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[bookmark: _Toc415143422][bookmark: _Toc529802930]Unit of Competency
[bookmark: _Toc529802931]Application

This unit describes the skills and knowledge required to design and produce electronic slide presentations using various applications and platforms.
It applies to individuals employed in a range of work environments who design electronic presentations. They may work as individuals providing administrative support within an enterprise, or may be responsible for production of their own electronic presentations.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc329018037]Unit Mapping Information

BSBITU302 Create electronic presentations – Equivalent unit
Unit Sector
Information and Communications Technology – IT Use



[bookmark: _Toc529802932][bookmark: _Toc329018038]Performance Criteria
	Element
Elements describe the essential outcomes.
	Performance Criteria
Performance criteria describe the performance needed to demonstrate achievement of the element.


	1. Prepare to create presentation
	1.1 Organise personal work environment (including furniture and equipment) in accordance with ergonomic requirements
1.2 Identify purpose, audience and mode of presentation in consultation with content author or presenter
1.3 Identify organisational and task requirements relating to supporting documents and equipment
1.4 Select most appropriate application or platform to produce presentation, in accordance with available resources and organisational policies


	2. Create presentation
	2.1 Plan and prepare slides, notes and handouts according to organisational and task requirements and image and style requirements
2.2 Use application functions for consistency of design and layout, to meet identified presentation requirements
2.3 Balance presentation features for visual impact and emphasis
2.4 Use advanced application features to streamline and customise presentation for different audiences
2.5 Prepare presentation within designated timeline
2.6 Use relevant help functions to overcome issues relating to presentation creation, if necessary


	3. Finalise presentation
	3.1 Check presentation for spelling and consistency in presentation features and style, in accordance with task requirements
3.2 Prepare presentation materials for delivery in accordance with presenter or audience requirements
3.3 Name and store presentation appropriately, in accordance with organisational requirements and exit application without information loss





[bookmark: _Toc415143424][bookmark: _Toc329018039][bookmark: _Toc529802933]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.

[bookmark: _Toc329018040]Reading
· Evaluates and integrates information and ideas to construct meaning in an effort to design and create a presentation.
Writing
· Communicates relationships between ideas and information in a style appropriate to audience and purpose in accordance with organisational and task requirements.
Oral communication
· Listens to discussions and participates in exchange of information to choose appropriate actions to create presentation.
Navigate the world of work
· Recognises and follows explicit and implicit protocols and meets expectations associated with own role.
Interact with others
· Collaborates with others to achieve joint outcomes.
Get the work done
· Uses advanced features within applications to address routine and complex work tasks
· Plans and implements routine tasks and workload making limited decisions on sequencing and timing.



[bookmark: _Toc415143425][bookmark: _Toc285113079][bookmark: _Toc326743761][bookmark: _Toc328654777][bookmark: _Toc330386596][bookmark: _Toc529802934]Assessment Requirements
Performance Evidence

Evidence of the ability to:
· Follow correct ergonomic requirements and organisational policies and procedures
· Produce electronic presentations that align to task purpose and are appropriate to target audience
· Adhere closely to task requirements and organisational policies and procedures relating to:
· following designated timelines
· consistency of design and layout
· editing and style requirements
· Use relevant help functions to rectify presentation issues
· Produce presentation in appropriate format for review
· Communicate effectively with personnel
· Store presentation in accordance with organisation policies and procedures relating to data security.
Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.




Knowledge Evidence
The candidate must be able to demonstrate the following knowledge to effectively complete the tasks outlined in the elements and performance criteria of this unit, and to manage tasks and reasonably foreseeable contingencies in the context of the work role.
· Key provisions of relevant legislation, standards and codes that affect aspects of business operations
· Key elements of design features and their effect on the readability and appearance of electronic presentations
· Key functions of relevant applications for producing electronic presentations
· Key features of organisational requirements for ergonomics
· Key features of organisational style and presentation guide.



Assessment Conditions
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the information and communications technology – IT use field of work and include access to:
· Office equipment and materials
· Relevant digital applications
· Examples of electronic presentations
· Relevant organisational policies and procedures
· Relevant workplace documentation and resources including style guide.
Assessors of this unit must satisfy the assessor requirements in applicable vocational education and training legislation frameworks and/or standards.
Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 

[bookmark: _Toc529802935]1. Prepare to create presentation
1.1. 	Organise personal work environment (including furniture and equipment) in accordance with ergonomic requirements
1.2. 	Identify purpose, audience and mode of presentation in consultation with content author or presenter
1.3.	Identify organisational and task requirements relating to supporting documents and equipment
1.4.	Select most appropriate application or platform to produce presentation, in accordance with available resources and organisational policies
[image: ]	


[bookmark: _Toc529802936]1.1 – Organise personal work environment (including furniture and equipment) in accordance with ergonomic requirements
By the end of this chapter, the learner should be able to:
Outline one way to organise personal work environment according to two ergonomic requirements.
[bookmark: _Toc529802937]Personal work environment
In order to produce valuable content, it is important that your work environment lends to the creative process. Not only will a comfortable environment aid your productivity, it will also keep you safe. Although desk-based jobs aren’t often thought of in terms of danger, muscular injuries are very common when working on a computer, and it’s important that you are aware of the potential risks and respond to them effectively.
[bookmark: _Toc529802938]Ergonomic requirements
Ergonomics is the study of how a workplace, the equipment used there and the work environment itself can best be designed for comfort, efficiency, safety and productivity. 
Source: Australian Government “Ergonomic Hazards”
https://www.comcare.gov.au/preventing/hazards/ergonomic_hazards 
Accessed 05.11 2018
Ergonomic requirements may include:
· Avoiding radiation from computer screens
· [image: ID# 5638 - Businessman Relax Desk - Presentation Clipart]Chair height, seat, and back adjustment
· Footrest
· Keyboard and mouse position
· Lighting
· Noise minimisation 
· Posture
· Screen position
· Workstation height and layout. 


Avoiding radiation from computer screens 
Tips for avoiding computer radiation include:
· Avoid working in front of your computer for too long
· Use an LED monitor 
· Keep a safe distance from your monitor
· Use radiation protection on your computer screen
· Consume plenty of Vitamin A and C (these can help reduce harmful effects of computer radiation)
· Put plants around your computer (they help to absorb some of the harmful radiation)
· Wash your face (particles of radiation can attach themselves to your face)
· Take regular breaks. 
Chair height, seat, and back adjustment
When you are sat at a desk all day, your chair is a crucial component of your environment. Your chair should allow you to be comfortable, whilst accommodating work surfaces and permitting you to perform your required tasks. The height of your chair is really important; it should adjust to allow you to place your feet on the floor (or footrest) whilst being able to reach your work surface. In order to fully support your back and knees, your chair should allow for the adjustment of the seat or backrest. 
Footrest
[image: ID# 8839 - Keyboard Success Key - Presentation Clipart]If you cannot rest your feet comfortably on the floor whilst you are seated, then you should use a footrest. Footrests will also allow you to position your feet and legs in a way which promotes good circulation whilst being seated for a long period of time.
Keyboard and mouse position
Your mouse and keyboard should be positioned at the same height, next to each other, and as close as possible in order to minimise reaching. They should both be at a height that allows your forearms, wrists, and hands to be parallel to the floor. Your keyboard should be lower than a typical writing surface in order to maintain the best possible posture. If your workspace cannot accommodate a keyboard and mouse, then an under desk support device should be used. 
Lighting
Although working at a computer requires a lower overall light level than other tasks, the lighting within your work area should be set up in a way that minimises visual discomfort (e.g. glare).
The glare from natural and overhead light sources should be minimised as much as possible.


You may take the following measures:
Position computer between rows of lights, rather than directly below overhead lights 
Have blinds up at any windows in order to control light when necessary 
Tilt monitor downward to reduce any reflection
Use a good-quality anti-glare filter on your monitor if necessary.
Noise minimisation 
[image: https://www.presentermedia.com/tp/yahvfEKj/headphones_on_laptop.png]Before you start your task, try to identify any distracting noises and consider ways that they can be reduced.
For example, you might use:
Earplugs
Headphones
Soft music
A quiet fan. 
It might not always be possible to eliminate noises altogether. Workspaces can be busy and distracting by nature, but the above-listed methods should allow for this to be kept to a minimum.
Posture
Poor posture will put strain on your back, neck, and shoulders and over time can cause long-term damage. How you hold yourself while sitting at your desk will be crucial in the prevention of muscular injury.
Key tips for maintaining good posture when sat at your computer include:
Keep elbows close to waist
Keep neck and shoulders relaxed
Keep forearms, wrists, and hands parallel to the floor
Keep your mouse close
Keep your monitor at arm’s length
Keep your feet rested comfortably on the floor/footrest
Adjust the backrest of your chair to ensure full support
Avoid ‘hunching’
Don’t twist your neck.
Alternate between different postures regularly and ensure that you remain in a neutral position at all times. If you feel your back, neck and/or shoulders tensing, take a couple of minutes to walk around your workspace, this should allow you to regain a neutral position. 
Screen position
The screen of your computer will ideally be at about arm’s length and positioned so that the top of the screen is around eye level. You should also consider the brightness and colour contrast of your screen to avoid eye strain and headaches.
Workstation height and layout
[image: ID# 18631 - Businessman Slump Desk - Presentation Clipart]Your work surface should complement the task that you are performing, whilst accommodating your legs when you are sat in your comfortable position. 
Other things to consider about your workstation include:
Is it private?
Is it isolated?
Is it an open space?
Do you have natural or artificial light?
Is the layout appropriate?
Can it be personalised? 
There are a number of other points to consider in addition to those mentioned above.
For example:
The layout of your desk
The way you use the telephone (if applicable)
The technique and speed that you use to type.
Although the points discussed above give you a guideline of the ergonomic requirements you should follow when working at your computer to produce presentations, it is worth noting that your ideal requirements may differ from someone else’s. You should work in the way that is safe and comfortable for you. 
More information about safe work practices can be found at www.safeworkaustralia.gov.au. 
(Accessed 05.11.2018)
Risk assessments
Other areas should be managed under a risk assessment; this is the responsibility of the Human Resources (HR) department within an organisation. A risk assessment allows for the evaluation of potential risks; it is an employer’s responsibility to provide a safe workplace. 
[image: ID# 2328 - Stick Figure Drawing Checklist - Presentation Clipart]Organisational policies may relate to: 
Regular formal or informal health and safety meetings 
Reporting of potential hazards or risks 
The way to use equipment correctly
Keeping workspaces clean, tidy and organised
Legislation that applies to the organisation
Emergency/accident procedures
Storage and maintenance guidelines
Manufacturer instructions 
Use of Personal Protective Equipment (PPE). 
Although it is the employer’s responsibility to provide a safe work environment, it is your responsibility to show compliance with the policies that are in place. You should be aware of and take control of ergonomic requirements during your working hours, and ensure that you speak to the relevant person(s) if you notice that something is wrong.

[bookmark: _Toc529802939][image: ]Activity 1A


[bookmark: _Toc529802940]1.2 – Identify purpose, audience and mode of presentation in consultation with content author or presenter
By the end of this chapter, the learner should be able to:
Identify the purpose, audience and mode of a presentation in consultation with the author and presenter as part of a role-play activity.
[bookmark: _Toc509417286][bookmark: _Toc529802941]Purpose
It will be important for you to establish the purpose of any presentations in consultation with the content author or presenter. This should have a direct bearing upon the types of content and style used within the presentation. If the aim is to raise interest in a product or service, then you may need to incorporate impressive visuals and powerful calls to action. However, it might be necessary to include plain and simple instructions in presentations for business tutorials. You should establish the objectives which the author or presenter is hoping to achieve and ensure that your presentation is developed accordingly. 
[bookmark: _Toc509417287][bookmark: _Toc529802942][image: ID# 3374 - Stick Figure Speaking To Small Audience - Presentation Clipart]Audience
It will also be necessary to establish the audience for any presentations that you are working on. It may be that you are required to create a presentation for a group of school children or business people. The nature of the audience should have a direct bearing upon your use of language and style. If the presentation is going to be given to a school group, then you should avoid the use of complex language, or provide further information as required. You may include colourful visuals and graphics to ensure that interest is maintained. 
[bookmark: _Toc509417288][bookmark: _Toc529802943]Mode of presentation
The other factor to be determined is the mode of presentation. This relates to the way in which your presentation is given and accessed by the audience.
Modes of presentation include:
Available for browsing by individuals – the presentation materials may be printed and then distributed among the audience to view as and when required
Display on one computer and control from another – it might be possible to control the presentation remotely, providing you with the opportunity to pause, ask questions, and clarify understanding as required
Online, internet, intranet – some presentations may be viewed remotely from the computers of different users. You may be able to maintain contact during such presentations via digital communication channels
Conference presentation – some presentations may be required for presentation at business conferences. You may need to consider factors such as the size of text and graphics, ensuring suitability for large audiences
Self-running presentation – you may choose to let your presentation run automatically as you speak and address any points that are raised by the audience
Speaker – the speaker may be recorded and projected via digital presentations. Alternatively, you may feature a static image to ensure that the audience maintains exclusive focus on what the speaker is saying.  
[bookmark: _Toc529802944]Consulting with author or presenter
It won’t be uncommon for you to create electronic presentations for other people. In this case, you will need to ensure that you consult with the author/presenter to ensure that the purpose, audience and mode of presentation can be identified accurately and with their go-ahead.
[image: ID# 4341 - Stick Figure Flipboard Discussion  - Presentation Clipart]Effective oral communication skills will be key to gaining accurate information. During consultation, you should ask relevant questions about aspects of the presentation and listen carefully to any points that are made. Closed questions may be asked when you want definitive yes or no answers. However, open questions may be posed in order to encourage expanded answers and the complete provision of details. You may note down what the author or presenter says to ensure that you don’t forget anything important.
As well as the content of consultation, you will also need to consider the format. If the author/speaker is a colleague, you might want to arrange a face-to-face meeting in which you can discuss all relevant aspects of the presentation. In other cases, a face-to-face meeting may not be possible. You might consider methods of communication such as video call or email as appropriate ways to determine the purpose, audience and mode of a presentation. 



[bookmark: _Toc529802945][image: ]Activity 1B


[bookmark: _Toc529802946]1.3 – Identify organisational and task requirements relating to supporting documents and equipment
By the end of this chapter, the learner should be able to:
Make a list of five supporting documents and/or equipment that might be required for a presentation they are in the process of developing.
[bookmark: _Toc529802947]Supporting documents and equipment
If you are to ensure the successful delivery of a presentation, then it will be necessary to consider and make arrangements for the provision of supporting documents and equipment. Again you should consult the content or author or presenter and ask a variety of appropriate questions about requirements. You should ensure that arrangements are made so that the presentation is delivered in the most effective manner, in accordance with any objectives set.
Supporting documents and equipment required is likely to differ depending on the purpose, audience and mode of a presentation.
For example, you might require equipment such as:
Computer equipment and peripherals for on-screen presentation
Data show
[image: https://www.presentermedia.com/tp/VlfEvIbP/stick_figure_standing_by_laptop.png]Digital pointer
Laptop computer
Network access
Overhead projector
Overhead transparencies
Slide projector
Video projector/s. 
And documents such as:
Handouts
Paper printouts of presentation or slideshow
Worldwide web documents.
Identifying requirements
You will need to determine the requirements both of your organisation and the individual task itself. To do this, you will need to consult with all relevant people. This might include, for example, your colleagues, a supervisor, the author/presenter of the presentation. You will need to identify the relevant people and ensure that all aspects of the presentation have been considered in the preparation process.
Copyright
[image: ID# 9485 - Looking Over Cheating - Presentation Clipart]When preparing to create your presentation, you will need to bear in mind copyright laws within Australia. Copyright legislation protects the work of creators from being used by unauthorised bodies. This means you will need to be conscious of where you source your information, including any images, videos, etc., and ensure that you have permission to use anything which you incorporate into your presentation. 



[bookmark: _Toc529802948][image: ]Activity 1C


[bookmark: _Toc529802949]1.4 – Select most appropriate application or platform to produce presentation, in accordance with available resources and organisational policies
By the end of this chapter, the learner should be able to:
Select one application or platform which would be appropriate for a given presentation and explain why.
[bookmark: _Toc529802950]Producing presentations
The final stage in the preparation process will be to decide on the application and/or platform most suitable for your purpose.
Some examples of applications and platforms include:
[image: ID# 8814 - Apps Falling From Cloud Into Smart Phone - Presentation Clipart]Google Slides
LinkedIn SlideShare  
FlowVella 
Keynote  
Microsoft PowerPoint  
Haiku Deck 
SlideShark 
SlideIdea 
Showpad
Prezi. 
Bear in mind that some applications are free and others require payments. You will need to identify which applications and/or platforms you have access to within your organisation.


[bookmark: _Toc529802951][image: ]Activity 1D


[bookmark: _Toc529802952]2. Create presentation
2.1. 	Plan and prepare slides, notes and handouts according to organisational and task requirements and image and style requirements
2.2.	Use application functions for consistency of design and layout, to meet identified presentation requirements
2.3.	Balance presentation features for visual impact and emphasis
2.4.	Use advanced application features to streamline and customise presentation for different audiences
2.5.	Prepare presentation within designated timeline
2.6.	Use relevant help functions to overcome issues relating to presentation creation, if necessary
[image: ]	


[bookmark: _Toc529802953]2.1 – Plan and prepare slides, notes and handouts according to organisational and task requirements and image and style requirements
By the end of this chapter, the learner should be able to:
Plan and prepare a presentation on a subject of their choice following given requirements.
[bookmark: _Toc529802954]Planning and preparing
When planning and preparing slides for an electronic presentation, it is important that you take into account the requirements of the task on the whole. This will include organisational and task requirements as well as specific image and style requirements.
Company colour scheme
[image: ID# 17397 - Custom Colored Crayons Box - Presentation Clipart]There may be a set company colour scheme which has to be incorporated into design slides, notes, and handout masters. This may be reflected in the design of headings and choice of fonts within your presentations. You may also need to ensure the balance of colours with pictures and other visual elements. 
Company logo
It might be necessary to feature the company logo consistently throughout your presentations. The logo may be placed in a definite position within each slide. Such logos may be inserted into master slides for the assurance of consistency. 
Corporate image
There are numerous ways of reflecting the corporate image within your presentations. This may apply to the use of colours and choice of fonts. It may also be associated with the content and style of language used within your presentations. 
Music
The use of music may be specified as a way of maintaining interest and providing added entertainment during presentations. Your organisation may have a jingle which can be incorporated. Gentle background music may be added for increased concentration. 
Organisation name, time, date, occasion, etc. in header/footer
You may be expected to include the organisation name or specify the time/date of the presentation within the header or footer. You may also be expected to refer to the occasion (there might be a particular conference/meeting name).  
Organisational video clip
You might be expected to feature an organisational video clip before, during, or after the presentation. This should present your organisation in a positive fashion and be reflective of the corporate image that you are attempting to present.


Observing copyright legislation 
The Australian Copyright Act 1968 outlines the legislation that is in place regarding copyright. You need to be aware of this when producing your presentations. 
You can find more information at www.comlaw.gov.au.
(Accessed 05.11.2018)
Avoiding distractions
It will be important to avoid distractions and elements which could detract from the impact of your presentation. You are advised to carry out reviews of your presentations, in combination with other staff members where possible, to allow you to identify such distractions.
Distractions may include:
Heavy colour
Insufficient colour separation (background to text)
[image: https://www.presentermedia.com/tp/SVmTfhKg/sticky_paint_on_feet.png]Irrelevant animation
Multiple transitions
Overly busy background 
Overuse of sound
Too many words or pictures per slide
Too small fonts. 


[bookmark: _Toc529802955][image: ]Activity 2A


[bookmark: _Toc529802956]2.2 – Use application functions for consistency of design and layout, to meet identified presentation requirements
By the end of this chapter, the learner should be able to:
Identify three applications and outline how each can be used to ensure consistency of design and layout and to meet presentation requirements.
[bookmark: _Toc465950128][bookmark: _Toc509417300][bookmark: _Toc529802957]Ensuring consistency of design and layout
When using different applications to  create electronic presentation, you may be required to use a variety of functions in order to ensure the consistency of the design and layout of your presentation.
[image: https://www.presentermedia.com/tp/CJEUlcQl/pondering_board.png]Different applications will offer different functions, so it is important that you get to know the applications available to you and how to get the most out of them.
Functions, for example, may include:
· Editing
· Spell checking
· Using styles
Backgrounds
Colour schemes
Creating templates
Handout master
Importing outlines from other applications
Importing images and graphics
Notes master
Placeholders
Slide master. 
[bookmark: _Toc418762465][bookmark: _Toc465950130][bookmark: _Toc509417301][bookmark: _Toc529802958]Editing
Editing is the process used to ensure that a document is correct, accurate, and consistent. 
It involves things like:
· Correction
· Organisation
· Condensation 
· Other modifications.
[bookmark: _Toc418762467][bookmark: _Toc465950132][bookmark: _Toc509417302][bookmark: _Toc529802959]Spell checking
It is essential to spell check presentations before they are finalised. Any mistakes should be flagged up and corrected as necessary.
If you wish to run a spell check on a Word document:
· Click the ‘Review’ tab
· Click the ‘Spelling & Grammar’ tab
· Correct your mistakes.
If you wish to run a spell check on a PowerPoint presentation, then use the same process described above. You may make additional use of online spelling and grammar checkers.
[bookmark: _Toc418762470][bookmark: _Toc465950135][bookmark: _Toc509417303][bookmark: _Toc529802960]Using styles
[image: ID# 1680 - Stickman Question Mark Thinking - Presentation Clipart]The use of styles in presentations should ensure consistency. Your organisation may already have existing styles that you can use. They may enhance the visual appearance of your presentations and save you time.
The use of styles may help you to create a consistent presentation, incorporating:
· Different sizes, colours, and fonts for headings
· Indented bullet lists
· Contrasting colour to emphasise text
· Particular paragraph spacing. 
The use of one, some, or all of these functions should help you to improve the consistency of layout and design of your document.
[bookmark: _Toc509417304][bookmark: _Toc529802961]Backgrounds
There are a variety of backgrounds that can be incorporated to enhance the visual appeal of your presentations. You can choose from background templates when using PowerPoint or add your own customised business logo/colours. The background can be changed by selecting the design tab and then the drop down background styles in PowerPoint. You can also choose from a range of formatting options.
[bookmark: _Toc509417305][bookmark: _Toc529802962]Colour schemes
Your organisation may have definite expectations regarding the use of colour schemes. However, you may also be expected to make your own selections. If the choice is yours, then you should consider associations and perceptions of different colours. Deep blue may be associated with calmness and tranquillity, while green may be associated with nature and warmth. You might also consider the integration of contrasting colours for visual impact. However, you should ensure that there is minimal distraction from the content in your presentation.
Follow this process to add a colour scheme in Microsoft PowerPoint:
Click on the design tab
Select the drop down colours menu
Choose from the standard list or click ‘create new theme colours’
Select the colours that you want to change
Click on the more colours button and choose from additional options if desired
Choose the colour that you want and click ok. 
[bookmark: _Toc509417306][bookmark: _Toc529802963]Creating templates
There are a wide variety of standard templates to choose from in PowerPoint. You might also be interested in downloading customised templates from the internet. 
To create your own template:
Open a blank presentation and click on the view tab
Select the slide master
Choose from themes, background styles, and placeholders
Alter the slide orientation to portrait or landscape as desired
Save the finished version as a PowerPoint template file.
[bookmark: _Toc509417307][bookmark: _Toc529802964][image: https://www.presentermedia.com/tp/Iyvt0ufV/laptop_download_info.png]Handout master
If you are planning on printing and distributing handouts of your presentations, then you should use the handout master feature in PowerPoint. This can be used to alter the layout, headers, footers, and background in accordance with requirements. To open the handout master, you should click on the View Tab and then select handout master. You may then make alterations as required. You can preview the printed appearance of your handouts by clicking file then print. You should then select settings, click on full-page slides, choose the suitable layout, and preview. 
[bookmark: _Toc509417308][bookmark: _Toc529802965]Importing outlines from other applications
It is possible to import the outlined structure of written reports and other types of files into Microsoft PowerPoint. If you want to do this, then you should click on the drop-down menu under new slide under the home tab. You should then choose slides from outline option and select the relevant file.
[bookmark: _Toc509417309][bookmark: _Toc529802966]Importing images and graphics
It is quite likely that you will want to import your own professional images and graphics into PowerPoint. The integration of pictures should make your presentations more interesting and visually appealing.
The procedure for importing an image is as follows:
Select the Insert tab and then click on picture
Choose an appropriate image file and click insert.
[bookmark: _Toc509417310][bookmark: _Toc529802967]Notes Master
[image: https://www.presentermedia.com/tp/bHlePjAU/stick_figure_ride_mouse.png]Notes in PowerPoint feature a reduced size version of the slide, together with any notes that accompany it. You can change the formatting of notes via the Notes master feature.
This procedure should be followed:
Select the view tab and click on notes master
Alter the size and orientation of the notes as desired
Make amendments to the header, footer, and date as required
Close the notes master. 
[bookmark: _Toc509417311][bookmark: _Toc529802968]Placeholders
Placeholders are boxes with dotted borders which include different types of content and are located within slide layouts. All built-in slide layouts contain content placeholders 
See https://support.office.com/en-us/article/Add-placeholders-to-slide-layouts-to-contain-text-pictures-videos-etc-3d2dae8b-5142-45ae-9beb-3316d4cb0dbf for further information.  
(Accessed 06.11.2018)
You can select the positioning of placeholders by clicking on the drop down new slide button. It is then possible to add text, visuals, and other elements in the set placeholder positions. 
Placeholders may be added to existing slides by:
Selecting the view tab and clicking on slide master
Choosing the layout that you’d like to modify
Clicking the drop-down placeholder button and selecting the type of placeholder that you’d like
Dragging out an area on the slide where you want the placeholder to be positioned
Clicking on close master view
Choosing the modified slide that you’d like to include in your presentation.
[bookmark: _Toc509417312][bookmark: _Toc529802969]Slide master
[image: ID# 5521 - Presenting Product - Presentation Clipart]A slide master is the primary slide which includes the theme, layout, background, placeholders, and other elements that should be generally applied to a group. Any changes that you make to the slide master will be applied to all of the other slides. This means that you don’t have to add the basic information or formatting to each new slide. 
You can create a slide master by:
Opening a new PowerPoint presentation and selecting the view tab
Clicking on slide master
Making modifications to the layout and other elements as required
Deleting built-in slide layouts as required
Clicking on file then save as
Saving as a PowerPoint template
Closing the slide master view. 


[bookmark: _Toc529802970][image: ]Activity 2B


[bookmark: _Toc529802971]2.3 – Balance presentation features for visual impact and emphasis
By the end of this chapter, the learner should be able to:
Produce a short presentation ensuring that features are balanced, and emphasis is on the textual element.
[bookmark: _Toc509417315][bookmark: _Toc529802972]Balancing presentation features
There are a variety of presentation features that may be incorporated for the purpose of enhancing visual impact and emphasis. However, you will need to select such features with care in order to achieve balance within your presentations. Images and other visual elements may be added to highlight the meanings of text for increased audience understanding. 
Animation
[image: ID# 4456 - Pie Chart Circle Stick Figure Run Up - Presentation Clipart]Animations may be added to give your presentations some life and entertainment. You may download such animations from the internet or create your own, using desktop publishing programmes. However, you are advised to restrict the use of animations to ensure that they don’t distract from the main content within your presentations. It would be advisable to include animations within slides where a sense of movement or change is implied. As an example, you may include animations as a means of highlighting the stages of a business process. 
Charts
There are a variety of charts that can be added to accompany the content in your PowerPoint slides. They may be used in combination with sets of data and figures for increased audience understanding. The selection includes bar, pie, and column charts. 
Graphics
Graphics are commonly included within presentations in order to achieve visual impact and maintain audience engagement. Drawings, diagrams, and graphs are just a few examples. It is important to consider which types of graphics are most suitable for the presentations that you are creating.
Headlines or titles
Headlines should be incorporated into your PowerPoint presentations for the purpose of highlighting specific sections and ensuring that there is a hierarchy of content. Each of your PowerPoint slides may feature main headings, which are then followed by subheadings to highlight the various content sections. You should be provided with guidance regarding the different sizes and font types of headlines and titles.


Illustrations
You may have the option of downloading illustrations from the internet, drawing and uploading them yourself, or having them created by other staff members. They might be added in order to maintain the visual interest in combination with textual elements.
Logos
Logos may be incorporated in order to maintain the corporate image throughout your presentations. You may add them to each slide for a sense of professionalism. Logos may also be added to any handouts that you plan on distributing after giving your presentation.
Music
As previously mentioned, music can be incorporated in order to sustain the audience's interest when giving presentations. You may choose to have gentle music playing in the background for enhanced focus and concentration. You should also consider having music playing during sections of your presentation featuring images without any text. Free music may be downloaded from the internet. Alternatively, you may use music that has been specifically created for your business. 
Objects
Some of the objects that can be incorporated within presentations have already been mentioned. You may add drawings, diagrams, and pictures to emphasise meanings and maintain the interest of your audience. 
Pace
It will be particularly important to consider the pace of your presentations. You should ensure that the audience members have enough time to process the information contained within each slide. Time may also be allocated in order to address any questions and points that are raised.
Pictures
[image: ID# 16310 - Figure Sitting On Eight Note - Presentation Clipart]There are a wide range of pictures that can be downloaded from the internet or taken from the stock library in PowerPoint. You should ensure that such pictures fit in with the content included within your slides. You should also ensure that the pictures are of a reasonable size so that they can be seen easily, without overwhelming the textual content.
Sound
You may add presentation sounds in addition to the types of music that have already been mentioned. They can be incorporated in combination with images and animations that are featured on your slides. However, you must remember the importance of maintaining focus on the key points within your presentations. 


Text content
Particular attention should be paid to the text content within your presentations. You should consider the styles, colours, and sizes of any fonts that you use. It will also be necessary to consider the grammar and spelling of written content. You should ensure that the wording is clear, concise, and relatively easy for the audience to read. You are also advised to keep to a few key points per slide to ensure that the audience isn't overwhelmed with written content.
Timing
You will have to consider timing when creating self-running presentations. There should be ample time for the audience members to process the point in each slide, before moving on to the next. If you aren’t sure of how much time should be spent on each slide, then you should set the presentation to transition at the click of the mouse. 
Transitions
[image: https://www.presentermedia.com/tp/FVKMQpuk/video_conference.png]You can use transitions as a means of ensuring that your presentations flow smoothly from one slide to the next. There are numerous effects that can be incorporated via PowerPoint for a sense of quality and professionalism. You can add basic animations or more complex effects for an effective transition between the slides. However, you should remember the importance of maintaining focus and not distracting the audience from the key points made within your presentations. 
Video clips
You have the option of adding high-quality video clips in PowerPoint. Such video clips may provide visual examples of points that are made in the slides. However, you should remember the importance of maintaining a balance between textual information and video. You should also ensure that the clips are played at a reasonable volume so that everybody in the audience can hear. 
[bookmark: _Toc509417316][bookmark: _Toc529802973]Considering the impact of design features
You should be aware that the use of design features will have a direct bearing upon the readability and appearance of your presentations. This relates to the ease with which audience members can read and process the information that you include. Aspects such as font size, background colour, and inclusion of visual elements will all have a bearing on levels of readability. 
Text font, colour and size
Like everything else, the font, colour and size of your text will depend on the type of presentation you are producing and the organisational requirements. 
There isn’t a standard font that is considered to enhance readability or appearance. However, business presentations usually feature Arial, Times New Roman, or Calibri.
· This is Arial
· This is Times New Roman
· This is Calibri.
It is quite common to use coloured text within presentations. However, there are some rules that you should follow when adding such text.
Don’t:
· Use neon colours
· Use multiple colours within one word.
Size 12 is standard. However, there is likely to be some variation within presentations.
· This is size 8
· This is size 12
· This is size 18.
You can see why size 12 is more appropriate.
Language
The language you should use should depend on the nature of the presentation and task requirements. You should consider any relevant cultural aspects. Also, consider the types of words you should use, depending on the purpose of the presentation. Don’t use unnecessary jargon. 
Underlining, italics and bold
Again, the use of underlining, italics and bold type will depend on the document itself. 
Typically:
· Underlining can be used to gain attention and clarify 
· Italics can be used to emphasise certain words 
· Bold can used to identify particular elements.
All three elements can be helpful within headings and subheadings.
There are many tests available for assessing the readability of a presentation, including:
· [image: ID# 17900 - Inspect This Page - Presentation Clipart]The Flesch formulas
· Fry Readability Graph 
· The Gunning Fog formula
· McLaughlin’s Smog Formula
· The Dale-Chall formula 
· The Lexile Framework. 


You need to be able to understand these readability scores. A good ‘Flesch Reading Ease’ score is considered to be between sixty and seventy. A good ‘Flesch-Kincaid Grade Level’ score is considered to be between seven and eight. Remember: the correct level to aim for will depend on the audience for your presentation. 


[bookmark: _Toc529802974][image: ]Activity 2C


[bookmark: _Toc529802975]2.4 – Use advanced application features to streamline and customise presentation for different audiences
By the end of this chapter, the learner should be able to:
Use two advanced application features.
[bookmark: _Toc509417319][bookmark: _Toc529802976]Using advanced features
As well as general features we have discussed thus far; you might also want to make use of advanced features available within the application(s) you use to create your presentations. There are many advanced features which can be used to add curb-appeal to your presentation and make it stand out. As well as this, you can also use advanced features to customise your presentation for your specific audience, selecting and using elements which you know will appeal to them personally.
Agenda slides
It is possible to integrate agenda slides in order to highlight sections that are going to be covered during a presentation. These slides can also be added after content sections, allowing the audience to reflect on any key points that are made. However, there are some rules that should be followed for the effective use of agenda slides. You should restrict the number of points that are covered. You should also avoid the use of subsections. The agenda slide might be shown at the beginning of each new section. You might add emphasis by de-highlighting the previous section and drawing attention to the topic area that is going to be covered. The agenda slides can be separated from the rest of the content through the use of unique backgrounds and layouts. 
Basic agenda slides are commonly used to highlight the content that is going to be covered during presentations. Such slides usually feature basic headings and bullet points. The content is typically shown on a blank and uninteresting background. However, you can make your agenda slides more interesting and engaging through the inclusion of visual elements. Images may be added to accompany the bullet points. You can also choose to feature one key point at a time in order to focus the audience.
[image: https://www.presentermedia.com/tp/bSaaeXdd/typing_at_desk_pc.png]The process of creating an agenda slide is as follows:
· Select the view tab and click on the slide sorter
· Return to the home tab and click the drop down new slide button 
· Choose the title and content option
· Insert the blank slide at an appropriate point for outlining the agenda within your presentation
· Give the agenda slide an appropriate title (could be the name of the conference or subject area being discussed)
· Add slide titles which correspond to the subject headings in the presentation
· Add hyperlinks from the agenda slide to the corresponding subject slides
· Add any images and other visual elements for added interest.
Presentation within a presentation - custom show
[image: https://www.presentermedia.com/tp/LglqAT5m/flipboard_colored_pc.png]If you don’t want to give an entire presentation to a specific audience, then you may consider the option of creating a custom show. This will allow you to select a specific group of slides from a presentation and have them play separately. It is also possible to rearrange the slides or hide those which you don’t want to show the audience. 
The process of creating a custom show is as follows:
· Select the slideshow tab, click on the drop-down custom slideshow menu, and then the custom shows option
· Click new in the dialogue box
· Give your custom slideshow an appropriate name
· Select the slides in presentation that you want to add to your custom show
· Click on add to incorporate the selected slides and then reorder them as necessary
· Click ok and then close the custom shows box.
· Click on the drop-down custom slideshow menu and select your custom show when you want it to be played.
Remember that advanced features available will differ depending on the specific application you are using. It will be worth spending some time familiarising yourself with the capabilities of the application(s) available to you to ensure that you are able to make the most out of them.



[bookmark: _Toc529802977][image: ]Activity 2D


[bookmark: _Toc529802978]2.5 – Prepare presentation within designated timeline
By the end of this chapter, the learner should be able to:
Identify three steps they can take to ensure that presentations are prepared within a designated timeline.
[bookmark: _Toc509417322][bookmark: _Toc529802979]Designated timelines
You should establish deadlines for the creation of presentations at the earliest possible opportunity. Such deadlines may be specified by other members of your organisation or event organisers. The identification of the deadlines will enable you to develop realistic schedules, considering how much time should be spent on different aspects of the presentation. You should allocate a reasonable amount of time to complete each task in the creation of your presentation. 
You may believe that you are going to have trouble meeting some deadlines. However, you should do everything within your power and scope of responsibilities to ensure that organisational and client expectations are met. If you are really concerned about your ability to finish the presentation on time, then you should inform the relevant organisational representative or client. Adjustments may then be made.
Designated timelines may include:
· Organisational timeline, e.g. deadline requirements
· [image: Fotolia_26734401_S.jpg]Timeline agreed with internal/external client
· Timeline agreed with supervisor/person requiring document.
Designated timelines may be:
· Within organisational deadline
· Within an agreed period
· By the end of the month
· Daily
· As requested.
[bookmark: _Toc509417323][bookmark: _Toc418504657][bookmark: _Toc409428455][bookmark: _Toc408913040][bookmark: _Toc529802980]Time management
You will need to have good time management skills if you are to keep successfully to the timeline. Such skills include consciously planning and exercising control over time and its use. As an example, you should plan the amount of time you need to spend on individual activities in order to increase efficiency and effectiveness when designing and producing the presentation. 



Good time management tips may include:
· Recording your deadlines
· Prioritising your tasks 
· Keeping track of your progress
· Knowing how to deal with possible problems that may arise. 
Recording your deadlines
[image: figure_juggling_time.gif]You need to be aware of any deadlines before starting a task. The establishment of such deadlines should allow you to plan your activities carefully. Plan using diaries, schedules, or memos; whatever works best for you. 
Prioritising your tasks 
It is essential that you prioritise your tasks in order to make sure you use your time in the most efficient way. The act of prioritising your tasks allows for the most valuable use of your time. A key thing to remember is to not spend too much time on relatively unimportant tasks. Make to-do lists and set mini-deadlines to help keep you on track.
Keeping track of your progress
Use the diaries, schedules, or memos that you have created to keep an eye on your progress. Are you hitting the deadlines you have given yourself? Should you be doing something differently? You need to check throughout the process that you are on target to meet the final deadline and assess your methods if not. 
Knowing how to deal with possible problems that may arise
You will need to know how to deal with potential problems before they occur if you are to successfully plan and keep to timelines. Don’t dwell on problems which occur and you feel unable to deal with. Don’t waste any time; simply refer to someone who will know. This will keep you on track to meet your deadline.

[bookmark: _Toc529802981][image: ]Activity 2E


[bookmark: _Toc529802982]2.6 – Use relevant help functions to overcome issues relating to presentation creation, if necessary
By the end of this chapter, the learner should be able to:
Identify the help function on a given application and use this to solve an issue.
[bookmark: _Toc529802983]Help functions
Getting to grips with presentation software can take some time, especially with those advanced functions we’re not always so familiar with. All applications available for producing electronic presentations will have help functions available for when you need assistance, and it will be a good idea to make use of these when you find yourself stuck.
Problems with design and production may include:
· Slides not being projected successfully
· Video clips not playing
· Hyperlinks not working
· Cursor showing on the screen
· Poor transitions between presentations.
Help functions within applications can usually be found very easily. For example, within Microsoft PowerPoint, the help function is located in the taskbar at the top of the window.
[image: ]


Clicking on the help button will direct you to a new window:
[image: ]
From this window, you can search for help regarding any function you require. 
[bookmark: _Toc529802984]Other help options
As well as in-house help functions, there may be other options which you can access for help using presentation applications. 
For example:
Written manuals
Online help.


[bookmark: _Toc529802985][image: ]Activity 2F


[bookmark: _Toc529802986]3. Finalise presentation
3.1. 	Check presentation for spelling and consistency in presentation features and style, in accordance with task requirements
3.2. 	Prepare presentation materials for delivery in accordance with presenter or audience requirements
3.3.	Name and store presentation appropriately, in accordance with organisational requirements and exit application without information loss
[image: ]

[bookmark: _Toc529802987]3.1 – Check presentation for spelling and consistency in presentation features and style, in accordance with task requirements
By the end of this chapter, the learner should be able to:
Check a presentation for spelling and consistency in terms of given requirements.
[bookmark: _Toc509417333][bookmark: _Toc529802988]Checking the presentation
It will be necessary to review your presentations upon completion, checking the spelling and consistency in features and style. If you take the time to read and reread the content, then you should be able to identify any errors and correct them as necessary.
Proofreading should enable you to identify the errors in the use of:
· [image: ID# 5957 - Stick Figures Carrying X Mark - Presentation Clipart]Spelling
· Grammar 
· Language 
· Punctuation
· Style 
· Elements of layout such as:
· colours
· headings
· images. 
Follow these tips for successful proofreading:
· Make sure you know what you are looking for
· Work from a printout
· Read out loud
· Cover lines below with blank sheet of paper
· Work in a way that suits you.
[bookmark: _Toc509417334][bookmark: _Toc529802989]Ensuring consistency
You should take the time to ensure that presentation features and set styles are applied consistently throughout your presentations. The visual elements on your slides might have to be positioned in accordance with organisational expectations. You might also need to ensure the consistency of fonts and styles of language that are used in your presentations. The presentation should look professional and be entirely suitable for the audience.
The use of set styles in your presentations should ensure consistency throughout. Your organisation may already have existing styles that you can use. As well as ensuring consistency and optimum appearance styles can also save a lot of time.
The use of styles may allow you to quickly create a consistent presentation incorporating:
· Different sizes, colours, and fonts for headings
· Bullet lists that are indented
· Contrasting colour to emphasise text
· Particular paragraph spacing. 
The use of one, some, or all of these functions should enable you to improve the consistency of the layout and design of your document.
[bookmark: _Toc509417335][bookmark: _Toc418504613][bookmark: _Toc529802990]Organisational and task requirements
Your presentation should be designed in a way that meets any relevant organisational and task requirements with regards to style and layout. 
[image: ID# 8569 - Clipboard With A Checkmark - Presentation Clipart]As discussed earlier in the unit, organisational requirements may include:
· Company colour scheme and company logo
· Consistent corporate image and content restrictions
· Established guidelines and procedures for presentation development
· House styles and templates
· Observing copyright legislation 
· Organisation name, time, date, document title, filename, etc. In header/footer. 
It is important to consider the requirements within your organisation when designing and producing any business presentation. 
The policies and procedures surrounding business presentations that exist within your organisation may outline:
· How to develop the presentations and any style guides that should be used
· Where to keep copies of the presentation and the correct way to store any data
· How much to spend when developing the presentations
· Any quality assurance checks that may be required
· Any security issues that should be considered
· Any legal policies or procedures relating to presentations.
[bookmark: _Toc529802991]Activity 3A
[image: ]

[bookmark: _Toc529802992]3.2 – Prepare presentation materials for delivery in accordance with presenter or audience requirements
By the end of this chapter, the learner should be able to:
Prepare presentation materials for delivery in accordance with the audience requirements given.
[bookmark: _Toc465950172][bookmark: _Toc509417338][bookmark: _Toc529802993]Preparing presentation materials
You may need to prepare a range of materials to support your presentation.
The types of presentation materials that may need to be prepared include:
· [image: ID# 9226 - Folders Connected Into Cloud - Presentation Clipart]Handouts
· Outlines
· Overhead transparencies 
· Paper printouts of presentation/slideshow 
· Speaker notes
· 35 mm slides
· Worldwide web documents. 
You should consult with the author or presenter before the presentation is finalised to ensure that you have identified all required supporting materials.
[bookmark: _Toc529802994]Printing presentation materials
Part of your preparation for additional materials might require you to print documents. You may be expected to print presentation materials using a computer on your work premises. Alternatively, you may use commercial printing services for the printing of high quality and professional materials.
You should restrict the quantity of materials that are printed and distributed prior to giving the presentation if you want to ensure the audience’s focus. It would be better to hand out such materials as your presentation is drawing to a close or has finished. You should consider aspects of the presentation which should be recapped and highlighted so that they remain fresh in the minds of audience members. You may also incorporate activities and worksheets for the audience to complete between presentation sessions.
You should print off enough copies of the presentation materials for distribution among all of the audience members. It is better to have some materials left over than to rely on people noting and remembering key points made in the presentation. You should also consider the appearance of the printed materials. They should be quite easy to understand and process. You should ensure that there is a reasonable amount of white space in the margins and that the audience are able to take notes as required. The typeface used should contrast directly with the background colour of your materials. You are also advised to print off sample copies of the materials so that you can have a read through and identify the need for any adjustments.
[bookmark: _Toc529802995]Presenting your document
Presentation materials should be presented in a professional and aesthetically pleasing way. You don’t want to spend your time creating a high-quality presentation for it to then be ruined by handing out shabby sheets of paper.
You should choose which the best method of presentation based on the documents/materials you have.
[image: https://www.presentermedia.com/tp/dhgXSCGk/cloud_folder.png]For example, you might present documents:
· In a folder
· In plastic wallets
· Stapled 
· In a ring binder. 


[bookmark: _Toc529802996]Activity 3B
[image: ]

[bookmark: _Toc529802997]3.3 – Name and store presentation appropriately, in accordance with organisational requirements and exit application without information loss
By the end of this chapter, the learner should be able to:
Suggest an appropriate name for a presentation according to requirements
Identify how to save and exit an application.
[bookmark: _Toc529802998]Naming and storing presentations
Once your presentation is complete, you will need to name and store it appropriately. Doing this will ensure that you are easily able to access the presentation again when the time comes. 
Naming presentations
You should name your presentation something specific. For example, you might use the name of the person/company you have created the presentation for, or the subject of the presentation itself. Try to select a name which differentiates this presentation from the others. When the time comes to return to the presentation, you don’t want to be spending time sifting through different documents trying to find the right one.
[image: https://www.presentermedia.com/tp/gkd8S0Gy/stick_figures_carrying_folder.png]Also bear in mind that you may need to send the presentation to the presenter – your chosen name should make sense to everyone who may need to access the document, and not coded into something only you can understand.
Storing presentations
Presentations should be stored in a safe, but easily accessible place. Try to avoid saving presentations in the depths of the folders on your device; this won’t make it easy for you to find access when needed. Whilst folders are great for organising your desktop, ensure that they are created purposefully, and not just to tidy documents away for the time being.
[bookmark: _Toc529802999]Exiting applications
Finally, you will need to exit the application without losing the presentation you have created, or any other supporting documents. How you do this will depend on the specific application you are using, but it should be a fairly straightforward process. 


For example in Microsoft PowerPoint, you would simply go to the taskbar at the top of the window, click file, and then save:
[image: ]
If you are yet to title your document, you would select ‘Save As’ which will allow you to choose your title as well as where in your folders the document will be stored.
It will be a good idea to save your document intermittently throughout the production process. Doing this means that if you do accidentally forget to save your document before exiting the application, you will only lose what you had done after the last time you manually saved it. 

[bookmark: _Toc529803000]Activity 3C
[image: ]

[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc529803001]Summative Assessments
At the end of your Learner Workbook, you will find the Summative Assessments.
This includes:
Skills Activity
Knowledge Activity
Performance Activity.
This holistically assesses your understanding and application of the skills, knowledge and performance requirements for this unit. Once this is completed, you will have finished this unit and be ready to move onto the next one – well done!


[bookmark: _Toc529803002]References

These suggested references are for further reading and do not necessarily represent the contents of this unit.
Websites
Ergonomic Hazards - https://www.comcare.gov.au/preventing/hazards/ergonomic_hazards 

All references accessed on and correct as of 12.11.2018, unless other otherwise stated.
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BSBITU212 Create and use spreadsheets (Release 1) V5.0
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Australian Government

Procurement of assessment services from Australian Registered Training Organisations
(RTOs)

This is a pre-release notice only.

‘The Department of Education and Training anticipates it will release an RFT for the procurement of
assessment services from Australian Registered Training Organisations (RTOs) in quarter 2 of the
18/19 financial year. The RFT will be available on

The procurement will be for the following Trades Recognition Australia (

rograms:

« Temporary Skills Shortage (TSS) Program
« Offshore Skils Assessment Program
« Trades Recognition Service (TRS

For more information, including the full Planned Procurement Notice, please go to AusTe

Training.gov.au review registrations now closed

S

ing.gov.au would like to thank you for your support of the website revie:

Stay tuned for upcoming improvements

Change to the level of information publicly available on VET accredited courses

nded the National Vocationa

12 July 2018, the Australian Government

ducation and Training

Regu qulations 2011. This amendment requires the Australian Skills Quality Authority (ASQA) to
publish certain information about VET accredited courses including
« the titles and codes of units of competency or modules comprising a VET accredited course for
current accredited courses and expired courses with training delivery reported through the Total
VET Activity collections since 2015
= a description of the course for those courses newly accredited or reaccredited from now; and
« a reference to an earlier (previous) or later version of a course that s accredited on or after 1

tember 2018,

‘This additional information will be entered on to the National Register over the
result, course owners and registered training organisations (RTOs) with a

ming months. As a
ited course on their

Nationally recognised trai

Enter code or flle [ searcn |
@ Include superseded data

@ Include deleted d

Organisation / RTO

Enter code or flle [ searcn |
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