
UNPACKING YOUR TOOLKIT 
Welcome the to the Banyan Toolkit resource package. 

You have received, either through download, email or disc a compressed 
zipped file containing your toolkit presentation and the supporting 
supplementary files. 

Let’s take you through the process of unzipping / decompressing the files for 
your use. 

 

1. If you received the zipped toolkit file via email, open the email. 

 

 

 

 

 

 

 

 

 

 

2. Next, from the pulldown next to the zipped file name, select Save All 
Attachments 

 

  



UNPACKING YOUR TOOLKIT 
3. This will present you with a pop-up, showing the files that you wish to save, 

click OK 

 

 

 

 

 

 

 

 

 

4. Navigate to where you would like to store this file.  If will default to your 
Documents folder and that is fine. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



UNPACKING YOUR TOOLKIT 
 

 

5.  Using Windows Explorer, navigate to where you save your compressed 
(zipped) toolkit file. 
 
NOTE: If you received your compressed toolkit via download or disc, these 
following instructions also apply. 

 

 

 

 

 

 

 

 

 

 

6. Click on the compressed toolkit file once. 

 

 

  



UNPACKING YOUR TOOLKIT 
7. From the ribbon menu, select Extract All. 

 

 

 

 

 

 

 

 

 

 

 

 

8. Specify where to unzip and save the contents of your compressed 
(zipped) toolkit.  Make sure to check ‘Show extracted files when 
complete’ 

 

 

 

 

 

 

 

 

 

9. With your compressed (zipped) toolkit file now extracted, you can begin 
to use your toolkit presentation and supplementary files. 

 



UNDERSTANDING YOUR TOOLKIT 
 

You have received and prepared your toolkit files (see Unpacking your Toolkit). 

Let’s take a moment to understand what is contained in the toolkit. 

With windows explorer you can see the contents of the toolkit directory. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Each toolkit has two PowerPoint presentation files, and supplementary Practice 
folders.   

For these instructions, we are looking at the Safety Awareness toolkit. 

PowerPoint Presentation Files. 

1. Safety Awareness.pptx: 
a. This is the main PowerPoint for the selected toolkit for your use.  

You can use it in its entirety, navigation to the section you need 
to use through the linked Table of Contents.   

2. Template.pptx: 
a. This is a blank PowerPoint file that is formatted similar to your 

toolkit to be used in the event that you want to take sections of 
the main toolkit to create client centred presentations.  
Knowledge of PowerPoint is an asset if your wish to use this 
approach. 



UNDERSTANDING YOUR TOOLKIT 
Supplementary Files 

 

Each toolkit comes with a number of 
supplementary Practice folders, that 
contain: 

• ACTIVITIES 
• IMAGES 
• TEMPLATES 
• VIDEOS 

This directory structure is the same for 
all Supplementary Practice folders 

 

Each section of your PowerPoint has a Supplementary Practice slide, with a link 
to the corresponding Supplementary Practice folder, but as shown above you 
can navigate directly to the folder and files through Windows Explorer. 

 



BUILDING YOUR OWN TOOLKIT PRESENTATION 
 

As mentioned in Understanding your Toolkit, we have provided you, the main 
PowerPoint presentation file and a blank template file for you to build your own 
presentation, tailoring it to your client’s unique learning needs and SMART goal. 

 

NOTE: each PowerPoint presentation has a linked Table of Contents that allows 
you, with the click of a mouse, to navigate to each section, or more importantly 
the section you want.  At the end of each section is a quick link back to the 
Table of Contents slide.  This allows you to keep the main presentation intact, 
while working with your client on specific areas, without have to build your own. 

 

If you wish to build your own presentation, based on the content of the main 
presentation, you must open BOTH the main presentation PowerPoint file AND 
the template PowerPoint file. 

You can then have them spread across your screen making this process a little 
easier:  

NOTE: PowerPoint does not support drag and drop between presentations.  You 
must use copy and paste. 

 

NOTE: Your must ENABLE EDITS in both PowerPoint files before continuing. 

 

 

 

 

  



BUILDING YOUR OWN TOOLKIT PRESENTATION 
Select your slides: 

From the main presentation, select the slide(s) via the slide navigator that you 
wish to copy. 

To select multiple slides, click the first slide, the click and hold the CTRL key as 
you click the remaining slides you wish.  You will see a border around each slide 
you have selected. 

With your files selected, right click your mouse over one of the slides selected to 
bring up on the context menu, then click COPY. 

 

 

 



BUILDING YOUR OWN TOOLKIT PRESENTATION 
Paste your slides: 

With your original slides selected, navigate to the TEMPLATE PowerPoint file, 
navigate to the to spot you wish to paste the selected slides and right click to 
bring up the context menu. 

 

From the menu select Paste Options – Use Destination Theme.  This will apply the 
formatting of the template PowerPoint presentation to the slides you are 
attempting to paste in, keeping all subsequent copy/pastes consistent. 

 

 

 

 

Continue this process until you are complete and then save your TEMPLATE.pptx 
with a new file name and you are ready to work with your client. 

 

NOTE: to keep the integrity of the supplementary folders, you must save your 
new PowerPoint presentation in the same location as the original. 

 

 


