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[bookmark: _Toc418762978][bookmark: _Toc415143422][bookmark: _Toc415154318]Unit of Competency
Application

This unit describes the skills and knowledge required to design and produce desktop published documents.
	
It applies to individuals who work in a range of environments, which may include providing administrative support within an enterprise, or who may be technical or knowledge experts responsible for production of their own documents.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

Unit Sector

Information and Communications Technology – IT Use

[bookmark: _Toc329018037]

[bookmark: _Toc415154319][bookmark: _Toc418762979][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 produce desktop published documents
	1.1 Use safe work practices including addressing ergonomic requirements and using work organisation strategies
1.2 Use energy and resource conservation techniques
1.3 Identify document purpose, audience and presentation requirements, and clarify with relevant personnel as required
1.4 Identify organisational and task requirements for desktop published documents to ensure consistency of style and image


	2. Set up desktop published document
	2.1 Design content structure and layout to ensure information and graphics are arranged according to related topics and in logical sequences
2.2 Select appropriate formatting and create templates or master pages to ensure consistency of design and layout
2.3 Confirm layout with appropriate person


	3. Create desktop published document
	3.1 Prepare, format and enter required text
3.2 Import text from other applications and resolve any formatting issues
3.3 Scan or import graphics from other applications and resolve any formatting issues
3.4 Arrange text and graphics according to organisational and task requirements


	4. Finalise desktop published document
	4.1 Review text for possible errors and omissions, and resolve any issues
4.2 Check page order, structure and linkages
4.3 Produce completed document in required format
4.4 Name and store text documents, in accordance with organisational requirements and exit application without information loss/damage
4.5 Prepare text documents within designated timelines and organisational requirements for speed and accuracy
4.6 Use manuals, user documentation and online help to overcome problems with document design and production






[bookmark: _Toc329018039][bookmark: _Toc418762980][bookmark: _Toc415143424][bookmark: _Toc415154320]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.

	[bookmark: _Toc329018040]Skill
	Performance
Criteria

	Description

	Reading


	1.3, 1.4, 3.3, 3.4, 4.1, 4.2, 4.6
	· Recognises and interprets diagrammatical and textual information from a range of sources to determine and adhere to requirements
· Applies strategies to self-correct and verify clarity and conformity of information


	Writing
	2.1, 2.2, 3.1-3.4, 4.1-4.3, 4.5
	· Enters and amends routine data using a format appropriate to requirements
· Develops documents using required format, accurate spelling and grammar, and organises content to support purpose and audience of material, using clear and logical language


	Oral Communication
	1.3, 2.3
	· Confirms requirements with relevant personnel using specific terminology and listening and questioning techniques to confirm understanding


	Navigate the world of work
	1.3, 1.4, 2.1, 2.2, 3.4, 4.3-4.5
	· Recognises and follows explicit and implicit protocols and meets expectations associated with own role


	Interact with others
	1.3, 2.3
	· Collaborates with others to achieve joint outcomes



	Get the work done
	2.1, 2.2, 3.1-3.4, 4.1-4.6
	· Recognises and responds to routine problems in context of own work
· Uses advanced features within applications to access, store, organise data and perform routine and complex work tasks




[bookmark: _Toc285113079][bookmark: _Toc326743761][bookmark: _Toc328654777][bookmark: _Toc330386596][bookmark: _Toc418762981][bookmark: _Toc415143425][bookmark: _Toc415154321]Assessment Requirements
Performance Evidence

Evidence of the ability to:

· Follow organisational and safe work practices including:
o	ergonomic requirements
o	energy and resource conservation techniques
· Adhere to organisational requirements by:
o	ensuring consistency of style and image
o	logically sequencing data
o	producing documents within designated timelines
o	naming and storing documents
· Adhere to task requirements when producing documents including:
o	applying consistent formatting
o	using appropriate templates and master pages
o	using correct layouts
· Resolve any issues including:
o	formatting issues
o	errors and omissions
o	problems with design or production
· Use appropriate data storage options
· Apply knowledge of functions and features of contemporary computer applications
· Communicate with relevant personal

Knowledge Evidence

To complete the unit requirements safely and effectively, the individual must:

· Identify energy and resource conservation techniques
· Outline organisational requirements for ergonomics, work periods and breaks
· Describe contents and purpose of organisational style guides
· Explain purposes, uses and functions of desktop publishing software
· Outline various formatting styles and their effect on formatting, readability and appearance of documents

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:

· Organisational policies and procedures
· Relevant workplace documentation and resources
· Industry software packages and user instructions

Assessors must satisfy NVR/AQTF assessor requirements.

Links

Companion volumes available from the IBSA website: http://www.ibsa.org.au/companion_volumes
[bookmark: _Toc415154322][bookmark: _Toc418762982]Housekeeping Items
Your trainer will inform you of the following:
Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.
Any rules, for example asking that all mobile phones are set to silent and of any security issues they need to be aware of. 
What times the breaks will be held and what the smoking policy is.
That this is an interactive course and you should ask questions.
That to get the most out of this workshop, we must all work together, listen to each other, explore new ideas, and make mistakes. After all, that’s how we learn.
Ground rules for participation:
Smile
Support and encourage other participants
When someone is contributing everyone else is quiet
Be patient with others who may not be grasping the ideas
Be on time
Focus discussion on the topic
Speak to the trainer if you have any concerns
[bookmark: _Toc326743762][bookmark: _Toc328654778][bookmark: _Toc330386597][bookmark: _Toc415154323][bookmark: _Toc418762983]Objectives
Discover how to prepare to produce desktop published documents
Know how to set up desktop published document
Learn how to create desktop published document
Understand how to finalise desktop published document
Gain skills and knowledge required for this unit 


[bookmark: _Toc418762984]1. Prepare to produce desktop published documents
1.1. 	Use safe work practices including addressing ergonomic requirements and using work organisation strategies
1.2. 	Use energy and resource conservation techniques
1.3.	Identify document purpose, audience and presentation requirements, and clarify with relevant personnel as required
1.4.	Identify organisational and task requirements for desktop published documents to ensure consistency of style and image
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[bookmark: _Toc418762985]1.1 – Use safe work practices including addressing ergonomic requirements and using work organisation strategies
[bookmark: _Toc418762986]What is desktop publishing?
Desktop publishing is the process of using a computer to create high quality printed documents intended for publication. It gives organisations the chance to self-publish a wide range of printed matter. By using desktop publishing, you gain more control than if you was to use word processing in terms of design, typography and layout. Some desktop publishing systems also enable you to create illustrations; whilst others only let you insert illustrations that you have created using another program. A common application used within desktop publishing is WYSIWYGs (what you see is what you get) which uses a display screen to show you exactly how the document will appear when printed.
Desktop publishing involves the combination of:
Typesetting (e.g. fonts and colours)
Page layout (e.g. margins and justifications)
Graphic design (e.g. images and graphs)
Printing the document.
Desktop publishing can be used to create a variety of documents, including:
Magazines
Menus
[image: ]Newspapers
Flyers
Brochures
Newsletters
Book covers.
[bookmark: _Toc418762987]Using safe work practices
Regardless of the type of work you are carrying out, there are policies and procedures in place to ensure that you are able to perform your work tasks in a safe way. When your task is to produce desktop published documents, you need to consider how you can safely work at your computer for long periods of time. When working at a computer for long periods of time, believe it or not, there is opportunity for injury!
There are many injuries you can sustain from working at a computer, including: 
Repetitive strain injury
Eye strain and discomfort
Back problems. 
There are many safe work practices you should address in order to minimise the chance of injury, including ergonomic requirements and work organisation strategies.
[bookmark: _Toc418762988]Ergonomic requirements	
When producing your desktop published documents, it is worth considering any ergonomic requirements that may be relevant to you. Ergonomic requirements are related to improving visibility and accessibility whilst keeping stress and mental fatigue from sounds, vibration, motion and shock at a minimum. 
Ergonomic requirements may include:
Avoiding radiation from computer screens
Chair height, seat and back adjustment
Document holder
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
[image: ]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. 
[image: ]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 your 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. 
Document holder
If required, a document holder should be available for supporting your documents. Depending on how your specific document is going to be used, depends on where you should keep it on your work surface. 
Footrest
If you cannot rest your feet comfortably on the floor whilst you are seated, then you should use a footrest. 
Keyboard and mouse position
Your mouse and keyboard should be positioned at the same height next to each other, 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. In order to maintain the best possible posture, your keyboard should be lower than a typical writing surface. If your work space cannot accommodate a keyboard and mouse, 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, for example:
Rather than directly below overhead lights, position computer between rows of lights
Have blinds up at any windows in order to control light when necessary 
Tilt monitor downward to reduce any reflection
If necessary, use good-quality anti-glare filter on your monitor. 
Noise minimisation 
Before you start your task, try to identify any distracting noises and think of ways you can reduce these.
For example, use:
Ear plugs
Headphones
Soft music
A quiet fan.
Posture
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.
You should alternate between different postures regularly but remain in a neutral position at all times. 
Screen position
Ideally, the screen of your computer should be at about arm’s length and positioned so that the top of the screen is around eye level.
Workstation height and layout
Your work surface should complement the task that you are performing whilst accommodating your legs when you are sat in your comfortable position. 
[image: ]Although the points discussed above give you a guideline of the ergonomic requirements you should follow when working at your computer to produce desktop published documents, it is worth nothing 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. 
[bookmark: _Toc418762989]Work organisation strategies
Prolonged, static postures will take their toll on your body. You need to address work organisation strategies as well as ergonomic requirements in order to avoid injury when working at your computer for long periods of time. 
Work organisation strategies may include:
Exercise breaks 
Mix of repetitive and other activities
Rest periods. 
Exercise breaks
Whilst sat at your computer, you should do small exercises at regular intervals.
These small exercises may include: 
Head rolls
Shoulder lifts
Wrist drops.
Mix of repetitive and other activities
Make sure you take time away from your computer! You should avoid long periods of the same activity; do other tasks to give you a little break from your computer. You should alternate between work activities that use different muscles in your body in order to avoid over use.
Rest periods
[image: ]When working at your computer you should remember to take frequent mini breaks in order to refresh and relax your muscles and joints. Have little ‘stretch’ breaks and look away from your screen every now and then to give your eyes chance to rest too. Make sure your ‘lunch break’ actually involves a break; get away from that computer. Remember: keep moving!
Using the information above, make sure you use safe work practices at all times when sat at your computer producing desktop published documents. Take into consideration the policies that may be in place within your own organisation.

[bookmark: _Toc418762990]Activity 1A
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[bookmark: _Toc418762991]1.2 – Use energy and resource conservation techniques
[bookmark: _Toc418762992]Using energy and resource conservation techniques
Within the workplace it is essential to use energy and resource conservation techniques. Not only does it keep your (or your organisation’s) bills down, it helps to protect non-renewable resources. From simply turning off the lights to recycling every last scrap of paper, conserving energy and resources is a must. 
Top areas to consider improving include:
Heating
Lighting
Water
Paper use. 
For the production of desktop published documents, the energy and resource conservation techniques you need to consider may include:
Double-sided paper use
Recycling used and shredded paper
Re-using paper for rough drafts (observing confidentiality requirements)
Utilising power-save options for equipment. 
Double-sided paper use
[image: ]Try and maximise your paper usage by printing double-sided. Most printers will do this nowadays; you just need to adjust the settings. Also, try to get into the habit of using the ‘print preview’ feature (if there is one available) to catch any errors before printing your document. This will help to save paper too; every little thing will make a difference. 
Recycling used and shredded paper
Make sure you don’t throw old documents away; recycle them! Use the recycling system that is in place within your organisation. If they don’t have one, make your own system. Aim to only use recycled paper too; think of the trees!
Re-using paper for rough drafts 
For documents you have printed one-sided or only used up half of the page; turn this into scrap paper. Use it to jot down your ideas and rough drafts. Remember: recycle when you’re done.


Utilising power-save options for equipment
In order to conserve energy when using your electrical equipment, utilise their power-save options. Most computers, if not all, will have built-in energy saving software. Find out what energy saving mechanisms your own computer has. These options allow you to set your computer to go to ‘sleep’ after periods of inactivity. Although it will not shut down your computer fully (so you won’t lose anything) it will consume much less energy. It is worth noting that screen savers do not count; they do not reduce the amount of power used by your computer. 
Other tips for conserving the energy used by your electrical equipment include:
Switch them off when you are not using them, even if it’s just a break
[image: ]Turn the brightness of your screen down
Don’t leave your equipment on standby mode
Use efficiency rated equipment
Unplug devices (like scanners and cameras) when they are not in use
Plug your devices into a power strip; unplug it at the end of the day.


[bookmark: _Toc418762993]Activity 1B
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[bookmark: _Toc418762994]1.3 – Identify document purpose, audience and presentation requirements, and clarify with relevant personnel as required
[bookmark: _Toc418762995]Purpose, audience and presentation requirements
Regardless of the type of document you are producing, you should identify the purpose, audience and presentation requirements of your document. 
Documents may include:
Brochures
Calendars
Faxes
Flyers
Forms
[image: ]Mail merge documents, including labels
Memos
Multi-page letters
Promotional material 
Reports 
Schedules
Tables.
When looking at the purposes of documents, there are four general categories:
To give instructions
To persuade the reader
To provide information
To prohibit something. 
Let’s take a look at some examples of documents and their possible purpose, audience and presentation requirements.


[bookmark: _Toc418762996]Brochures
Generally, brochures are a standard size piece of paper folded two or three times to create a booklet. They are more complicated to print as each page has its own properties such as margins, headings and images. They are usually produced with the intention that people will keep them and refer to them when necessary. Usually, only the people that are interested in the specific topic of the brochure will pick one up. For example, only an expectant parent would pick up a brochure covering pregnancy from the rack in their doctor’s surgery. Using this example, the presentation requirements would relate to its purpose and the intended audience; providing information for an expectant parent. Consider the best way to present them this information. Should you use images or bullets to keep it as simple as possible?
[bookmark: _Toc418762997]Flyers
A flyer, also known as a leaflet, is usually only a single piece of paper, often A4 size. It is a relatively cheap way to get information out to a large number of people. The purpose of a flyer is to offer a small amount of information at a low cost, for a limited amount of time. The audience of your flyer will often depend on the purpose. For example, if you were producing a flyer to promote a night club opening, your intended audience would probably be young people, maybe students. In turn, the presentation requirements of the flyer will often depend on the purpose and the audience. 
When considering the presentation of your flyer, think about:
Whether you are going to print on one or both sides
What colours you are going to use
How to emphasise any important details. 
[bookmark: _Toc418762998]Promotional material 
Promotional material can be used by an organisation to market their products and services. Promotions are completely different from advertisements; they are not as expensive and just act as an incentive for your customers. Promotional material can help to increase brand recognition and strengthen customer loyalty.
Examples of promotional material include:
[image: ]Key rings
Leaflets
Mugs
Bookmarks
Posters
Pens
Bags 
Stickers.
Promotional material can serve many purposes before or after a sale, including:
Providing product information
Promoting an organisation
Reminding your customers about your organisation
Drawing attention to products.
The audience of your promotional materials will depend on the products and services you offer or your organisation itself. 
The presentation of your promotional materials will also depend on your organisation, the products or service you offer, as well as the type of promotional material you are using and your intended audience.
The presentation of your promotional materials should always look professional and may include:
Company colours
[image: ]Different size fonts
Different materials
Company logo
Different backgrounds
Having important points in bold
Contact details.
Once identified, the purpose, audience and presentation requirements or your document should be clarified by the relevant personnel. You should make yourself aware of the relevant personnel within your organisation. 

[bookmark: _Toc418762999]Activity 1C
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[bookmark: _Toc418763000]1.4 – Identify organisational and task requirements for desktop published documents to ensure consistency of style and image
[bookmark: _Toc418763001]Organisational and task requirements
When preparing to produce a desktop published document, you should identify any organisational and task requirements related to your project. Every organisation will have a set of guidelines in place for producing desktop published documents in order to comply to company image and ensure consistency. Every document you produce should have the same ‘feel’ and be professional in portraying your organisation. 
Organisational and task requirements may include:
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Company colour scheme
Company logo
Consistent corporate image 
Content restrictions
Established guidelines and procedures for document production
House styles
Observing copyright legislation 
Organisation name, time, date, document title, filename or other fields in headers and footers
Templates.
Company colour scheme
Deciding on a company colour scheme is not as easy as it sounds. The human mind is highly responsive to colour, therefore it should be considered carefully. 
Let’s look at the things that can be associated with certain colours:
Red implies danger, aggression, warmth or passion
Green implies ethics, growth, freshness and finance
Purple implies luxury, wisdom, wealth and royalty
[image: ]Blue implies seriousness, professionalism, authority and calm
Yellow implies warning, sun, happiness and friendliness.


Tips for choosing colours schemes for your documents:
Understand your audience 
[image: ]Analyse other colour schemes
Think about how your colours will look using different devices
Be different 
Think about the psychological responses of your colours
Do your research.
Regardless of which colour scheme your organisation requires you to use within your desktop published documents, make sure you stick to it! Your chosen colour scheme needs to be appropriate for the document you are creating and its audience whilst sticking to your organisational image. 
Company logo
A company logo is a symbol that is used by organisations in order to create and promote recognition. It acts as a visual representation of everything that your organisation stands for. 
A good logo can:
Lead to more business
Enhance first impressions
Indicate professionalism
Build loyalty
Establish brand identity.
Think about the logos you come across on a daily basis. What makes you look at them? What makes you remember them? 
Whatever your company logo is, you should ensure it is included within your desktop published documents wherever necessary. When using your company logo, consider its positioning and size carefully.
Consistent corporate image 
In order to maintain your organisation’s image and its branding identity, it is essential that you produce documents that are consistent with your organisation. The lack of consistency will have a negative effect on your organisation’s image and identity. 
It may be a good idea to have and refer to guidelines, for example:
What materials to use 
What fonts to use
What colours to use and how to use them
Logo size and positioning
Spacing usage
How to use images.
When you are creating desktop published documents, keep your organisation’s image in the back of your mind. If there are templates available; use them! If you don’t have templates to use, make sure your document looks like it belongs to your organisation. Don’t use anything that isn’t consistent with your company’s image or identity. 
Content restrictions
When you are planning to produce desktop published documents, you should ensure that there are no restrictions regarding the content you can include. 
Established guidelines and procedures for document production
When producing your desktop published documents, you should follow any guidelines and procedures that are in place within your organisation. Doing so will ensure consistency within your documents.
House styles
House styles are the styles of document production that an organisation has developed. There are many advantages of using house styles, including consistency between your documents. House styles should be simple otherwise the document can be confusing and quite difficult to produce. 
House styles may include many features, for example:
Margin size
Header and footer content
Font type and size
Document layout
Heading style
[image: ]Logo position.
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 desktop published documents. 
You can find more information at www.comlaw.gov.au.
Organisation name, time, date, document title, filename or other fields in headers and footers
The information you include within the headers and footers of your documents is your decision. It is worth checking to see if there are any guidelines within your organisation as to what you should include. Whether it’s the date, the organisation name or the document title, this should be consistent throughout your documents. 


Templates
Within some organisations, there will be existing templates you can use as a starting point when producing your own desktop published documents. 
By using a template you can ensure that all your documents have the same properties, including:
Styles
Layouts
Spacing 
Fonts
Sizes. 
You should consider using the existing templates within your programs and organisations. If there isn’t one or they don’t suit your needs, then think about developing one. It will save you time in the future and will make sure that all of your documents are consistent in style.
[image: ]These organisational and task requirements need to be identified in order to ensure consistency of the style and image of your desktop published documents. Refer to organisational templates and style guides if you are uncertain of how to keep your documents consistent.

[bookmark: _Toc418763002]Activity 1D
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[bookmark: _Toc418763003]2. Set up desktop published document
2.1. 	Design content structure and layout to ensure information and graphics are arranged according to related topics and in logical sequences
2.2.	Select appropriate formatting and create templates or master pages to ensure consistency of design and layout
2.3.	Confirm layout with appropriate person
	

[image: ]

[bookmark: _Toc418763004]2.1 – Design content structure and layout to ensure information and graphics are arranged according to related topics and in logical sequences
[bookmark: _Toc418763005]Designing the structure and layout of your content
The structure and layout of your document should be designed in a way that ensures that the information and graphics are arranged according to the related topics and logical sequences. 
Although the design and layout of your documents may vary depending on the type of document you are creating, this chapter will look at some of the best ways to design the structure and layout in a way that suits its purpose, audience and relevant requirements. 
Design may include:
Balance
Diversity
Relative positioning of graphics, headings and white space
Simplicity
Text flow
Typography.
Balance
Within design, balance is the concept of equilibrium within your document. Our sense of balance is innate and you should aim to develop documents that offer visual stability. When elements aren’t balanced on the page, this can be quite disturbing and uncomfortable. When considering balance, it’s a good idea to imagine an axis. The visual weight should be equal on either side of your imaginary axis.
There are two main ways to achieve a balance within your document: through symmetry or asymmetry. 
Symmetry:
Is a mirror image
[image: ]Repeats a reversed design on opposite side of axis
Is formal
Is ordered
Can often be boring.
Asymmetry:
Achieves balance through contrast 
Is informal
Involves different elements that have equal visual weight
Considered more interesting
Is more dynamic.
By ensuring that your design is balanced, you can be sure that your document will be structured in a way where the information and graphics are arranged logically and according to related topics.
Diversity
Within your document, aim to demonstrate diversity:
Use a range of different things 
Give a variety 
Be different 
Strive to be unique
Don’t be like anything else.
Relative positioning of graphics, headings and white space
The relative positioning of the graphics, headings and white space within your document will ensure the graphics and information within it are logically arranged and relate to the topic discussed. 
Relative positioning is a confusing concept and is often misused. The original position of any element is static; this will fall where you expect it to (this depends on the structure of your document). Within relative positioning, you can use top, bottom, left and right to move an object to a specific point on your page. What is unique about this positioning is the starting point; the element’s starting point is the point where it normally is within the flow of the document. It is helpful for when you need to slightly tweak the position of one of your objects, rather than completely resetting it. 
Simplicity
Simplicity creates impact and when used within desktop published documents, it can help keep the information and graphics related to your topic in a logical way. 
There are many ways to ensure the simplicity of your document, including:
Only use one single typeface design
Keep your document organised
Use a straightforward layout
[image: ]Keep your structure basic.


Text flow
Text flow is the way in which you allow your text flow from page to page or column to column. The software that you are using will work out when the text will no longer fit on the page and start a new page.
Your software does this using:
The formatting of your document
The formatting of your paragraphs
The margins you have set up 
The size of the paper you are using
The type of printer that you are using.
Also, within is some kinds of documents that you will need to design and produce; you can control how your text flows within columns. It is possible to create a link between the text boxes you wish your text to flow between. In this case, when the first box is full with text, it will automatically flow into the next box; and so on. Text flow can help you arrange information according to the related topics and logical sequences.
Typography
Typography is the technique of arranging letters and words in a way that makes written language readable. Within the production of your documents, you will compose your text in a readable, visually satisfying and coherent way. This is typography. 
The arrangement of type involves selecting:
Point size
Letter-spacing
Typefaces
Line length
Line-spacing.
By considering typography, you can ensure that the structure and layout of your document will display and arrange information logically and according to the topic of the document. 
When designing the structure and layout of your document, there are many elements that you may need to consider. 
[image: ]

The elements within the structure and layout of your design may include:
Boxes
Colour
Columns
Drawing
Graphics
Headings 
[image: ]Letter and memo conventions 
Page layout
Photographs
Typeface
White space. 
These elements should be used in a way that produces a readable and coherent document. The correct use of these elements will ensure the information and graphics are arranged according to related topics and are in logical sequences. 


[bookmark: _Toc418763006]Activity 2A
[image: ]

[bookmark: _Toc418763007]2.2 – Select appropriate formatting and create templates or master pages to ensure consistency of design and layout
[bookmark: _Toc418763008]Selecting formatting
Choosing the correct formatting for your document is essential as it improves the overall readability and gives the reader visual clues about its purpose. The formatting that you choose will depend on the type of document you are creating, the purpose of the document and the audience. It is also a good idea to consider any organisational and task requirements here too. 
Aspects of formatting may include:
Paragraph spacing
Line spacing 
Fonts 
Text size
Page breaks 
Borders 
Headers 
Footers. 
[bookmark: _Toc418763009]Creating templates
As previously discussed, templates can help to ensure consistency of the design and layout of your documents.
Consistency of design and layout may include:
[image: ]Annotated references
Borders
Bulleted and numbered lists
Captions
Consistency with other business documents
Footnotes and endnotes 
Indentations
Page numbers
Spacings
Font styles and point size.
You can find existing templates within the programs that you are using or you can develop your own. 
Developing your own template:
Open a new document
Add content and styles you want in your template
Save this as a template
Name your new template.
[bookmark: _Toc418763010]Master pages
A master page is similar to a template as it also ensures consistency throughout a document. The objects within a master page appear on any other page in which that the master is applied. Any changes that you make to a master page will also automatically appear on any other page with the master page applied to it. 
Master pages may include:
Logos
[image: ]Empty text frames
Headers
Footers
Empty graphic frames
Page numbers. 


[bookmark: _Toc418763011]Activity 2B
[image: ]

[bookmark: _Toc418763012]2.3 – Confirm layout with appropriate person
[bookmark: _Toc418763013]Confirming your layout
Once you have designed the layout of your document, you will need to confirm this with the appropriate person. You should be aware of who this person is. 
The appropriate person will be the person that asked you to create your document, for example:
Supervisor
Fellow team members
Customer 
Manager.
[bookmark: _Toc418763014]Communication techniques
When confirming the layout with the appropriate person, it is essential you communicate in an acceptable way. Don’t just inform that other person; communicate with them. Communication is a complex process.
The message that you are communicating can be distorted by:
The medium that is used to communicate 
[image: ]Experiences of listener
Experiences of speaker.
When communicating with someone, remember:
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Make sure they understand
Don’t assume they know what you mean
Make sure you listen when they talk to you
Ask for helpful feedback.
Keep in mind cultural differences; people from different cultures do not communicate in the same way.


[bookmark: _Toc418763015]Activity 2C
[image: ]

[bookmark: _Toc418763016]3. Create desktop published document 
3.1. 	Prepare, format and enter required text
3.2. 	Import text from other applications and resolve any formatting issues
3.3.	Scan or import graphics from other applications and resolve any formatting issues
3.4.	Arrange text and graphics according to organisational and task requirements
	
	
	
	
[image: ]

[bookmark: _Toc418763017]3.1 – Prepare, format and enter required text
[bookmark: _Toc418763018]Preparing, formatting and entering text
When you have designed your document and you are ready to produce it, your next step is to prepare, format and enter your required text. The text that you use for your desktop published document can take many forms and can come from a variety of places.
It can be:
Supplied by a client 
Supplied by your supervisor
Created by you. 
Text acquisition
[image: ]Text acquisition is the method by which your text is created and/or imported into your desktop publishing software. 
You have two options:
You can type text directly into your desktop publishing software
Or you can create it using a word processor and transfer it into your document.
Text composition 
Text composition is concerned with where and how your text is arranged on your page and how it is formatted. It consists of many different tasks and requires your time and attention to detail.
There are four general areas:
Placement
Spacing
Embellishment
Style. 
The format of your text will depend on the way in which it is going to be used.
Some common text formats for desktop published documents include:
Plain text
Tagged text
Rich text format
Body text. 
[image: ]Plain text versus formatted text
Whilst plain text can be displayed by virtually any application, formatted text can only be displayed in specific software applications. Your desktop publishing applications will be able to import any plain text files but may only be able to import some of your formatted text files.



[bookmark: _Toc418763019]Activity 3A
[image: ]






[bookmark: _Toc418763020]3.2 – Import text from other applications and resolve any formatting issues
[bookmark: _Toc418763021]Importing text
Importing text into your desktop published document can be done through simply copying and pasting the text you need or loading the file into your desktop publisher. Traditionally, text is imported from a word processor file. Each file that you import will become its own ‘story’ and will sit within its own self-contained section within your document. 
The process is relatively simple:
[image: ]Create your text stories in word processor
Import your file into your desktop publisher
Tweak the layout and format how you wish.
Follow these steps to import text from another file:
Select the empty frame you wish to use (if applicable)
Click ‘Insert’ tab and choose ‘Text file’
Or right-click your frame and click ‘Insert text file’
Locate and select the file you wish to import
If you want to retain the file’s formatting styles, check the ‘Retain format’ box
If you don’t want to, then uncheck the ‘Retain format’ box
Click ‘Open’.
[bookmark: _Toc418763022]Resolving formatting issues
Ideally, the appearance and formatting of your imported text will look perfectly fine. However, if it doesn’t look like you expected or wish then you can select your own converter manually and re-try the importing process. If, after this, it still doesn’t look right then you should consider reverting back to your original word processor document and save it in a different format. 


[bookmark: _Toc418763023]Activity 3B
[image: ]






[bookmark: _Toc418763024]3.3 – Scan or import graphics from other applications and resolve any formatting issues
[bookmark: _Toc418763025]Importing graphics
Graphics are anything on your page that is not text, for example:
Photographs
Basic shapes
Word art
Charts and graphs
Art work
Line drawings
Clip art.
Like text, graphics can be imported through simply copying and pasting or by loading the image into your desktop publisher.
[bookmark: _Toc418763026]Using a scanner
You can also scan the graphics into your computer.
Follow these steps to use your scanner:
Connect it to your computer (and turn it on)
Place the image face-down on the scanner (like you are using a photocopier)
[image: ]Press the ‘Scan’ button
Preview your scanned image
Select the scan area in your software
Set your options (type of scan)
Scan the image
Save your image.
Keep these tips in mind when scanning your graphics:
Scan your graphics at the size you want them to be in your document
Make sure your scanner is in the correct mode
The higher the resolution, the more pixels you will have to work with
The higher the resolution; the larger the file will be
Save files in TIFF format
Scan at a minimum of 300 dpi.
[bookmark: _Toc418763027]Resolving any formatting issues
If the graphics don’t look quite right when you have imported them into your desktop published document, you may to reformat them. 
Aspects of your graphics that may need reformatting include:
Size
Thickness 
[image: ]Position 
Alignment
Dimensions 
Shadowing
Colours 
Transparency 
Rotation. 
Any formatting changes you make to the graphics within your document will not affect the original image. 

[bookmark: _Toc418763028]Activity 3C
[image: ]






[bookmark: _Toc418763029]3.4 – Arrange text and graphics according to organisational and task requirements
[bookmark: _Toc418763030]Arranging text and graphics
Once you have imported your text and graphics into your document, you will need to arrange them according to any organisational and task requirements. The arrangement of your text and graphics is known as your page layout.
A good page layout will:	
Create an attractive and effective document
Be pleasing to look at
Effectively convey your message to the audience. 
The information that has been discussed in the previous chapters will help you arrange your text and graphics in an effective way. 
Remember these tips for arranging your text and graphics:
The elements on your page should have a visual connection to each other
Try and have a single strong visual element
Keep your different elements in balance
Keep in mind any templates or styles that may be of use
Carefully consider:
[image: ]Simplicity
Text flow
Typography
Diversity
Relative positioning.



[bookmark: _Toc418763031]Activity 3D
[image: ]






[bookmark: _Toc418763032]4. Finalise desktop published document
4.1. 	Review text for possible errors and omissions, and resolve any issues
4.2. 	Check page order, structure and linkages
4.3.	Produce completed document in required format
4.4.	Name and store text documents, in accordance with organisational requirements and exit application without information loss/damage
4.5.	Prepare text documents within designated timelines and organisational requirements for speed and accuracy
4.6.	Use manuals, user documentation and online help to overcome problems with document design and production
	
	
[image: ] 

[bookmark: _Toc418763033]4.1 – Review text for possible errors and omissions, and resolve any issues
[bookmark: _Toc418763034]Reviewing text
[bookmark: _Toc408913058]Before finalising your document and printing it out, you should review the text that you have included within your document for any errors and omissions. From this, you can resolve any issues before printing your document. The act of reviewing your text is known as proofreading.
[bookmark: _Toc418763035]Proofreading 
The action of proofreading can help to detect errors in:
· Spelling
· Grammar 
· Language 
· Punctuation
· Style 
· Elements of layout such as:
· Colours
· Headings
· Images.
 Tips to help you proofread:
· Make sure you know what you are looking for
· Read out loud
· Work in a way that suits you.
[bookmark: _Toc408913059][bookmark: _Toc418763036]Readability 
Proofreading can also help you to assess the readability of your document; the ease with which your document can be understood. The complexity of the vocabulary affects the readability of a document, as well as the typography (font size and spacing). 
[image: reading_a_book_PA_300_wht.gif]

[bookmark: _Toc418763037]Activity 4A
[image: ]






[bookmark: _Toc418763038]4.2 – Check page order, structure and linkages
[bookmark: _Toc418763039]Checking your document
After proofreading the text that you have used within your document, you should check the:
Page order
Structure
Linkages.
Page order
Before printing your document, you should check that the order of your pages is correct. Your document should flow in a logical order that is easy to follow. If there are any issues with your page ordering, it can be quite difficult to rearrange pages. You may need to ‘cut and paste’ or ‘drag and drop’ your pages into the order that you require them to be in. 
Structure 
The structure within your document is concerned with the construction of your elements. Each of your elements should be connected to the other elements within your document. Each ‘part’ should make a solid ‘whole’. A good structure will ensure that your document fives form and stability. You should review the structure of your document before finalising it. 
Linkages
[image: ]Linkages are the connections between the elements within your documents. The elements within your document should be interconnected and relate to each other. Your interconnected elements should demonstrate a flow of information and ideas in order to achieve the goals of your document. Before finalising your document, check that the elements within your document are linked and flow appropriately. 


[bookmark: _Toc418763040]Activity 4B
[image: ]






[bookmark: _Toc418763041]4.3 – Produce completed document in required format
[bookmark: _Toc418763042]Producing the completed document
When you have checked your document for any errors, you need to produce this in the format that is required. 
The format you should produce your documents in may depend on:
The type of document you are producing
The intended audience of your document
The topic your document covers
Any organisational or task requirements. 
Ask yourself:
Should I produce this in colour?
Does it need to be on certain type of paper?
Should it be laminated?
[image: ]What size paper should it be on?




[bookmark: _Toc418763043]Activity 4C
[image: ]






[bookmark: _Toc418763044]4.4 – Name and store text documents, in accordance with organisational requirements and exit application without information loss/damage
[bookmark: _Toc418763045]Naming documents
Naming your documents appropriately will help in the future when you or others need to relocate them. Each of your document names should be clearly different and sorted into the correct order. If necessary, use the date within the names of your documents. Your organisation may have a system in place for naming your documents; make yourself familiar with it! You need to be able to find your document again so don’t worry if the name looks too long. For example, ‘leaflet’ is just not going to cut it! Whichever naming system you decide on, ensure that you are consistent from then on. 
Tips when naming your documents include:
· Use keywords
· [image: search file.jpg]Use your name or initials
· Use date
· Use alphabetic codes
· Use version numbers 
· Be detailed
· Be consistent.
[bookmark: _Toc408913066][bookmark: _Toc418763046]Storing documents
The efficient storage of your documents is necessary. You should have a good filing system that is relevant to your own needs or your organisational requirements. Whichever storage method you decide to use; be consistent. 
Naming and storing documents may include:
Authorised access 
File and folder names which identify requirements such as the operator, author, section or date 
Filing locations
File names according to organisational procedure 
File names which are easily identifiable in relation to the content
Organisational policy for backing up files storage in folders and sub-folders
Organisational policy for filing hard copies of documents
Security and password protection
Storage on disk drives, USBs, CD-ROM, tape back-up to server.


Issues when naming and storing documents that often arise may include:
· Too many characters (file names can only be up to 260 characters)
· Restricted characters (< > ? \ / ; * are all characters that cannot be used in file names)
· Compatibility issues.
[image: Fotolia_16208523_S.jpg]

[bookmark: _Toc418763047]Activity 4D
[image: ]






[bookmark: _Toc418763048]4.5 – Prepare text documents within designated timelines and organisational requirements for speed and accuracy
[bookmark: _Toc408913039][bookmark: _Toc418763049]Time lines
Time lines are where key planned events and tasks are marked in the required sequence of their occurrence on a suitable scale. You need to ensure that the document you are producing is completed within the designated timelines of your organisation.
Designated time lines may include:
Time line agreed with internal or external client
Time line agreed with supervisor or person requiring document
Organisational time line e.g. Deadline requirements. 
[bookmark: _Toc408913040][bookmark: _Toc418763050]Time management
[image: Fotolia_26734401_S.jpg]In order to keep to your designated time line, it is beneficial to have good time management skills. This involves consciously planning and exercising control over your time and how you use it. For example, in order to increase efficiency and effectiveness when designing and producing your document, you should plan the amount of time you need to spend on individual activities. 
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
It essential that you know your deadlines prior to starting a task (e.g. producing a desktop published document) as this allows for the careful planning of your activities. Plan using diaries, schedules or memos; whatever works best for you. 
Prioritising your tasks 
To make sure you use your time in the most efficient way possible, it is essential that you prioritise your tasks. 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 tasks that are not as important as the other 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
[image: figure_juggling_time.gif]In order to stick to your plan and time lines you need to know how to deal with potential problems before they occur. When a problem does occur and you don’t feel you are able to deal with it; don’t dwell on it! Don’t waste any time; just simply refer to someone who will know. This will keep you on track to meet your deadline.


[bookmark: _Toc418763051]Activity 4E
[image: ]






[bookmark: _Toc418763052]4.6 – Use manuals, user documentation and online help to overcome problems with document design and production
[bookmark: _Toc418763053]Overcoming problems 
When producing desktop published documents, you may come across problems with the designing and production process. These can often be overcome by using manuals, user documentation or online help. 
[bookmark: _Toc418763054]Manuals 
Manuals are documents that intend to give assistance to a person who is using a particular system. They are often written documents that use accompanying images or diagrams (e.g. screen shots). Manuals aim to use language that the user will understand and they use jargon minimally. If the use of jargon is necessary, it is usually thoroughly explained. 
The things that a manual may include are:
· Frequently asked questions
· Where to find further help, including contact details
· Information on how to navigate through manual
· A troubleshooting section
· A glossary and/or index. 
[bookmark: _Toc418763055]User documentation
Documentation is the information that is provided to help you use a particular program, including technical manuals and online information. Although manuals are the most common form of documentation, there are a wide variety of forms they come in. 
User documentation is often divided into categories, for example:
Installation
Reference
Tutorial.
[bookmark: _Toc418763056]Online help
[image: ]There is a wide range of help available online too. A simple search on the internet will provide you with almost anything that you need. 


[bookmark: _Toc418763057]Activity 4F
[image: ]






[bookmark: _Toc418763058]Skills and Knowledge Activity
[image: ]






Nearly there...
[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc418763059]Major Activity – An opportunity to revise the unit

At the end of your Learner Workbook, you will find an activity titled ‘Major Activity’. This is an opportunity to revise the entire unit and allows your trainer to check your knowledge and understanding of what you have covered. It should take between and 1-2 hours to complete and your trainer will let you know whether they wish for you to complete it in your own time or during the sessions. Once this is completed, you will have finished this unit and be ready to move onto the next, well done!


Congratulations!
You have now finished the unit 'Produce desktop published documents.'
[image: c:\Users\Sophie\Desktop\ArtWork\Fotolia_10056570_S.jpg]


[bookmark: _Toc418763060]References

These suggested references are for further reading and do not necessarily represent the contents of this Learner Guide.

Copyright legislation: http://www.comlaw.gov.au/Series/C1968A00063
Safe work practices: http://www.safeworkaustralia.gov.au

All references accessed on and correct, as of 14/01/2015, unless other otherwise stated.
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