
How to track changes  
in PowerPoint

Did you know that you can add comments 
and compare slides in PowerPoint? 

Few people are aware of this feature but it’s 
a great tool for collaborating with colleagues 
to review and approve your presentations.

In this guide, we will take you through the 
steps to insert comments as well as showing 
you how to compare two versions of a 
presentation and accept or reject any changes. 

The process is the same whether you are 
using PowerPoint 2007, 2010 or 2013.



How to insert and 
view comments

Step 1 – adding comments in PowerPoint 

Step 2 - viewing comments from colleagues

The commenting feature in PowerPoint can be 
accessed by clicking on the “Review” tab. 

It works in a similar way to the “Sticky notes” 
tool in Acrobat giving you the ability to annotate 

comments and changes. 

Move your cursor to where 
you want to add a comment 
on the slide and select 
“New comment” from the 
review ribbon.

This will add a comments box with the current date 
and your name. Once you’ve added your comment, 
clicking away from the box will close it for editing. 

If you want to make 
changes to your comment, 
either double click on the 
comment or select 
“Edit Comment” from 
the review ribbon. 

If you invite colleagues to review and 
approve your presentation then you are 
able to collaborate and see all comments 
within one fi le. 

In the example shown, you can see 
comments from two colleagues on the 
same slide.



Step 2 - viewing comments from colleagues

Selecting “Next” or 
“Previous” from the 
review ribbon will allow 
you to toggle through 
each of the comments.

Step 1 – merging two 
PowerPoint presentations
Open the original version of your 
presentation then select the “Review” 
tab and click on “Compare”.

Selecting “Show 
Markup” from the review 
ribbon will display or hide 
all of the comments in 
your presentation. 

The delete option gives you the fl exibility 
to either delete an individual comment, all 
comments on a slide or all of the comments in 
your presentation.

How to compare two 
presentations in PowerPoint 

An alternative option to the commenting 
tools is to use the compare feature. 

This is excellent for reviewing and approving 
presentations, allowing you to see the 
differences between the original version of a 

presentation and one that has been modifi ed 
by a colleague. 

You can then either accept or reject changes 
on each slide.

Comparing presentations

Step 2 – browsing for the amended presentation
Browse and select the amended version of the presentation 
and click Merge.



Comparing presentations

Step 3 – reviewing changes 
in PowerPoint

This will open the Reviewing 
pane at the right side of the 
presentation window. 

Any changes that have been made to 
the original slides will be listed under 
“Slide changes”. You are able to 
select individual or all changes made 
to a slide to view the modifi cations.

Alternatively, select the slides tab 
within the reviewing pane to switch 
between the original and modifi ed 
version of the slide.

In the same way as the “Slide 
changes” you can view individual or 
all changes made to the presentation 
such as a new slide being inserted, 
which will be displayed in the 
“Presentation changes” pane.



Accepting or rejecting changes

Step 4 – accepting or rejecting 
changes in PowerPoint

Once you’ve reviewed the amendments that 
have been made you can either accept or 
reject the changes from the review ribbon. 
There are options available to accept or 
reject individual changes, accept or reject 
all changes made to the current slide or all 
changes made to the presentation.

When you’ve completed your review, close 
and save your presentation.

How to streamline 
the approval process

If you produce lots of presentations then you 
may be interested in our approval software, 
DotApprove. It will enable you to project 
manage all your PowerPoint presentations and 
set up approval workfl ows so that the content 
can be checked and approved. It automatically 
captures an audit trail of all versions, 
comments, changes and approval signatures 
helping you save signifi cant time while 
reducing your risk of breaching  regulations. 

DotApprove can also be used to review and 
approve any form of marketing collateral, 
social media and documentation giving you 
one central system to project manage all of 
your collateral.

If you want to fi nd out more then please 
visit our website www.dotapprove.co.uk or 
contact solutions@perivan.co.uk

T: +44 (0)20 7562 2210

www.dotapprove.co.uk/?s=trackchanges

