[bookmark: _GoBack]BSBITU313: Design and produce digital text documents
This document is to help the trainer plan their sessions for delivering the learning content, and identify any adjustments that need to be made.
	Number of learners
	Session sequence(s)

	
	1 - 6 + Summative Assessments 

	Relevant units previously completed by learner group

(Complete as appropriate)

	Unit elements

· Prepare to produce documents
· Design documents digitally
· Produce text documents digitally
	Methods of assessment

· Learner workbook answers
· Third party evidence
· Observations/simulations
· Outcome of summative assessments
· Learner-provided evidence
· Supplementary oral questions


	Unit description/application

This unit describes the skills and knowledge required to digitally design and develop text-based documents using advanced features of word processing applications/platforms.
It applies to individuals who possess fundamental skills in digital device operation, and basic skills in operation of word processing applications. They may work as individuals who provide administrative support within an enterprise, or may be technical/knowledge experts responsible for production of their own digital documents.
No licensing, legislative or certification requirements apply to this unit at the time of publication.


	Prior to commencing sessions: 

· Explain relevant terminology
· Make reasonable adjustments for content delivery and assessments
· Prepare relevant handouts


	Resources  for learners
	PowerPoint Slides, Learner Guide, Learner Workbook, Learner Evidence


	Resources  for assessors
	PowerPoint Slides, Learner Guide, Assessor Workbook, Assessment Matrix, Cover Sheet, Session Plan

	Resources  for third party
	Third Party Observation and Demonstration Checklists

	Health & safety considerations
	Explain general health and safety, fire exits, first aid, trip hazards and emergency procedures to all learners.

	General considerations
	Ensure all learners have required resources and learner workbooks/guides. If sharing training with another colleague, ensure that they have own copies of each resource and are aware of individual assessment requirements.



Sessions
Session 1
Location:

Commencement date:

Time required:

Content of session:

1.1 Adjust workspace, furniture and equipment to suit user ergonomic environments

· Ergonomic requirements
· Work organisation strategies

Activity 1A

1.2 Ensure workspace meets organisational requirements related to work health and safety, and energy and resource conservation, taking into account the type of digital device to be used

· Using energy and resource conservation techniques
· Taking into account your device

Activity 1B

1.3 Identify document purpose, audience and presentation requirements, and clarify with relevant personnel as required

· Purpose, audience and presentation requirements
· Clarifying with relevant personnel

Activity 1C

Special equipment/materials required:

Special considerations/reasonable adjustments:




Session 2
Location:

Commencement date:

Time required:

Content of session:

1.4 Identify organisational and task requirements for text-based business documents to ensure consistency of style and image

· Organisational and task requirements

Activity 1D

1.5 Select most appropriate word processing application to produce document, in accordance with available resources and organisational policies

· Word processing applications
· Additional considerations

Activity 1E

Special equipment/materials required:

Special considerations/reasonable adjustments:


Session 3
Location:

Commencement date:

Time required:

Content of session:

2.1 Design document structure and layout to suit purpose, audience and information requirements of task

· Designing the structure and layout of document

Activity 2A

2.2 Design document to enhance readability and appearance, and to meet organisational and task requirements for style and layout

· Enhancing readability and appearance of a document
· Organisational and task requirements

Activity 2B

2.3 Use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements

· Consistency of design and layout
· Style sheets
· Automatic functions

Activity 2C

Special equipment/materials required:

Special considerations/reasonable adjustments:

Session 4
Location:

Commencement date:

Time required:

Content of session:

2.4 Insert a standard table into document, changing cells, columns, and rows as necessary to meet information requirements

· Inserting tables

Activity 2D

2.5 Insert and format visual elements (including, for example, images or icons) to meet organisational and task requirements for style and layout

· Visual elements
· Formatting

Activity 2E

Special equipment/materials required:

Special considerations/reasonable adjustments:


Session 5
Location:

Commencement date:

Time required:

Content of session:

3.1 Use intermediate-level application functions to enable efficient production of digital text documents

· Using advanced software functions

Activity 3A

3.2 Enter or import, and edit text and other data to meet task requirements

· Entering and importing text
· Editing text
· Entering, importing and editing other data

Activity 3B

3.3 Preview, adjust and prepare documents for delivery in accordance with organisational and task requirements

· Preview and print

Activity 2C

Special equipment/materials required:

Special considerations/reasonable adjustments:


Session 6
Location:

Commencement date:

Time required:

Content of session:

3.4 Name and store document, in accordance with organisational requirements and exit application without information loss/damage

· Naming documents
· Storing documents
· Exiting without information loss or damage

Activity 3D

3.5 Deliver document within designated timelines and organisational requirements for speed and accuracy

· Timelines
· Time management

Activity 3E

3.6 Use relevant help functions to overcome intermediate issues with document design and production

· Overcoming problems
· Manuals
· User documentation
· Online help

Activity 3F

Special equipment/materials required:

Special considerations/reasonable adjustments:


Summative Assessments
Skills Activity
Location:

Commencement date:

Time required:

Special equipment/materials required:

Special considerations/reasonable adjustments:



Knowledge Activity
Location:

Commencement date:

Time required:

Special equipment/materials required:

Special considerations/reasonable adjustments:



Performance Activity
Location:

Commencement date:

Time required:

Special equipment/materials required:

Special considerations/reasonable adjustments:
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