Change the font size of the tick labels. 

o Bold : Tick the checkbox to make the tick labels bold. 

o Italic : Tick the checkbox to make the tick labels italic. 

ǒ Point Label s: In this section, you can customize the point labels of the chart. 

o Text No Fill : The chart has no point labels. 

o Text Solid Fill : Fill the point labels with a single color. To do that, click the color picker 

> select a color > change the color Opacity by dragging the slider or entering a number 

in the Opacity spin box. 

o Font Name : Change the font of the point labels.  

o Font Size : Change the font size of the point labels. 

o Bold : Tick the checkbox to make the point labels bold. 

o Italic : Tick the checkbox to make the point labels italic. 
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Customizing the Line, Scatter, and Radar Chart Styles 

The Line, Scatter , and Radar charts can show data values with or without markers. Apart from 

the customization of the background fill of markers, you can also edit styles for interpolation lines.  

a. Dataset  

Click the drop-down Dataset list to switch to any dataset you want to make changes to.   

 

ǒ Fill : Customize the background fill of markers of the dataset for charts plotted with 

markers. For the Filled Radar /Filled Radar with Markers , and Line with Area Fill  chart 

types, this option applies to the area covered by data values and markers.  

o No Fill : The area covered by data values and/or markers becomes transparent. 

o Solid Fill : Fill the area covered by data values and/or markers with a single color. To 

do that, click the color picker > select a color > change the color Opacity by dragging 

the slider or entering a number in the Opacity spin box. 

ǒ Line : Customize the interpolation lines/line borders of the dataset. 

o No Line : Do not draw the dataset's interpolation lines/line borders. 
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o Solid Line : Draw the datasetôs interpolation lines/line borders with a single color. To 

do that, click the color picker > select a color > change the color Opacity by dragging 

the slider or entering a number in the Opacity spin box. Moreover, you can set the line 

width the way you want. 

o Cap Type : You can let the ends of the datasetôs interpolation lines/line borders have 

either a square or round cap type.  

Á Square : A square end cap is added to each end of the line. 

Á Round :  A rounded end cap is added to each end of the line.   

o Join Type : You can change the type of the join where two lines intersect with each other.  

Á Round : The corners where two lines connect are rounded. 

Á Bevel : The corners where two lines connect are cut off at a 45-degree angle. 

Á Miter : The corners where two lines connect are squared off. 

o Dash Pattern : You can change the pattern of the datasetôs interpolation lines/line 

borders. Select either of four types: Solid , Dot , Dot Dash , and Dash .  

o Area Fill: You can fill the area between the datasetôs interpolation lines and the origin, 

start, or end boundary with a solid color. This option is available for the Line charts only.  
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Á None : The dataset area has no background fill. 

Á Origin : Fill the area from the datasetôs lines to the gridline at the origin.  

Á Start: Fill the area from the datasetôs lines to the gridline at the min value.  

Á End: Fill the area from the datasetôs lines to the gridline at the max value.  

ǒ Plot Dataset On : Choose between Primary Axis  and Secondary Axis  to plot a dataset 

on. This option is available for the Line  and Scatter  charts. Please refer to the Dataset 

section  of the Column charts for more information.  

b. Line Mode  

You can plot the Line/Stacked Line with or without Markers charts or the Scatter charts with 

straight lines or smooth lines.  

 

ǒ Linear : Data points are joined by straight lines. 

ǒ Curve : Data points are joined by curve lines resulting in smooth transitions between points.  

c. Stepped  

This option is only added to the Stepped/Stepped with Markers  charts. It lets you adjust the 

step in the interpolation line between two data points of the dataset. 
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ǒ Before : The step is formed at the value of the second data point. It is enabled by default.  

ǒ Middle : The step is formed at the value in the middle of two data points. 

ǒ After : The step is formed at the value of the first data point.  

d. Marker  

This section allows you to adjust the type and size of markers. 

 

ǒ None : Plot the chart without markers. 

ǒ Built -in : Plot the chart with built-in markers. 

o Type: Change the markersô type. Choose either of five types: Circle , Triangle , Rect , 

RectRounded , and RectRot .  
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o Size: Change the size of markers (in pixel). Click the up/down arrows to 

increase/decrease the value respectively. Alternatively, directly enter a value into the 

spin box. 

e. Scale Option  

The scaling properties of the Line and Scatter charts are similar to those of the Column charts . 

Meanwhile, for the Radar charts, you can reference the Scale Option  section of the Polar Area  

charts for more information. The only difference is the gridlines in the Radar charts can be drawn 

as either circles or a spider web. Check the Circular checkbox to draw the gridlines as circles. 

Otherwise, they can be like a spider web.  

 

Changing Chart Type  

To replace the existing chart type with another one, you select that chart first, and click the Insert 

tab > Chart . Or, right-click the existing chart > Change Chart Type . Notice that ActivePresenter 

builds a preview for each type using the data you have specified in the existing chart. When it 

comes to changing chart types, there are some differences in the data, datasetsô styles, and chart 

elementsô styles among chart types.   

ǒ Regarding data and datasetsô styles changing, charts are divided into 2 groups. The first 

group includes the Column , Bubble , Bar , Line , Radar , Scatter , and Combo Column -

Line  charts. The second group contains the Doughnut , Polar Area , and Pie charts. When 

you change a chart type to others of the same group, it will keep the data and dataset 

styles unchanged. Otherwise, they will be reset. 

However, in the first group, the Column , Bar , Line , Radar , and Combo Column -Line  

chart types plot only one dimension of the datasets. Meanwhile, the Bubble and Scatter 

chart types plot more than one dimension. Therefore, there is one thing to be considered 

in data change.  

For instance, if you switch between a Column chart type and a Scatter chart type, the 

data values in the Column chart type will be converted to the (Y) values of the 
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corresponding datasets in the Scatter chart type, and vice versa. The (X) values (Scatter 

and Bubble  charts) and the (Size) values (Bubble  charts) will be the defaults.     

 

ǒ About the chart elementsô styles such as Tick Labels  or Grid lines  when changing chart 

type, you should take notice of charts plotted with different elements (eg. the Radar and 

Column chart types) or with the same elements (eg. the Radar and Polar Area  chart 

types).  

For example, if you switch from a Radar chart type to a Column chart type, the styles of 

the Tick Labels / Point Label / Grid lines  in the Radar chart will correspondingly convert 

to those of the Primary Vertical Tick Labels/ Primary Horizontal Tick Labels/ 

Horizontal and Vertical Grid lines in the Column chart.  
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On the contrary, if you change from a Column chart type to a Radar chart type, the styles 

of the Tick Labels and Point Label  work the same way as above; however, the styles of 

the Grid lines  in the Radar chart will be inherited only from the styles of the Primary  

Horizontal Grid lines  in the Column chart. 

 

Because the Radar and Polar Area  chart types are plotted with the same elements, 

switching between these two chart types will maintain the elements' styles. 

 

Annotating and Labeling Charts 

Charts in ActivePresenter can be annotated and labeled in HTML5 output . Viewers can hover 
the mouse over each dataset to see the data values.  






































































































































































































































































































































































































































































































































































































































