
Share a presentation 

Now that you have created your Google presentation, you can share it with your friends, family, or 

coworkers. You can do this from your Documents List in Google Drive or directly from the document. 

● From the Documents List, select the presentation you want to share (you can also select 

multiple documents), and click the More drop-down menu. Then click Share... 

● From your document, click the Share button in the top right of the window. 

Next, follow these steps: 

1. Under Add people, type the email addresses of people you want to share your presentation 

with. You can add a single person or a mailing list. 

2. To the right of the list of names, select Can view, Can edit, or Can comment from the 

drop-down menu. 

3. If you would like to add a message to your invitation, click Add message and enter some 

text. 

4. Click Share & Save. 

Up to 50 people can edit a presentation simultaneously! However, you can share a presentation with up 

to 200 individuals. If you need to share with more than 200 people, consider using a Google Group or 

making the file publically visible. 

To learn more about how to share a file, check out the Support Center. 

Comments in Google Slides 

Comments are a useful tool to gather feedback about or to collaborate on a Google Slides presentation. 

You can leave comments for others to review, tag them using their email address, or respond to 

comments directly in the presentation or via email. 

Comments can be attached to a section of text or an image embedded in your Google presentation. 

1. Highlight the item you would like to comment on. You can comment at the object or slide 

level: 

○ To comment on a shape, text box or other object highlight the shape 

○ To comment on a slide, select it in the list of slides on the left 

2. Go to the Insert menu, and select Comment. You can also use the shortcut Ctrl+Alt+M 

(PC) or Cmd+Alt+M (Mac) to insert a comment. 

3. Click Comment to add it to the presentation for your collaborators to see. 

Zoom in and out of slides 

https://drive.google.com/
https://support.google.com/docs/bin/answer.py?answer=66343
https://support.google.com/drive/answer/2494822?hl=en


Within Slides, you can go to the View menu and select a zoom level, such as 50%, 100% or 200%. 

Alternatively, you can use the magnifying glass icon in the toolbar to zoom in. 

 

To zoom back out to a slide size that fits your screen, you can select the Zoom to fit icon to the left of the 

magnifying glass. 

 


