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Candidate Details
[bookmark: _Toc418504565]Assessment – BSBITU303: Design and produce text documents
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for BSBITU303: Design and produce text documents. The initial activities are formative – the Skills and Knowledge and Major Activities are summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
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: _Toc418504566]
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:		________________________________________________________
Activities
[bookmark: _Toc418504567]Activity 1A
	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?

Answers may include:

· Repetitive strain injury
· Eye strain and discomfort
· Back problems. 

What are ergonomic requirements related to?

Ergonomic requirements are related to improving visibility and accessibility whilst keeping stress and mental fatigue from sounds, vibration, motion and shock at a minimum.

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

Answers will vary depending on the individual, their work and their organisation.

However, they may refer to:

· 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.

Sketch the perfect way to sit within a workspace.

Sketches may vary between learners but they should be similar to the example provided in the chapter.






Outline ways that you use work organisation strategies.

Answers will be individual to the learner depending on the way that they work.

Answers may refer to:

· Exercise breaks 
· Mix of repetitive and other activities
· Rest periods. 

Highlight areas of energy and resource conservation within your organisation that you think can be improved. How can these areas be improved?

Answers will depend on the learner’s organisation and their current energy and resource conservation techniques. The learner should suggest appropriate improvements that indicate they know how to use energy and resource conservation techniques effectively.
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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?

Answers may vary depending on the learner’s organisation but may include:

· Brochures
· Calendars
· Faxes
· Flyers
· Forms
· Mail merge documents, including labels
· Memos
· Multi-page letters
· Promotional material 
· Reports 
· Schedules
· Tables
· Minutes
· Press release
· Meeting agenda
· Technical/user documentation
· Project proposal.

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

Answers will vary depending on the learner’s answer to the previous question. They should choose two of their examples and look in-depth at their purpose, audience and presentation requirements. 

For example:

[bookmark: _Toc409428401]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: _Toc409428402]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.

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?

Answers will vary between learners depending on their example documents and their organisation. They should demonstrate that they know who they need to clarify the purpose, audience and presentation requirements of their documents with.





[bookmark: _Toc418504569]Activity 1C
	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.

Answers will depend on the learner’s organisation and the requirements but may include:

· 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, etc. In header/footer
· Templates.

Why is a good company logo important?

Answers may include:

· Creates and promotes recognition
· Visual representation of everything that your organisation stands for
· Leads to more business
· Enhances first impressions
· Indicates professionalism
· Builds loyalty
· Establishes brand identity.

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?

Answers will vary on the learner’s organisation and their example document. They should identify the requirements that relate to their example document. They should outline how they could ensure consistency of style and image, specifically related to their particular document. They may refer to many things, including colour schemes, logos and templates. 





[bookmark: _Toc418504570]Activity 2A
	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?

Answers may include:

· Balance
· Diversity
· Relative positioning of graphics and headings
· Simplicity
· Text flow
· Typography.

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

Learners should choose one of the aspects of ‘design’ that they outlined in their previous answer and describe it in more detail. They can use the information provided in this unit or draw upon their own knowledge, as long as they show a solid understanding of that particular aspect of ‘design’. 

For example:

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
· 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.

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. 

Answers will vary depending on the example document that the learner chooses. The example document should relate to the learner’s organisation. They should demonstrate that they understand how to ensure that the design of a document’s structure and document suits its purpose, audience and requirements.

They may refer to:

· Balance
· Diversity
· Relative positioning of graphics and headings
· Simplicity
· Text flow
· Typography
· Boxes
· Colour
· Columns
· Drawing
· Graphics
· Headings 
· Letter and memo conventions 
· Page layout
· Photographs
· Typeface
· White space. 






[bookmark: _Toc418504571]Activity 2B
	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.

Answers may refer to:

· Text font
· Text size
· Text colour
· Headings and subheadings 
· Paragraphs
· Margins
· Page breaks
· Headings and footers
· Justification
· Line and paragraph spacing
· Page numbering.

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. 

Learners should use the elements from the previous answer and apply them to a particular example of document. They should use enough detail to demonstrate that they understand how they can enhance the readability and appearance of their example document.

When designing documents, what organisational requirements should you consider.

Answers may refer to:

· Company themes and styles
· Templates
· Copyright legislation
· Logos
· How to develop documents
· Where to keep copies of documents
· Time or money spent developing documents
· any security issues that should be considered.





[bookmark: _Toc418504572]Activity 2C
	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?

Style sheets, also known as templates, are a feature that is used in the production of many types of documents; they allow you to store and apply a specific formatting to your documents. It is a file or a form that defines the layout of a document. Style sheets will only the affect the visual layout of a document – not the structure.

What can be specified within a style sheet?

Answers may refer to a variety of things, including:

· Page size
· Margins
· Spacing
· Text font
· Text colour.

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

Answers will vary depending on the learner’s experience, skills and knowledge.

For example the following CSS will set the colour of the text within a paragraph as blue and surrounds it with a solid orange border:

P. special {
colour: blue;
border: solid orange;
}

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

Answers will vary depending on the learner’s experience. They should describe a time when they used a style sheet, in depth, and highlight how it helped to ensure consistency with the design and layout of the document. They may refer to the codes mentioned within this unit; or similar ones. Their answer should illustrate that they know what a style sheet is, how it can be used and how it ensures consistency.

What are automatic functions? Give examples.

Automatic functions are the existing functions within a program used to design and create documents. They allow for consistency with design and layout.

Examples may include:

· Auto correct 
· Auto date
· Auto format
· Auto text
· Default settings 
· Headers and footers
· Page numbering
· Styles
· Table headings.

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

Automatic functions are present in every program that is used to create text-based business documents. This means there may be a range of answers depending on the individual. They should choose and appropriate example and highlight how it ensured consistency with design and layout.





[bookmark: _Toc418504573]Activity 3A
	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.

Answers will vary but may include:

Method one
1. Click the place in your document where you want the table inserting
2. Click the ‘Insert’ tab
3. Click the ‘Table’ tab
4. Using your cursor, highlight the size of the table that you wish to insert
5. Click there and the table will be inserted.

Method two
1. Click the place in your document where you want your table inserting 
2. Click the ‘Insert’ tab
3. Click the ‘Table’ tab
4. Click ‘Quick Tables’
5. Choose which table you wish to insert from the drop down list.

Method three
1. Click the place in your document where you want the table inserting
2. Click the ‘Insert’ tab
3. Click the ‘Table’ tab
4. Choose ‘Insert Table’
5. In the window that appears (see the image below), specify the options of your table. For example, how many rows and columns do you want?
6. Click ‘OK’.

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.

Learners should use the method that they outlined in their previous answer to create a standard table in a blank Word document. By providing a print out, they can show that they can do this correctly.

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.

Learners should demonstrate that they know how to modify their table. For example, they may show that they have shaded cells and applied borders. Along with a print out of their modified table, they should write their steps down.

For example:

· Right click in your table somewhere
· Click ‘Table Properties’
· Click ‘Borders and Shading…’
· Modify settings and press ‘OK’.





[bookmark: _Toc418504574]Activity 3B
	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.

Answers may include:

1. Highlight the column to the left or right of where you want your new column to appear
2. Click ‘Layout’ within your ‘Table Tools’ tab
3. In the ‘Rows & Columns’ section, click ‘Insert Left’ or ‘Insert Right’.

Or:

1. Highlight the column to the left or right of where you want your new column to appear
2. Right click with your mouse
3. Click ‘Insert’
4. Select either ‘Insert Columns to the Left’ or ‘Insert Columns to the Right’.

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

Answers may include:

1. Highlight the row above or below where you want your new row to appear
2. Click ‘Layout’ within your ‘Table Tools’ tab
3. In the ‘Row & Columns’ section, click ‘Insert Above’ or ‘Insert Below’.

Or:

1. Highlight the row above or below where you want your new row to appear
2. Right click with your mouse
3. Click ‘Insert’
4. Select either ‘Insert Rows Above’ or ‘Insert Rows Below’.

Or:

Click at the end of the current row then press ‘Enter’ on your keyboard.

Outline the steps needed to delete a row or column.

Answers may include:

1. Click the ‘Layout’ tab under ‘Table Tools’
2. Highlight the row or column that you wish to delete
3. In the ‘Rows & Columns’ section, click ‘Delete’
4. Choose either ‘Delete Columns’ or ‘Delete Rows’.


[bookmark: _Toc418504575]Activity 3C
	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?

Watermarks are the text or images that appear behind the text within your document.

To insert a watermark, follow these steps:

1. Click the ‘Page Layout’ tab
2. In the ‘Page Background’ sections, click ‘Watermark’ 
3. Choose an existing watermark within the gallery or click ‘Custom Watermark’
4. Click ‘Text watermark’
5. Type the text you wish to use and modify it to meet your specifications
6. Click ‘OK’
7. Use ‘Print Layout’ view to see what you watermark will look like on your printed document.

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

Learners may use any of the examples discussed within this unit, for example:

· Copying and pasting
· Using the Insert feature
· Clicking and dragging.

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

Answers may include:

· Clip art
· Data from other software applications 
· Digital photographs
· Files
· Graphics
· Quotes
· References 
· Scanned photographs and logos
· Tables, graphs and charts.

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

Answers will vary depending on the type of data the learner chooses. They should describe the method well to indicate they fully understand how to insert their chosen data into their document. 

For example:

To insert clip art into a Microsoft Word document, follow these steps:

· Click the ‘Insert’ tab
· Select Clip Art
· Search for the image that you wish to add
· Click your chosen image and it will insert it into your document.





[bookmark: _Toc418504576]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.

Answers may include:

· Alternate headers and footers
· Drawing tools
· Graphics tools 
· Importing data/objects/pictures 
· Mail merge
· Newspaper columns 
· Sections
· Sort
· Styles
· Tables
· Templates.

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.

Answers will vary depending on the two functions that learners choose. They should give clear, detailed instructions that show that they know how to complete their chosen functions. 

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

Learners should attach an example Word document that shows they can complete the two functions from their previous answer. This shows that they can follow their own instructions. 





[bookmark: _Toc418504577]Activity 4B
	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.

Answers may include:

· Typing the text
· Using text that you have added to the ‘AutoText’ gallery
· Using the ‘AutoCorrect’ settings that you have modified
· Importing text from an external data source
· Importing text without using a connection. 

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.

Answers will vary depending on the learner’s organisation and the example document that they have chosen. They should print and attach a copy of their document to indicate that they can enter and import text successfully. They should also show that they can edit the text depending on the specifications of their organisation. For example, the font, colour and size of the text should reflect their organisation’s style guide.

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

Answers may include:

· Watermarks
· Images 
· Clip art
· Data from other software applications 
· Digital photographs
· Files
· Graphics
· Quotes
· References 
· Scanned photographs and logos
· Tables, graphs and charts.





[bookmark: _Toc418504578]Activity 4C
	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?

Answers should include:

· Click the ‘File’ tab
· Click the ‘Print’ option.

What may printing include?

Answers may include:

· Print merge 
· Print to file
· With comments
· With drawing objects
· With field codes 
· With hidden text.

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

Answers may include:

· You want to send your document to a commercial printer
· You don’t have a printer handy but you want to archive your document and print it later
· You want to send your document to someone that has the same printer, but doesn’t have the program that you used to create your document. 

Outline the process of printing to file.

Answers should include:

· Click the ‘File’ tab
· Click ‘Print’
· Select the ‘Printer’ drop down menu
· Tick the ‘Print to File’ box (see image below)
· Click ‘Print’
· If applicable, select a name and location for your document.

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

Answers will vary depending on the learner’s example. They should demonstrate an understanding of their chosen printing option, when they may need to use it and the process of doing so.



[bookmark: _Toc418504579]Activity 4D
	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?

Answers may include:

· Use keywords
· Use your name or initials
· Use date
· Use alphabetic codes
· Use version numbers 
· Use descriptors
· Use underscores 
· Use common names
· Be detailed
· Be consistent.

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

Answers may include:

· Store similar documents together
· Don’t save unnecessary documents
· Avoid large folder structures
· Use shortcuts rather than having multiple copies
· Colour code your folders 
· Think about storing documents online 
· Make sure that the documents that you use every day can be accessed easily.

What are the policies regarding naming and storing your documents within your organisation?

Answers will vary depending on the learner’s organisation. They should demonstrate that they have an understanding of the policies that are in place within their organisation, regarding naming and storing documents. They should include things like the appropriate file names, any relevant policies on how to store hard copies and when to use passwords.





[bookmark: _Toc418504580]Activity 4E
	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?

Timelines are where key planned events and tasks are marked in the required sequence of their occurrence on a suitable scale.

Give examples of timelines.

Answers may include:

· Within organisational deadline
· Within an agreed period
· By the end of the month
· Daily
· As requested.

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

Answers may include:

· Recording your deadlines
· Prioritising your tasks 
· Keeping track of your progress
· Knowing how to deal with possible problems that may arise. 





[bookmark: _Toc418504581]Activity 4F
	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? 

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).

What is included in a manual?

Answers may include:

· A cover page, a title page and a copyright page 
· 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. 

What is user documentation?

Documentation is the information that is provided to help you use a particular program, including technical manuals and online information.

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

Learners should give details on a past experience on using manuals, user documentation or online help to overcome problems. They should outline how it helped them.





[bookmark: _Toc418504582]Skills and Knowledge Activity
	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.

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.

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

Answers may refer to:

· Balance
· Diversity
· Relative positioning of graphics and headings
· Simplicity
· Text flow
· Typography.

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

Answers will vary depending on the learner’s organisation’s style guide. 

Answers may refer to:

· 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, etc. In header/footer
· Templates.

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?

Answers may refer to:

· Paper size and page orientation
· Text font, colour and size
· Headings and subheadings
· Paragraphs
· Margins and page breaks
· Headings and footers
· Justification
· Spacing (line and paragraph)
· Page numbering
· Language
· Underlining, italics and bold
· Tables.

Any example given by the learner should be accompanied by an acknowledgement of the impact it has on the readability and appearance of the document. For example, the font, size and colour of text have a huge impact on the readability of a document; some fonts are easier to read than others. These aspects also affect the appearance of the document and should be considered carefully. 

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

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.

Work organisation strategies may include:

· Exercise breaks 
· Mix of repetitive and other activities
· Rest periods. 

Conservation techniques 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. 

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

Answers will vary between learners. They should give good, solid examples.

For example:

· The use of style sheets
· The use of automatic functions
· Inserting text
· Inserting images
· Inserting other data
· Editing text, images and other data
· Using advanced software functions
· Previewing and printing options. 

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?

Regarding communications for work requirements, answers will depend upon the learner’s organisational structure for work procedures and may include:

· Manager/supervisor
· Colleague
· Department contact.

To resolve queries on performing software functions, in the first instance you can refer to user documentation, manuals and online help. If unsuccessful, you can ask your manager/IT contact for assistance.
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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 – you should let the learners know whether they will complete it during class or in their own time.

Completed answers should be attached to the workbook.

They must individually, answer the following questions in full to show their 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. 

Documents may include:

· Brochures
· Calendars
· Faxes
· Flyers
· Forms
· Mail merge documents, including labels
· Memos
· Multi-page letters
· Promotional material 
· Reports 
· Schedules
· Tables.

For each document:

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

Answers will vary for each learner and each type of document that they choose.

Although the purposes of each of the documents will depend on the document itself and the organisation, purposes are often:

· To give instructions
· To persuade the reader
· To provide information
· To prohibit something. 

The audience will often depend on the organisation, the type of document and the purpose of that document. For example, a flyer for a nightclub may be aimed at young people – maybe students.

The presentation requirements will depend on the organisation, the type of document, the purpose of the document and the audience. 

Answers may refer to:

· Company colours
· Different size fonts
· Different materials
· Company logo
· Different backgrounds
· Having important points in bold
· Contact details.

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

Answers will vary between learners depending on their organisation and their task at hand. By answering this question, they can demonstrate that they have a full understanding of any organisational and task requirements that may apply to the creation of the three types of documents that they have chosen. 

Answers may refer to:

· 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, etc. In header/footer
· Templates.

3. Design the structure and layout of your document.

Each design will be different depending on:

· The learner
· The types of document they are designing
· Their organisational and task requirements
· The purpose of each document
· The audience of each document.

Design may involve:

· Balance
· Diversity
· Relative positioning of graphics and headings
· Simplicity
· Text flow
· Typography.

The elements that the learner may consider may include:

· Boxes
· Colour
· Columns
· Drawing
· Graphics
· Headings 
· Letter and memo conventions 
· Page layout
· Photographs
· Typeface
· White space. 

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

Answers may refer to the use of:

· Paper size and page orientation
· Text font, colour and size
· Headings and subheadings
· Paragraphs
· Margins and page breaks
· Headings and footers
· Justification
· Spacing (line and paragraph)
· Page numbering
· Language
· Underlining, italics and bold
· Tables.

All answers should relate to enhancing the readability and appearance of the document.

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

Learners should refer to any style sheets or automatic functions that they may use to ensure consistency within their document – and between their documents. A style sheet is better known as a template and may include the specifics such as page size, margins, spacing and text font and colour. 

Automatic functions may include:

· Auto correct 
· Auto date
· Auto format
· Auto text
· Default settings 
· Headers and footers
· Page numbering
· Styles
· Table headings.

Learners should attempt justify any style sheet or function that they plan to use.

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

Answers may refer to:

· Alternate headers and footers
· Drawing tools
· Graphics tools 
· Importing data/objects/pictures 
· Mail merge
· Newspaper columns 
· Sections
· Sort
· Styles
· Tables
· Templates.

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

By providing a printed copy of each document that they have produced, the learner can demonstrate that they can successfully insert the relevant text, images and data. Data may include graphs, charts, tables, watermarks, etc. Their printed copy will also demonstrate if they have edited the text, images and other data correctly. Their printed documents should be in line with task and organisational requirements. 

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

Depending on the learner’s organisational and task requirements, printing may include:

· Print merge 
· Print to file
· With comments
· With drawing objects
· With field codes 
· With hidden text.

Whichever printing method is necessary, the learner should demonstrate their ability to do this.

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

Learners should justify why they chose their particular file name. They may choose to use the date, their initials, an alphabetic code, version numbers etc. Ideally, a file name should be easy to locate in the future.

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

Learners should explain where they have stored their document and why. 

For example:

· Have they backed-up?
· Have they stored a hard copy?
· Have they applied a password?
· Have they used a hard drive or USB stick?

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

Answers may refer to the learner’s attempts at time management in order to meet their designated timelines (in this case, the length of this activity).

Time management skills may include:

· Recording your deadlines
· Prioritising your tasks 
· Keeping track of your progress
· Knowing how to deal with possible problems that may arise. 

12. Did you experience any problems? If so, how did you overcome these?

Learners should give details of any problems that they experienced whilst producing their documents. If problems did occur, learners should explain how they overcame these problems.

For example:

· Using a manual
· Using the user documentation
· Obtaining help online.
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