
 

CONTENTS 
BSBITU312 Create electronic presentations ........................................................................ 1 
Assessment for this Unit ....................................................................................................... 3 
How to use this workbook ..................................................................................................... 4 
How to download exercise files ............................................................................................ 6 

SECTION 1: ORGANISATIONAL PROCEDURES ................................................................. 8 
Work Health and Safety Act 2011 ......................................................................................... 9 
Ergonomics ......................................................................................................................... 10 
Occupational overuse syndrome ........................................................................................ 12 
Computer vision syndrome ................................................................................................. 13 
Physical exercises to avoid strain ....................................................................................... 13 
Organisational policies for WHS ......................................................................................... 15 
File naming procedures ...................................................................................................... 16 
Completing a task on time .................................................................................................. 17 
Presentation requirements .................................................................................................. 18 
Planning a presentation ...................................................................................................... 20 
Style guide .......................................................................................................................... 23 
Design concepts ................................................................................................................. 24 
Copyright ............................................................................................................................ 26 

SECTION 2: CREATE AND EDIT PRESENTATIONS .......................................................... 28 
Presentation applications .................................................................................................... 29 
Starting PowerPoint ............................................................................................................ 31 
Startup screen .................................................................................................................... 31 
PowerPoint screen .............................................................................................................. 32 
Exiting PowerPoint .............................................................................................................. 34 
Opening a presentation ...................................................................................................... 35 
Viewing a presentation ....................................................................................................... 37 
Printing a presentation ........................................................................................................ 40 
Creating a new presentation ............................................................................................... 41 
Entering text into a presentation ......................................................................................... 41 
Saving a presentation ......................................................................................................... 41 
Inserting new slides – slide layouts .................................................................................... 42 
Pictures ............................................................................................................................... 44 
Formatting text .................................................................................................................... 46 
Paragraph formatting .......................................................................................................... 48 
Change bullet style ............................................................................................................. 50 
Format Painter .................................................................................................................... 50 
Spelling ............................................................................................................................... 51 
Slide Sorter ......................................................................................................................... 52 
Footers ................................................................................................................................ 53 
Applying themes ................................................................................................................. 54 
Slide transitions .................................................................................................................. 55 
Animation schemes ............................................................................................................ 56 
Duplicating slides ................................................................................................................ 57 
Presenting techniques ........................................................................................................ 58 

SECTION 3: ADD DECORATIVE ELEMENTS ...................................................................... 62 
Tables ................................................................................................................................. 63 
Charts ................................................................................................................................. 65 
Drawing ............................................................................................................................... 71 
SmartArt graphics ............................................................................................................... 77 
Custom animation ............................................................................................................... 81 

  



 

SECTION 4: PRESENTATION SUPPORT TOOLS .............................................................. 84 
Slide Master ....................................................................................................................... 85 
Handouts ............................................................................................................................ 87 
Notes .................................................................................................................................. 88 
Packaging for CD ............................................................................................................... 90 
Saving presentations as a PDF .......................................................................................... 91 
Creating a video ................................................................................................................. 91 
Help .................................................................................................................................... 93 
Kiosk presentation .............................................................................................................. 94 
Handout Master................................................................................................................ 100 
Templates and slide masters ........................................................................................... 102 
Advanced animation ......................................................................................................... 106 
Slide show timings ........................................................................................................... 112 
Custom Slide Shows ........................................................................................................ 115 
Practice assessment 1 ..................................................................................................... 117 
Practice assessment 2 ..................................................................................................... 119 

ASSESSMENT .................................................................................................................... 121 
Assessment material and equipment ............................................................................... 121 
Assessment tasks ............................................................................................................ 122 
Evidence guide................................................................................................................. 126 

INDEX .................................................................................................................................. 129 
 


