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Candidate Details
[bookmark: _Toc418504614]Assessment – BSBITU303: Design and produce text documents
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBITU303: Design and produce text documents.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc418504615]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Prepare to produce word processed documents
2. Design word processed documents
3. Add tables and other data
4. Produce text documents
You should also demonstrate the following skills:
Reading
Writing
Oral communication
Navigate the world of work
Interact with others
Get the work done
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	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to use safe work practices to ensure ergonomic, work organisation, energy and resource conservation requirements are met.

	Activity
	What injuries can be sustained from working at a computer for long periods of time?




What are ergonomic requirements related to?




Give examples of ergonomic requirements that apply to your, your work and your organisation.




Sketch the perfect way to sit within a workspace.











Outline ways that you use work organisation strategies.




Highlight areas of energy and resource conservation within your organisation that you think can be improved. How can these areas be improved?
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Activity 1B
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to identify document purpose, audience and presentation requirements, and clarify with relevant personnel as required. 

	Activity
	Give examples of the different types of documents you may need to produce within your organisation?













Take two of these examples and identify the purpose, audience and presentation requirements of each of them. 













The purpose, audience and presentation requirements for your documents may need to be clarified with the relevant personnel. For your example documents, who would this be?
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify organisational and task requirements for text-based business documents to ensure consistency of style and image.

	Activity
	Give examples of the organisational and task requirements for text-based business documents within your organisation.












Why is a good company logo important?













Choose a type of document that relates to your own organisation. What requirements would you need to consider? How could you ensure consistency of style and image?
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to design document structure and layout to suit purpose, audience and information requirements of task.

	Activity
	What may design include?












Choose one aspect of ‘design’ and describe it in detail. 














For an example document that relates to your organisation, outline the elements of its structure and layout that need to be considered to ensure that the design suits the purpose, audience and information requirements. 
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to design document to enhance readability and appearance, and to meet organisational and task requirements for style and layout.

	Activity
	Outline five elements of design that you can use to enhance the readability and appearance of a document.











Choose an example document. Describe how you would use the five elements outlined in your previous answer to enhance the readability and appearance of this particular document. 














When designing documents, what organisational requirements should you consider.
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	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to use style sheets and automatic functions to ensure consistency of design and layout.

	Activity
	What are style sheets?






What can be specified within a style sheet?






Give an example of a CSS. What will it create?






Outline an instance in which you have used a style sheet. How did this help to ensure consistency with design and layout?






What are automatic functions? Give examples.






Outline an instance in which you have used automatic functions. How did this help to ensure consistency with design and layout?
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	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to insert a standard table into a document, changing cells to meet information requirements.

	Activity
	Outline the steps that you would follow in order to insert a standard table into a Microsoft Word document.


















Using Microsoft Word, follow the steps that you outlined in your previous answer to insert a table into a blank document. Print and attach a copy to your workbook.








Using the same table from your previous question, show how you can change the cells within your table. Outline the steps that you have followed and print and attach a copy of your modified table.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to insert and delete columns and rows as necessary.

	Activity
	Outline the steps needed to insert a column into a table.















Outline the steps needed to insert a row into a table.
















Outline the steps needed to delete a row or column.
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	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to insert images and other data to meet required specifications.

	Activity
	What is a watermark? How can you insert one into a Word document?











Describe one method that can be used to insert an image into a Word document.










What other data may you need to insert into your document?










For one type of data that you may need to insert, describe the method to do so.












[bookmark: _Toc418504626]Activity 4A
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to use advanced software functions to enable efficient production of documents.

	Activity
	Give examples of advanced software functions.














Choose two functions that apply to the type of documents that you create within your organisation. Write step-by-step instructions describing how to complete your chosen functions.


















In an example Word document, complete the two functions from your previous answer. Print and attach a copy.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to enter or import, and edit text and other data to meet required specifications.

	Activity
	Give examples of the different ways you can enter or import text into a Word document.
















For an example document that relates to your organisation, enter or import the relevant text. Edit this in order to meet the required specifications of your organisation. Print and attach a copy to your workbook.















Give examples of the other data that you may need to enter, import and edit.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to preview, adjust and print documents in accordance with organisational and task requirements.

	Activity
	How can you preview your document?








What may printing include?









When may you use the ‘Print to file’ option?









Outline the process of printing to file.








Choose another example of printing options. When may you use this option? Outline the process.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to name and store text documents, in accordance with organisational requirements and exit application without information loss/damage.

	Activity
	When naming your documents, what tips should you keep in mind?












When storing your document, what tips should you keep in mind?













What are the policies regarding naming and storing your documents within your organisation?
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to prepare text documents within designated timelines and organisational requirements for speed and accuracy.

	Activity
	What are timelines?














Give examples of timelines.













In order to stick to designated timelines, good time management skills are essential. Give examples of good time management skills.
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to use manuals, user documentation and online help to overcome problems with document design and production.

	Activity
	What is a manual? 











What is included in a manual?














What is user documentation?









Give details on how you have used manuals, user documentation or online help to overcome problems in the past. How did it help?
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	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:

· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done
· Formatting styles, and their impact on formatting, readability and appearance of documents
· Organisational requirements for ergonomics, work periods and breaks, and conservation techniques
· Organisational style guide
· Purposes, uses and functions of word processing software

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. Outline examples of design principles in relation to text-based documents.

2. Give details of any organisational style guides that you need to consider when designing and producing text-based documents.

3. Give examples of different formatting styles in relation to text-based documents. What impact may these formatting styles have on the readability and appearance of the document?

4. Outline any organisational requirements for ergonomics, word periods and breaks and conservation techniques.

5. Give examples of the different purposes, uses and functions of word processing software.

6. Who would you need to communicate with when, clarifying work requirements, and what can you do if you do not know how to perform a software function required for your task?
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	Estimated Time
	1-2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:

1. Prepare to produce word processed documents
2. Design word processed documents
3. Add tables and other data
4. Produce text documents.

Produce three different documents that are relevant to your organisation, making sure that you adhere to organisational requirements for ergonomics, and energy and resources.

For each document:

1. Identify the purpose, audience and presentation requirements of the document.

1. Identify any organisational or task requirements that apply to your document.

1. Design the structure and layout of your document.

1. Outline the design aspects that enhance the readability and appearance of your document.

1. Give details about any style sheets or automatic functions that you will use to ensure consistency.

1. Outline any advanced software functions that you will use.

1. Insert the relevant text, images and data. Edit as necessary.

1. Preview and print your document in accordance with organisational requirements. Attach a copy.

1. What did you name your document? Why did you choose this name?

1. Where did you store your document? Why did you choose to store it here?

1. How did you ensure that you met your designated timelines?

1. Did you experience and problems? If so, how did you overcome these?
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