
OPEN IN DESKTOP APP

This will enable full functionality of the template.

CHOOSE A SLIDE STYLE FROM 

1. Home tab

2. New Slide

3. Choose layout

4. If layout goes awry, select Reset

TEXT

There are 5 levels of formatted text available.

Please move between text  levels using the 

increase/decrease button on the menu above.

CHANGE SLIDE BACKGROUND/COLOUR

1. Design Menu

2. Format Background

3. Select colour from palette OR

4. Picture or Texture Fill

5. Find image 

REPLACE IMAGE IN SHAPE OR ON PAGE

1. Right click on image

2. Change Picture

3. Select your image

OR

1. Delete the image

2. Click on icon

3. Find the new image

TO REPOSITION IMAGE WITHIN SHAPE 

1. Click on image

2. Picture Format menu

3. Click on Crop button dropdown

4. To fit the whole image inside select FIT

5. To use only a portion select FILL then crop, move 

or resize image to show properly within shape.

ADD/CHANGE FOOTER

1. Insert Menu

2. Header & Footer

3. Tick to activate/Untick to remove

4. Change text Visiting a Service Centre 
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Arriving at the Service Centre 

A Service NSW team member will help answer your questions and find the best way for you to 

complete your task. If it is busy, you might need to wait to speak to a team member. 
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Choosing your way 

You can choose to complete your task using a self-service computer or you can get a ticket so 

another team member can help you complete your task at a counter.
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Getting a ticket 

A team member will help you choose the right ticket and tell you if you need to do anything else. If 

you need more help when you visit, talk to a team member.
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Your Ticket

Each ticket has a number. It tells you when it is your turn. If it is busy, you may need to wait for your 

turn to talk to a team member at a counter.
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Waiting to be served 

You can sit, relax, and wait your turn. It may be busy, and some people might need to stand. If you 

need a seat but none are available, ask a team member for help.

6



OPEN IN DESKTOP APP

This will enable full functionality of the template.

CHOOSE A SLIDE STYLE FROM 

1. Home tab

2. New Slide

3. Choose layout

4. If layout goes awry, select Reset

TEXT

There are 5 levels of formatted text available.

Please move between text  levels using the 

increase/decrease button on the menu above.

CHANGE SLIDE BACKGROUND/COLOUR

1. Design Menu

2. Format Background

3. Select colour from palette OR

4. Picture or Texture Fill

5. Find image 

REPLACE IMAGE IN SHAPE OR ON PAGE

1. Right click on image

2. Change Picture

3. Select your image

OR

1. Delete the image

2. Click on icon

3. Find the new image

TO REPOSITION IMAGE WITHIN SHAPE 

1. Click on image

2. Picture Format menu

3. Click on Crop button dropdown

4. To fit the whole image inside select FIT

5. To use only a portion select FILL then crop, move 

or resize image to show properly within shape.

ADD/CHANGE FOOTER

1. Insert Menu

2. Header & Footer

3. Tick to activate/Untick to remove

4. Change text

Your turn 

There are screens that tell you when it is your turn. Look for your ticket number and the counter 

number you need to go to. If you miss your turn or need help, ask a team member.
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Being served 

Go to the counter number shown on the screen. Show your ticket to the team member at that 

counter. They will help you complete your task. 
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On your way out 

Our Service NSW teams love getting feedback. It helps us get better at helping people. If you want 

to, you can give feedback using the touchscreen.

9



OPEN IN DESKTOP APP

This will enable full functionality of the template.

CHOOSE A SLIDE STYLE FROM 

1. Home tab

2. New Slide

3. Choose layout

4. If layout goes awry, select Reset

TEXT

There are 5 levels of formatted text available.

Please move between text  levels using the 

increase/decrease button on the menu above.

CHANGE SLIDE BACKGROUND/COLOUR

1. Design Menu

2. Format Background

3. Select colour from palette OR

4. Picture or Texture Fill

5. Find image 

REPLACE IMAGE IN SHAPE OR ON PAGE

1. Right click on image

2. Change Picture

3. Select your image

OR

1. Delete the image

2. Click on icon

3. Find the new image

TO REPOSITION IMAGE WITHIN SHAPE 

1. Click on image

2. Picture Format menu

3. Click on Crop button dropdown

4. To fit the whole image inside select FIT

5. To use only a portion select FILL then crop, move 

or resize image to show properly within shape.

ADD/CHANGE FOOTER

1. Insert Menu

2. Header & Footer

3. Tick to activate/Untick to remove

4. Change text

Extra ways we can help you 10

• Special Quiet Hour times with lower lighting (where we can), 

music turned down and mobile phones on silent mode. 

• Extra time and support if you need it.  It helps us help you, if 

you have a Hidden Disability Sunflower Symbol.

• Help in your language.

• Booked appointment times for some of our services to avoid 

wait times or delays.

• Booked Auslan video remote interpreting.

• Accessibility facilities at your local  Service NSW location.

• You can talk with us by calling 13 77 88.

https://www.service.nsw.gov.au/about-us/our-services/quiet-hour
https://www.service.nsw.gov.au/about-us/our-services-and-programs/be-seen-with-a-sunflower
https://www.service.nsw.gov.au/about-us/our-services/help-in-your-language
https://www.service.nsw.gov.au/transaction/book-an-appointment-at-a-service-centre
https://www.service.nsw.gov.au/transaction/book-an-appointment-at-a-service-centre
https://www.service.nsw.gov.au/transaction/book-auslan-video-remote-interpreting-at-a-service-centre
https://www.service.nsw.gov.au/service-centre
tel:137788
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Other ways you can complete your task

You can talk with us by calling 13 77 88 

You can visit the Service NSW website. 
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You can download the Service NSW mobile 

app for your phone or mobile device. 

https://www.service.nsw.gov.au/
https://apps.apple.com/au/app/service-nsw/id577283433
https://play.google.com/store/apps/details?id=au.gov.nsw.service
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