What is this document?
This document is a tutorial consisting of three parts. In the ﬁrst part, I will show
you how to share your PowerPoint slides with a larger audience by using
Google Slides. In the next two parts, you will also learn how to create a more
user-friendly link to your slides and how to share those links using Twitter, so
audience members can easily ﬁnd your slides now and a er your talk (and you
don’t have to repeat yourself).
Let’s get going!

How to use Google’s products to share your slides with a broader
audience (9 steps)
Step 1: Navigate to http://drive.google.com/
Note that in the following, I assume that you are
already logged in to your Google account. If you are
not, you have to sign in. I have not included
instructions on how to do so here so feel free to reach
out to me in case you need assistance.

Step 2: Press the big “New” button on your
le .
In the menu that appears, choose “File
upload” (if you have a Powerpoint
presentation ready) or “Google Slides” (if you
don’t have a presentation ready).

In this example, I will assume you have a Powerpoint
presentation ready, but you can always create your
slides easily on the Google Drive directly.

Step 3: Navigate to the folder on your hard
drive that contains your Powerpoint
presentation. Then press “Open.”

Step 4: The Powerpoint presentation will
upload to your “cloud account,” your Google
Drive. Wait for the upload to complete, at
which point you’ll see this little box in your
lower right corner of your browser window.
You can think of Google Drive as another hard drive or
a USB stick in “the cloud.”

Step 5: Press the ﬁle name of your
presentation. The screen on your right
should now show up.
Go ahead and press “Open with Google
Slides”:

Step 6: This is the window that you should
now see in your browser. Your presentation
now lives in the cloud, and these are the
slides you will share with your audience.
Beware: The formatting of your presentation may have
changed, so make sure everything looks OK!

Step 7: We are now going to share the slides
with your audience. Find the “Share” button
in the upper-right hand corner of your
browser window. Press it!

Step 8: The window on your right will now
show up. Since we want to share the slides
with a general audience and not with any
speciﬁc folks, ﬁnd the “Get shareable link”
button and click it:

Step 9: You’re done! Google has now created a
publicly available link to your slides, and
should automatically have copied your link to
your clipboard.
Your link will look something like this:
https://docs.google.com/presentation/d/10_Z
WxXiYuAqbfAMo7qD9zHl0p9bFowszzi78Ou
KLHLU/edit?usp=sharing
You can share this link with anyone who you’d like to
have access to your slides. Or if you’d like to create a
better-looking and more memorable link, follow the
next list of steps (“How to create a bit.ly link”)

How to create a more user-friendly link to your shared slides (5
steps)
In the last step we created a shared version of your slides for your audience member to access.
But the link is long and has many complicated letters in it. Wouldn’t it be nice if there we could
create “shortcuts” for links such as these ones? Well, there are many possibilities to use what is
called “URL shorteners.” In this tutorial, I will use Bitly, a completely free-of-charge service that
I have always found very easy to use.
Step 1: Navigate to http://bit.ly.
You can also go to bitly.com, they’re both pointing to
the same website.

(Optional step.) If you don’t have an account,
press “Sign up” and create a new account for
yourself.
Note that you can sign up using any of the social media
accounts (Google, Facebook, or Twitter) or using your
email address.

Step 2: Sign in by clicking “Sign in” at the top
of the start screen at http://bit.ly. You should
see this collection of login options.
If you chose to create your account using one
of the social media buttons, use the same one
here. If you created your account using your
email address, use that to log in.

Step 3: Once logged in, you have access to
this “dashboard” of your links.
Find the “Create” button in the upper-right
corner to start creating the “shortcut link” to
your slides.

Step 4: You will see this ﬁeld emerging from
the right-hand side of the screen.
Paste the link to your slides into the “Paste
Long URL” ﬁeld, and then press “Create.”
Note that if you paste the link and wait long enough,
you will not have to press the “Create” button but the
system will do it for you.
Another note on “lingo”: A “URL” is another word for a
link to a page or a website.

Step 5: You now have a shorter link that looks
something like http://bit.ly/2NKZldd (as in
this example). This link will work in your
browser as a “shortcut” to the longer link that
you pasted in Step 4. I.e. it will just “relay”
your visitors straight to the longer link that
you pasted.

(Optional step 6): If you want to make it even
easier for your audience members to access
your slides, you can change the link from a
random combination of letters and numbers
(2NKZldd in the example) to something you
choose yourself.
Just press the “Customize” ﬁeld and type in
whatever you want it to be:

Then press “Save.”
Note that your desired link must be a unique
name (i.e. never used by anyone else in the
system). If it has already been used you will
see this error message:

Try another link, and once you ﬁnd one that
has not been used before, it will be saved and
your audience members can easily type this
address into their browsers on their laptops
or on their cell phones and access your
slides:

Sharing your links on Twitter (4 steps)
Step 1: Navigate to http://www.twitter.com.

(Optional step.) If you don’t have an account,
follow the “Sign Up” link and create an
account.
You can choose to sign up using your phone
number or your email address (click the link
below the ﬁeld for the phone number).

It’s as simple as that!
Step 2: Sign in by clicking “Log in” on the
start screen at http://www.twitter.com.
Note: The system may ask you to verify your account
using your phone. You will receive an SMS that contains
a code that can only be used once. It is for protecting
access to your account and nothing to be afraid of.

Step 3: Once logged in, here’s what you’ll see:
Find the “Tweet” button and press it:

Step 4: Write your tweet, and add the link
from bit.ly that we created in the step before
this one.
Note that we’re using two “hashtags” in this
tweet. Don’t forget to add those anywhere in
your text. They can be standalone (as
#astr2018 in the example above) or as part of
your text (as #astr18 above). Hashtags are
wayﬁnders for Twitter users, easy ways to
ﬁnd tweets about one topic. #astr18 and
#astr2018 help your audience ﬁnd your tweet,
no matter which “hashtag they search for!)
That’s it! You have now shared your slides
using a Google product, created a more
user-friendly link, and shared it on Twitter!
Way to go!

