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BSBITU401 
Design and develop complex text documents

Learner Workbook
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Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBITU401: Design and develop complex 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: _Toc420063575]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:		________________________________________________________
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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 complex documents
3. Add complex tables and other data
4. Produce documents
You should also demonstrate the following skills:
Reading
Writing
Oral communication
Numeracy
Navigate the world of work
Interact with others
Get the work done. 
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	Estimated Time
	30 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.

	Case Study
	
Use safe work practices to ensure ergonomic, work organisation, energy and resource conservation requirements are met.

	Review Your Workplace

	Make comments on your WORKPLACE findings in respect to the details discussed:
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	Estimated Time
	40 Minutes

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

	Case Study
	
Consider a template of options for your WORKPLACE!

	Check
	Answer / Recommendation

	Who in your organisation creates documents?

	



	What kinds of documents do they create?

	



	What role does the user of the document have?

	



	Who reviews documents?

	



	Who edits documents?

	



	Who uses documents?

	



	Who approves the publication of documents?

	



	Who designs Web sites used for hosting your documents?

	



	Who sets guidelines and policies for managing documents?

	



	Who manages document records in your organisation?

	



	Who deploys and maintains the servers on which documents are stored?

	






Using the examples provided, detail your understanding and the use in your WORKPLACE of the following documents or document function.

	Document
	Your Workplace Use
	Additional Comments

	Call outs

	




	



	Captions

	





	

	Concordance files

	
	









	Document protection

	





	

	Forms with fields

	





	

	Hyperlinks

	





	

	Master documents

	





	

	MS wordart

	
	









	Multiple headers and footers

	





	

	Multiple sections

	





	

	Subdocuments

	




	

	Linked and/or embedded objects
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	Estimated Time
	30 Minutes

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

	Case Study
	
Detail the various organisational requirements in YOUR WORKPLACE for TEXT based business documents to ensure consistency of style and image

	Text based business documents
	Your workplace examples
Detail consistency of style and image

	1



	

	2



	

	3



	

	4



	

	5
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	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to evaluate complex technical functions of software for its usefulness in fulfilling requirements of the task and match document requirements with software functions to provide efficient production of documents.

	Case Study
	
Use your own document examples, preferably from your WORKPLACE, or examples provided such as:

· Meeting agenda
· Minutes
· Press release
· Project proposal
· Technical documentation and general user documentation, including Word, Excel, PowerPoint etc
Task 1
	List Documents
	What Software Produces This

	1


	

	2


	

	3


	

	MORE...



	



Task 2
	Software You Have Selected
	Relevant Technical Functions

	1

	

	2

	

	3

	

	MORE...



	



Task 3
	Usefulness To The Task
	How Do You Evaluate This

	1


	

	2


	

	3


	

	MORE...



	



Detail your thoughts on these complex technical function examples, again, preferably from your WORKPLACE experience.

Detail:
· The appropriate software to achieve the task
· The usefulness to a document task
· Please offer other examples of ‘complex technical functions’ that are not listed or referenced here with the class
	Complex technical function
	Software
	Usefulness to the task

	Alignment

	





	

	Embedding






	
	

	Fields

	




	

	Formulae


	





	

	Macros

	





	

	Style sheets






	
	

	Table of contents
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	Estimated Time
	40 Minutes

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

	Case Study
	
Structure and layout

· Design document structure and layout to suit purpose, audience and information requirements of task.
· Using your WORKPLACE as a reference, detail below your comments and findings on the suggested structure and layout examples.
· Please add more if you have had experience with those options.
	Option
	Purpose
	Your Workplace Findings

	Boxes

	



	

	Colour

	



	

	Columns

	



	

	Drawing

	



	

	Graphics

	



	

	Headings

	



	

	Letter and memo conventions

	



	

	Page layout

	



	

	Photographs

	



	

	Typeface

	



	

	White space
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	Estimated Time
	30 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.

	Case Study
	
In your WORKPLACE, or as directed by the instructor, spend time in designing EXAMPLES of document design, focusing on:

· Readability and appearance
· Meeting an organisational or task requirement
· Examples of style, layout and content structure
· Text and graphics arranged in a logical sequence
Instructor to first determine computer knowledge and skill levels of all students
	Instructors comments or directions
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use complex software functions to enable efficient manipulation of information and other material, and ensure consistency of design and layout.

	Case Study
	
Other forms of consistency that would require manipulation – EXAMPLES

· Where possible, use your WORKPLACE as reference of where you used complex software functions to complete the ‘manipulation’ example
· Use additional references if you have other more ‘complex’ examples than those provided
	Consistency examples 
	Describe complex software functions to accommodate this (workplace examples)

	Borders

	




	Bullet/number lists

	




	Captions

	




	Footnotes/endnotes

	





	Indentations

	




	Page numbers

	




	Spacing

	




	Typeface styles and point size

	




	Other

	





	Other
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	Estimated Time
	30 Minutes

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

	Case Study
	
· Using the details discussed in this element, and referencing your WORKPLACE, comment on your experiences found addressing the following EXAMPLES of document design and production and if you used a manual/user documentation or online help?
· Detail the pros and cons of using those options.
	Area
	Manual
	Online
	Pros / Cons

	Content issues

	



	
	

	Structural issues

	



	
	

	Balance

	



	
	

	Images

	


	
	

	Functions or shortcuts

	


	
	

	Layout problems

	




	
	

	Website issues

	




	
	

	Other

	




	
	

	Other
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	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to insert a standard table into document, changing cells to meet information requirements, format rows and columns as required and insert images and other data, formatting as required.

	Case Study
	
1. Insert a standard table into document, changing cells to meet information requirements
2. Format rows and columns as required
3. Insert images and other data, formatting as required
Under the direction of the instructor either in GROUPS or individually demonstrate your PRACTICAL understanding of the three elements just addressed.

Where possible, use examples of your WORKPLACE to illustrate this activity.

	Action
	Validated by the instructor for your competency and understanding

	Insert a standard table into document


	















	Format rows and columns
May include:
· Colour
· Cropping
· Layout
· Position in relation to other text
· Size
	




















	Insert images and other data
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	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to use complex operations to develop documents, and achieve required results.

	Case Study
	
Demonstrate to the satisfaction of the instructor how you would use complex operations to develop documents, and achieve required results 

	ACTION
Demonstrate how you would use complex operations
	Validated by the instructor for your competency and understanding
· Access to an actual workplace or simulated environment
· Access to office equipment and resources
· Access to examples of complex text documents and style guides


	1






	

	2







	

	3
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	Estimated Time
	40 Minutes

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

	Case Study
	
· Preview, adjust and print documents
·  Demonstrate to the satisfaction of the instructor how you would do this in accordance with organisational and task requirements 
	ACTION
Describe your organisational and task requirements
· Print merge
· Print to file
· To fit specific number of pages
· With comments
· With drawing objects
· With field codes
· With hidden text
	Validated by the instructor for your competency and understanding

· Access to an actual workplace or simulated environment
· Access to office equipment and resources
· Access to examples of complex text documents and style guides
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	Estimated Time
	40 Minutes

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

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

· Ensure YOU are fully aware of the WORKPLACE requirements for naming and storing documents.
· Describe what YOUR WORKPLACE requirements are in this regard?
	ACTION
· Authorised access 
· File names
· File/directory names 
· Filing locations
· Backing up files
· Filing hard copies 
· Security
· Storage 
· Exit application without information loss/damage
	Validated by the instructor for your competency and understanding

· Access to an actual workplace or simulated environment
· Access to office equipment and resources
· Access to examples of complex text documents and style guides
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	Estimated Time
	40 Minutes

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

	Case Study
	
Prepare documents within designated timelines and for speed and accuracy.y 

· Ensure YOU are fully aware of the WORKPLACE requirements for preparing documents within designated timelines.
· Describe what YOUR WORKPLACE requirements are in this regard while observing speed and accuracy?
	ACTION
· Timeline agreed with internal/external client
· Timeline agreed with supervisor/person requiring documents
· Organisational timeline e.g. Deadline requirements
· Observing speed and accuracy
	Validated by the instructor for your competency and understanding

· Access to an actual workplace or simulated environment
· Access to office equipment and resources
· Access to examples of complex text documents and style guides
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	Estimated Time
	1-2 Hours

	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:
· Follow organisational and safe work practices 
· Adhere to organisational requirements 
· Adhere to task requirements when producing complex documents 
· Resolve issues by referring to user documentation and online help
· Use appropriate data storage options
· Apply knowledge of complex operation and functions of industry software applications
· Communicate with relevant personnel
· Reading skills
· Writing skills
· Oral communication skills
· Numeracy skills
· Navigating the world of work
· Interacting with others
· Getting the work done
· Outline various formatting styles and their effect on formatting, readability and appearance of documents
· Explain organisational requirements for ergonomics, work periods and breaks, and conservation techniques
· Describe purpose and contents of an organisational style guide.

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

Your task is to design and develop a complex text document that is relevant to your organisation. Your instructor will give you your instructions and tell you exactly what they want you to produce.

1. As a group, discuss the task at hand. What are the requirements of the task? Demonstrate that you can listen carefully and contribute to the discussion.

2. Individually, develop a plan/design for your complex text document. Attach a copy to the workbook.
Show how you considered:
· Structure
· Layout
· Purpose
· Audience
· Readability and appearance.

3. Produce your document. Attach a copy to the workbook.

Demonstrate that you can:

· Adhere to organisational and task requirements
· Apply knowledge of complex operation and functions of industry software applications
· Insert text, tables, images and other data
· Format your document
· Preview and print
· Name and store document.

Reflect on the whole process.

4. In what ways did you use safe work practices? 

5. Did you face any issues or problems? How did you overcome them?

6. Outline how you named and stored your document.

7. Did you refer to an organisational style guide? What did you use it for?

8. Highlight the different formatting styles that you used. How did this affect the readability and appearance of your document?
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	Estimated Time
	1 Hour

	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 work processed documents
2. Design complex documents
3. Add complex tables and other data
4. Produce documents

1. When designing and developing your complex text documents, what safe work practices do you use?

2. Give examples of complex documents.

3. In order to ensure consistency of the style and image of your documents, you will need to keep your organisation’s requirements in mind. Give examples of these requirements. 

4. Outline different complex technical functions of software.

5. Give examples of different aspects of design, structure and layout that you may come across when designing and developing complex text documents.

6. Suggest ways that you can enhance the readability and appearance of your documents.

7. Highlight ways that you can ensure consistency with your design and layout.

8. If you were to face a problem, where could you possibly find the manual?

9. In a blank Microsoft Word document, add tables, images and other data. Create a step-by-step guide of your process using screen-shots. Attach a copy of both documents to workbook.

10. Give examples of complex operations that can be used to develop documents. 

11. Give examples of the different ways to print.

12. How do you name and store your documents? How is this in accordance with organisational requirements?
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