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Candidate Details
[bookmark: _Toc418762958]Assessment – BSBITU30: Produce desktop published documents
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for BSBITU309: Produce desktop published documents. The initial activities are formative – the Major Activity is 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:		____________________________________________________________
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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
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to use safe work practices including addressing ergonomic requirements and using work organisation strategies.

	Activity
	Give examples of the injuries related to computer use.

Answers may include:

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

Give examples of the ergonomic requirements that may apply to you.

Answers 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.

How can you minimise your chances of being affected by the radiation coming from your computer screen?

Answers may include:

· Avoid working in front of your computer for too long
· Use an LED monitor 
· Keep a safe distance from your monitor
· Use radiation protection on your computer screen
· Consume plenty of Vitamin A and C (these can help reduce harmful effects of computer radiation)
· Put plants around your computer (they help to absorb some of the harmful radiation)
· Wash your face (particles of radiation can attach themselves to your face!)
· Take regular breaks. 
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to use energy and resource conservation techniques.

	Activity
	When producing desktop published documents, what energy and resource conservation techniques can you use?

Answers may cover a number of things related to energy saving in an office environment.

Answers 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. 

Explain which energy and resource conservation techniques you currently use.

Answers will vary between learners depending on the techniques they already use. Answers may relate to the information provided in the Learner Guide but may also relate to the learner’s own knowledge and experience.

How could you improve this?

Learners should demonstrate that they fully understand how to improve their energy and resource conservation techniques. They may use ideas from the Learner Guide or suggest their own. 
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	Estimated Time
	20 Minutes

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

	Activity
	What documents do you produce within your own organisation?

Answers will vary between learners depending on their own organisation and the types of documents they produce. They may refer to the examples given in the Learner Guide.

Choose one example from your previous answer.
What is the purpose of this document?

All answers will be different but the learner should show that they fully understand the possible purpose of their chosen document.

Who is the audience?

Again, all answers will vary depending on their chosen example. Learners should show that they understand who the audience of their document is. 

What presentation requirements should be considered?

Each answer will be different depending on the learner’s organisation and their chosen example. They should consider a wide range of presentation requirements that relate to their chosen document.

Who are the relevant personnel you should clarify these issues with?

Answers will depend on the organisation of the learner. They should know who they should clarify the purpose, audience and presentation requirements of their chosen example. 
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify organisational and task requirements for desktop published documents to ensure consistency of style and image.

	Activity
	Give examples of organisational and task requirements.

Answers 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 or other fields in headers and footers
· Templates.

In relation to the documents you create within your organisation, outline how you ensure consistency.

Answers will vary depending on the learner’s organisation and the documents that they create. They should demonstrate they understand how they can ensure consistency between their documents. 
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to design content structure and layout to ensure information and graphics are arranged according to related topics and in logical sequences.

	Activity
	What may the process of designing include?

Answers may include:

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

Which of these aspects have you used before? Explain how you used it.

Answers will vary depending on the aspects of design that the learner is familiar with. They should show that they know how to use it correctly. 

Choose an example of a desktop published document.
What elements within the structure and layout should you consider?

Answers will depend on the example that the individual chooses. They should show that they understand what elements of structure and layout apply to their chosen example.

Answers may refer to:

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

	Objective
	To provide you with an opportunity to select appropriate formatting and create templates or master pages to ensure consistency of design and layout.

	Activity
	What aspects of a document can ensure consistency within design and layout?

Answers may include:

· Annotated references
· Borders
· Bulleted and numbered lists
· Captions
· Consistency with other business documents
· Footnotes and endnotes 
· Indentations
· Page numbers
· Spacings
· Font styles and point size.

What elements would you include in a master page?

Answers may include:

· Logos
· Empty text frames
· Headers
· Footers
· Empty graphic frames
· Page numbers. 

Choose a type of document.
What are the aspects of formatting you should consider?

Answers will depend on the document that the learner has chosen as an example but may include:

· Paragraph spacing
· Line spacing 
· Fonts 
· Text size
· Page breaks 
· Borders 
· Headers 
· Footers. 
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to confirm layout with appropriate person.

	Activity
	Within your organisation, who do you have to confirm any layouts with?

Answers will vary depending on the individual and their organisation. Each learner should know who the appropriate person is. 

When confirming the layout with the appropriate person, what communication techniques should you remember?

Answers may include:

Make sure they understand
Don’t assume they know what you mean
Make sure you listen when they talk to you
Ask for helpful feedback
Take into account any cultural differences.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to prepare, format and enter required text.

	Activity
	Where may your text come from?

Answers may include:

· Supplied by a client 
· Supplied by your supervisor
· Created by you. 

What is text acquisition?

Text acquisition is the method by which your text is created and/or imported into your desktop publishing software. 

What is text composition?

Text composition is concerned with where and how your text is arranged on your page and how it is formatted. It consists of many different tasks and requires your time and attention to detail.

For an example of a type of desktop published document, explain how you might prepare, format and enter the required text.

Answers will vary according to the example that learners choose. They should demonstrate that they fully understand how to prepare, format and enter the required text of their chosen example document.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to import text from other applications and resolve any formatting issues.

	Activity
	What are the two way that you ca import text from other files?

Answers may include:

· Copying and pasting
· Loading file into desktop publisher.

Describe the steps of importing text from another file.

Answers may include:

· Select the empty frame you wish to use (if applicable)
· Click ‘Insert’ tab and choose ‘Text file’
· Or right-click your frame and click ‘Insert text file’
· Locate and select the file you wish to import
· If you want to retain the file’s formatting styles, check the ‘Retain format’ box
· If you don’t want to, then uncheck the ‘Retain format’ box
· Click ‘Open’.

If your imported text doesn’t look right, what should you do?

Answers may include:

· Select your own converter manually and re-try the importing process
· Revert back to your original word processor document and save it in a different format. 
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to scan or import graphics from other applications and resolve any formatting issues.

	Activity
	What are graphics?

Graphics are anything on your page that is not text.

Give examples.

Answers may include:

· Photographs
· Basic shapes
· Word art
· Charts and graphs
· Art work
· Line drawings
· Clip art.

How can you use a scanner to import images?

Answers should for through the process of scanning images.

Answers may include:

· Connect it to your computer (and turn it on)
· Place the image face-down on the scanner (like you are using a photocopier)
· Press the ‘Scan’ button
· Preview your scanned image
· Select the scan area in your software
· Set your options (type of scan)
· Scan the image
· Save your image.

What aspects of your graphics may need reformatting?

Answers may include:

· Size
· Thickness 
· Position 
· Alignment
· Dimensions 
· Shadowing
· Colours 
· Transparency 
· Rotation. 
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	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to arrange text and graphics according to organisational and task requirements.

	Activity
	What should a good page layout do?

Answers may include:

· Create an attractive and effective document
· Be pleasing to look at
· Effectively convey your message to the audience. 

Give examples of tips that you consider when arranging the text and graphics in your documents.

Answers may include:

· The elements on your page should have a visual connection to each other
· Try and have a single strong visual element
· Keep your different elements in balance
· Keep in mind any templates or styles that may be of use
· Carefully consider:
· Simplicity
· Text flow
· Typography
· Diversity
· Relative positioning.

Choose a type of desktop published document.
Use this example to draw a sketch of how you would arrange the text and graphics. List the specific things you have considered.

Answers will depend on the learner’s choice of document. They should demonstrate an understanding of how to arrange the text and graphics within their chosen document. 
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to review text for possible errors and omissions, and resolve any issues.

	Activity
	Prepare and create a simple desktop published document. 
Review the text you have used and identify any errors. How will you resolve these issues?

Learners should prepare and create a simple document using the knowledge and skills they have gained throughout the previous chapters. The learner should demonstrate an understanding of how to proofread their document, identify any errors and resolve these issues.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to check page order, structure and linkages.

	Activity
	Use the document you created in Activity 4A. Check the page order, structure and linkages. Describe this process and how you resolved any issues. 

Answers will differ between learners depending on the document that they created in the previous activity. They should demonstrate an understanding of why they should check page order, structure and linkages, how they should do this and how they can resolve any issues found. 
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to produce completed document in required format.

	Activity
	How will you produce your completed document (from Activity 4A) in its required format? 

Answers will vary depending on the type of document the learner created in Activity 4A. They should demonstrate an understanding of how to produce their document in the required format.
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	Estimated Time
	25 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
	Why should you name your document appropriately?

Naming your documents appropriately will help in the future when someone is required to relocate them.

What tips do you keep in mind when naming your documents?

Answers may include:

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

How do you usually store your documents?

Answers will be individual to the learner. They should demonstrate the way in which they store documents.

How can you improve your method?

Learners should demonstrate ways in which they can improve their method of storage.

What issues may you face when naming and storing your documents?

Answers may include:

· Too many characters (file names can only be up to 260 characters)
· Restricted characters (< > ? \ / ; * are all characters that cannot be used in file names)
· Compatibility issues.
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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 is a time line?

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

What may your designated time line be?

Answers may include:

· Time line agreed with internal or external client
· Time line agreed with supervisor or person requiring document
· Organisational time line e.g. Deadline requirements. 

Give examples of good time management.

Answers may include:

· Recording your deadlines
· Prioritising your tasks 
· Keeping track of your progress
· Knowing how to deal with possible problems that may arise. 
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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
	How can manuals help you to overcome problems?

Manuals include things like:

· 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. 

This will help to overcome any problems that may arise.

How can user documentation help you to overcome problems?

User documentation covers the following areas:

· Installation
· Reference
· Tutorial.

This will help to overcome any problems that may arise.

How can you find online help to help you overcome any problems?

A simple search on the internet will provide you with almost anything that you need.
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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
· Identify energy and resource conservation techniques
· Outline organisational requirements for ergonomics, work periods and breaks
· Describe contents and purpose of organisational style guides
· Explain purposes, uses and functions of desktop publishing software
· Outline various formatting styles and their effect on formatting, readability and appearance of documents

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.

Choose a simple document using desktop publishing.

1. Outline the design and layout principles for your chosen document.

2. Produce this document using your keyboarding and literacy skills.

3. Clarify the requirements with the relevant person. 

4. Proofread your document and edit it accordingly, solving any problems that you have identified.

5. What energy and resource conservation techniques have you considered whilst developing your document?

6. What are the organisational requirements in place for ergonomics, work periods and breaks?

7. Are there any organisational style guides that you had to think about? Did they have an effect on your document?

Answers will depend on the document that the learner chooses to produce. They should demonstrate that they have developed the required skills and knowledge.
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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 – 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 desktop published documents
2. Set up desktop published document
3. Create desktop published document
4. Finalise desktop published document.

Prepare, set up, create and finalise a desktop published document.

1. Outline how you will use safe work practices when producing your document.

2. List the energy and resource conservation techniques that you will consider. 

3. What is the purpose and audience of your document? Outline the presentation requirements. 

4. Identify the organisational and task requirements for your document. 

5. How will you design the structure and layout of your content to ensure the information and graphics are arranged according to related topics and logical sequences?

6. Explain how you would develop templates or master pages to ensure consistency.

7. Who will you confirm your layout with?

8. Describe the process you will through to prepare, format and enter the text you require.

9. How will you import text from other applications?

10. How will you import the graphics that you need?

11. How will you arrange the text and graphics according to organisational and task requirements?

12. What are your methods for reviewing the text within your document?

13. What will you check your page order, structure and linkages for?

14. How will you produce your document in the required format?

15. Explain how you will name and store your document.

16. How will you ensure that you prepare your text documents within the designated time lines?

17. What will you do if any problems arise?

Answers will depend on the document that the learners choose to develop. They should show a solid understanding of the information that is discussed in the Learner Guide whilst showing their ability to prepare, set up, create and finalise their document.
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