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Power Point 2019 (Part 25): Evaluating Y our
Presentation

Before delivering your presentation to an audience, you can ask others to review and provide feedback on your
slides.

Before delivering your presentation to an audience, you can ask othersto review and provide feedback on your
dlides. Y ou can even work with a collaborator to create the presentation together. If you're revising a printed
version, you can add comments to the margins or compare a rough draft and the final version side-by-side. Y ou
can do all of thisin PowerPoint using the Comments and Compar e features .

Comments on the presentation

When editing or collaborating on a presentation, you might want to add notes or suggestions without actually
changing the slides. Leaving comments allows you to note something without altering the slides. Comments can
then be added and read by the original author or any other reviewer.

How to add a comment

1. Select the text or object (or click the dlide area) where you want the annotation to appear.
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2. Go to the Review tab , then click the New Comment command.
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3. The Comments panel will appear. In this example, this panel contains an existing comment from another
reviewer (Javier), plus a space for your comment.

4. Type your comment into the box, then press Enter or click anywhere outside the box to save the comment.
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5. Comments will be indicated by a small icon on the slide.
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View comments

Y ou can view or reply to any comments—including those from other reviewers—by returning to the Comments
section. Simply click the comment icon on the slide or click the Show Comments command on the Review tab.

©- 0 B - Internet Safety - PowerPoint 3] - |

Home Insert Design Transitions Animations Slide Show RBevic View Q Tell m Julia Fillory ;_;_ Shg

;D % Translate ~ 'E'Vj ﬁ] I)Vj E |j| Compare Ple',mu ,,
Show

£
@A Language ~ . Accept 'ﬁ MNext ‘)
Thesaurus | Smart MNew  Delete Previous Mext . o End Start
Lookup Comment - Comments = [ Reject [T Reviewing Pane Review | Inking
1ofing Insights Language Comments Compare Ink
Comments ]

Julia Fillory February 25, 2016
@ No robots on this slide?!

L

Guard your personal information. Reply..

Julia Fillory February 25, 2016

Never respond to an email asking for Sry passwords or ScCount nUmbers, even if | changed this SmartArt to the

‘they seem 10 come from a8 trusted source. solid 2D version, hope that's
oK.

Before revealing personal details like your full name or home sddress, ask yourself i

f i's really necessary to share thet informstion. - Javier...  February 25, 2016

| love it! | think it matches
"™ the rest of the

Use privacy filters end settings on social netwerking sites to limit the amount of presentation much better.

information you shere with strangers.

Reply...
- Julia Fillory February 25, 2016
+ Original slide was too long -
¥ divided

How to edit a comment

1. In the Comments section , select the comment you want to edit.
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2. Enter your desired changes, then press Enter or click anywhere outside the comment box. Y our changes will
be applied.
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How toreply to a comment

1. In the Comments section , click Reply below the comment you want to reply to.
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2. Type your answer, then press Enter or click anywhere outside the box. Y our comment will appear below the
original comment, and an additional icon will be added to the slide.
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Delete comment

To delete acomment, select the comment you want to delete, then go to the Review tab and click the Delete
command.
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To delete multiple comments, click the drop-down arrow below the Delete command. Y ou can delete comments
from your current slide or from the entire presentation.
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Comparethe presentations.

There are situations where you might end up with more than one version of the same presentation. For example,
you might create multiple drafts, or a collaborator or colleague might save their own unique copy.

Y ou can easily compare and combine multiple versions using PowerPoint's Compar e feature . This allows you

to see the differences between two versions of the same presentation, so you can decide which changes to
include in the final version.

How to compar e two presentations

This example will compare two versions of the Internet Safety for Everyone presentation.

1. Open aversion of the presentation you want to compare. For example, it would start with
power point_reviewing_practice.

2. From the Review tab , select the Compare command.
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3. A dialog box will appear. Select the second version of the presentation you want to compare, then click

Merge. For example, we would select inter net safety - tim's edits .
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4. The Revisions panel will appear, alowing you to compare the two presentations.
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Y ou finished reading the article "Power Point 2019 (Part 25): Evaluating Your Presentation™ edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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