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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

[bookmark: _Toc418504616]Activities
[bookmark: _Toc399315686][bookmark: _Toc418504617]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?
Eye strain
Back problems



What are ergonomic requirements related to?
They are related to improving visibility and accessibility whilst keeping stress and fatigue to a minimum 



Give examples of ergonomic requirements that apply to your, your work and your organisation.
Avoiding radiation from computer screens
Chair height
Document holder
Footrest
Lighting
Posture



Sketch the perfect way to sit within a workspace.
[image: Image result for ergonomic way of sitting at a computer]










Outline ways that you use work organisation strategies.
Exercise breaks
Resting periods

Highlight areas of energy and resource conservation within your organisation that you think can be improved. How can these areas be improved?
By making sure that you turn off lights when not in use and that computers are not left on overnight 






[bookmark: _Toc418504618]
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?
Essays
Reports
Brochures
Flyers
Forms
Memos
tables
Minutes
Meeting agenda 












Take two of these examples and identify the purpose, audience and presentation requirements of each of them. 
Reports are often a multi-page document that are expressing info about a pre-determined topic, these reports can either be one or two pages long, to hundreds of pages.

Memos are a small email sent out to the staff of a specific company in order to inform them of things happening within the business. 














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?
For my example documents they would be the teachers that I was writing the documents for. 













[bookmark: _Toc418504619]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.
Colour scheme
Company logo
Content restrictions
House styles
Templates
Organisation name, time, date, document title, and filename











Why is a good company logo important?
Creates and promotes a recognisable icon for people to remember and link with the company. 






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?
Report.
Making sure that the header and that the footer match the other documents of my organisation, also following a template for each document. 















[bookmark: _Toc418504620]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?
Balance 
Diversity
Simplicity
Text flow
Typography. 











Choose one aspect of ‘design’ and describe it in detail. 
A document should be simple as to make sure that the information is able to be conveyed efficiently without clutter making it longer to read the document. 








[bookmark: _Toc418504621]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.
Text font, size.
Text colour.
Margins.
Page breaks.
Paragraphs.
Headers and footers.
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. 
By making sure that the text size of the document is readable
That the text colour contrasts against the background so that it is readable
That there are paragraphs to separate chunks of text
That there is page numbering to see what info in on what page
That there are page breaks to separate the information. 













When designing documents, what organisational requirements should you consider.
Company themes and styles
Templates
Logos
How to develop documents





[bookmark: _Toc418504622]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 are a feature that’s used with many different types of documents, this is a file or a form that defines the layout of a document. 





What can be specified within a style sheet?
Page size
Margins
Spacing
Text font
Text colour




Give an example of a CSS. What will it create?
<h1>Main Title</h1>
This creates a title. 






Outline an instance in which you have used a style sheet. How did this help to ensure consistency with design and layout?
By making sure that each of the titles has the same layout and style attached to them. 





What are automatic functions? Give examples.
Automatic functions are existing functions within a program to create and design documents.
They can be
Auto correct
Auto date
Auto format
Default settings
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. 









[bookmark: _Toc418504623]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.
Click insert tab
Click table
Chose table size
Table inserted.











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.
Right click and highlight multiple cells of the table, then right click and select merge cells.
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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.
Click layout in table tools tab
Click insert left or right in the rows and columns. 














Outline the steps needed to insert a row into a table.
Highlight the row above or below where you want your new row to appear
Click layout within you table tools tab
In the row and columns section, click insert above or insert below. 




Outline the steps needed to delete a row or column.
Click the layout tab under table tools
Highlight the row or column that you wish to delete
In rows and columns section click delete
Choose either delete columns or delete rows. 













[bookmark: _Toc418504625]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 image that appear behind the text within your document. 

Click the page layout tab
In the page background click watermark 
Click text watermark
Choose which watermark to use or create your own
Click OK










Describe one method that can be used to insert an image into a Word document.
Copying and pasting
Using the insert feature
Clicking and dragging. 





What other data may you need to insert into your document?
Clipart 
Data from other software
Files
Graphics
Quotes
References
Scanned documents
Tables, graphs and charts. 









For one type of data that you may need to insert, describe the method to do so.
Click insert tab
Click clipart
Search for the image that you want for the document
Click your chosen image and then it will be inserted into your document. 











[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.
Alternate headers and footers
Drawing tools
Graphics tools
Sections
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.
Click insert table, chose dimensions of said table, click insert







[bookmark: _Toc418504627]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.
Typing the text.
Using text that you have added to the auto text gallery.
Importing text from an external data source. 















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.

























[bookmark: _Toc418504628]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?
Click the file tab
Click print option







What may printing include?
Print merge
Print to file






When may you use the ‘Print to file’ option?
When you want to send your document to a commercial printer 








Outline the process of printing to file.
Click file
Click print
Select printer
Print to file box
Click print







Choose another example of printing options. When may you use this option? Outline the process.
Scanning for when you want to replicate a physical document.
Insert paper
Select scan
Chose options
Scan.







[bookmark: _Toc418504629]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?
Use keywords
Use name or initials
Use date
Be detailed 
Be consistent 









When storing your document, what tips should you keep in mind?
Store similar documents together for easy access.
Avoid large folder structures
Colour code your folders
Store documents online.












What are the policies regarding naming and storing your documents within your organisation?
Make sure that they are named appropriately, also to make sure that it is stored on both a physical device such as a hard drive and cloud. 






























[bookmark: _Toc418504630]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 events and tasks are marked in the sequence of their occurrence on a scale.








Give examples of timelines.
Within organisation deadline
Within an agreed period
By the end of the month
As requested. 












In order to stick to designated timelines, good time management skills are essential. Give examples of good time management skills.
Recording your deadlines
Prioritising your tasks
Keeping track of your progress
Knowing how to deal with possible problems that may arise.













[bookmark: _Toc418504631]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. 










What is included in a manual?
FAQ\glossary
How to navigate through the manual. 













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?
By looking up manuals and how to do whatever I am stuck with .








[bookmark: _Toc418504632]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.

1. Outline examples of design principles in relation to text-based documents.
Reading
Writing
Communication
Interacting with others
Purposes, uses and functions of word process software
2. Give details of any organisational style guides that you need to consider when designing and producing text-based documents.
Balance
Diversity
Simplicity
Text flow
Typography
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?
The font size of the words in the document are very important because it will have a massive impact on the readability of the document




4. Outline any organisational requirements for ergonomics, word periods and breaks and conservation techniques.
Document holder
Footrest
Lighting
Posture
Rest periods

You can use these conversation techniques such as 
Double sided paper
Recycling old paper
Using power saving options for equipment’s. 


5. Give examples of the different purposes, uses and functions of word processing software.
The use of style sheets
Inserting text
Inserting images
Inserting other data
Editing text, images and other data
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?
You can either ask the manager, supervisor, or the instructor. 
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Major Activity								
	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.
The purpose of the document is to create a rough layout and draft of a short film I had to create, the audience is the instructor of the subject, and the presentation requirements are that there is a context page and that there are appropriate headers and footers. 

1. Identify any organisational or task requirements that apply to your document.
That there is a title page as well as headers and footers.

1. Design the structure and layout of your document.
[bookmark: _GoBack]Title page.
Film treatment.
Three column script.
1. Outline the design aspects that enhance the readability and appearance of your document.
By making sure that the relevant information is separated with paragraphs, and that the text size is of a readable size but not too big as to take up too much space on the document.
1. Give details about any style sheets or automatic functions that you will use to ensure consistency.
A title page as well as automatic page numbering

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?
Film and television treatment, because that’s what I was told to create
1. Where did you store your document? Why did you choose to store it here?
I chose to store it on the school cloud so I can access it at any computer
1. How did you ensure that you met your designated timelines?
By making sure that the large portion of the assignment was done long before the due date so that gives me enough time to proof read the assignment and look for mistakes. 
1. Did you experience and problems? If so, how did you overcome these?
No I didn’t encounter any problems 
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