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[bookmark: _Toc415143422][bookmark: _Toc415154318]Unit of Competency
Application
This unit describes the skills and knowledge required to design and produce various business documents and publications. It includes selecting and using a range of functions on a variety of computer applications.

It applies to individuals who possess fundamental skills in computer operations and keyboarding. They may exercise discretion and judgement using appropriate theoretical knowledge of document design and production to provide technical advice and support to a team.

No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Information and Communications Technology – IT Use

[bookmark: _Toc329018037]

[bookmark: _Toc329018038]Performance Criteria
	Element
Elements describe the essential outcomes.
	Performance Criteria
Performance criteria describe the performance needed to demonstrate achievement of the element.


	1. Select and prepare resources
	1.1 Select and use appropriate technology and software applications to produce required business documents
1.2 Select layout and style of publication according to information and organisational requirements
1.3 Ensure document design is consistent with company and/or client requirements, using basic design principles
1.4 Discuss and clarify format and style with person requesting document/publication


	2. Design document
	2.1 Identify, open and generate files and records according to task and organisational requirements
2.2 Design document to ensure efficient entry of information and to maximise presentation and appearance of information
2.3 Use a range of functions to ensure consistency of design and layout
2.4 Operate input devices within designated requirements


	3. Produce document
	3.1 Complete document production within designated timelines according to organisational requirements
3.2 Check document produced to ensure it meets task requirements for style and layout
3.3 Store document appropriately and save document to avoid loss of data
3.4 Use manuals, training booklets and/or help‑desks to overcome basic difficulties with document design and production


	4. Finalise document
	4.1 Proofread document for readability, accuracy and consistency of language, style and layout prior to final output
4.2 Make any modifications to document to meet requirements
4.3 Name and store document in accordance with organisational requirements and exit application without data loss/damage
4.4 Print and present document according to requirements





[bookmark: _Toc415143424][bookmark: _Toc415154320]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.

	[bookmark: _Toc329018040]Skill
	Performance
Criteria

	Description

	Reading
	2.1, 2.2, 3.2, 3.4, 4.1
	· Recognises and interprets textual information from a range of sources to determine and adhere to requirements
· Applies strategies to self-correct and verify clarity and conformity of information


	Writing
	2.2, 2.3, 3.1, 4.2, 4.3
	· Develops documents using required format, accurate spelling and grammar and terminology specific to requirements
· Organises content to support purposes and audience of material, using clear and logical language


	Oral communication
	1.4
	· Confirms requirements with relevant personnel using specific terminology and listening and questioning techniques


	Navigate the world of work
	1.2, 1.3, 2.1, 2.4, 3.1, 3.2, 4.2-4.4
	· Recognises and follows explicit and implicit protocols and meets expectations associated with own role


	Interact with others
	1.4
	· Selects and uses appropriate conventions and protocols when communicating in a range of familiar work contexts


	Get the work done
	1.1-1.3, 2.1-2.4, 3.1-3.4, 4.1-4.4
	· Uses basic features and functions within applications to access, store, organise data and perform routine work tasks





[bookmark: _Toc415143425][bookmark: _Toc415154321]Assessment Requirements
Performance Evidence

Evidence of the ability to:

Select appropriate technology and software for design and production of business documents
Adhere to organisational requirements when:
selecting layout and style
opening and generating files
producing documents within designated timelines
naming and storing documents
printing and presenting documents
Adhere to task requirements when producing documents including:
applying basic design principles 
applying consistent formatting
using appropriate styles
using correct layouts
proofreading as required
Use appropriate data storage options
Apply knowledge of functions and features of contemporary computer applications
Print and present completed documents

Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.

Knowledge Evidence

To complete the unit requirements safely and effectively, the individual must:

Identify appropriate technology for production requirements
Describe functions and features of contemporary computer applications
Outline organisational policies, plans and procedures
List organisational requirements for document design e.g. style guide

Assessment Conditions
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the information and communications technology – IT use field of work and include access to:

Office equipment and resources
Relevant software applications
Examples of style guides
Organisational procedures

Assessors must satisfy NVR/AQTF assessor requirements.

Links

Companion volumes available from the IBSA website: http://www.ibsa.org.au/companion_volumes 

[bookmark: _Toc418762434]Housekeeping Items
Your trainer will inform you of the following:
Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.
Any rules, for example asking that all mobile phones are set to silent and of any security issues they need to be aware of. 
What times the breaks will be held and what the smoking policy is.
That this is an interactive course and you should ask questions.
That to get the most out of this workshop, we must all work together, listen to each other, explore new ideas, and make mistakes. After all, that’s how we learn.
Ground rules for participation:
Smile
Support and encourage other participants
When someone is contributing everyone else is quiet
Be patient with others who may not be grasping the ideas
Be on time
Focus discussion on the topic
Speak to the trainer if you have any concerns
[bookmark: _Toc326743762][bookmark: _Toc328654778][bookmark: _Toc330386597][bookmark: _Toc418762435]Objectives
Discover how to select and prepare resources
Know how to design document
Learn how to produce document
Understand how to finalise document
Gain skills and knowledge required for this unit 


[bookmark: _Toc418762436]1. Select and prepare resources
1.1. 	Select and use appropriate technology and software applications to produce required business documents
1.2. 	Select layout and style of publication according to information and organisational requirements
1.3.	Ensure document design is consistent with company and/or client requirements, using basic design principles
1.4.	Discuss and clarify format and style with person requesting document/publication
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[bookmark: _Toc418762437]1.1 – Select and use appropriate technology and software applications to produce required business documents
[bookmark: _Toc418762438]Business documents
Business documents are written or electronic documents that represent an organisation in relation to its external parties. 
Business documents may include:
Accounts statements
Client databases
Newsletters
Project reviews
Proposals
Reports
Web pages.
Accounts statements
Accounts statements should be accurate and are critical for an organisation’s budgeting. They may include any official summary of an account.
For example:
Insurance accounts
Credit card bills
Checking account
Brokerage account.
Client databases
Client databases are used by organisations to store all necessary information related to their clients. For it to be beneficial to an organisation, it is important that a client database is maintained well. 
This information may include:
[image: ]Address
Phone number
E-mail address 
Previous purchases
Customer feedback
Customer preferences.
This information may help an organisation to:
Contact clients
Issue bills
Send clients special offers
Create marketing campaigns
Track complaints
Check special notes on file.
[image: ]Newsletters
Business newsletters can help an organisation to provide helpful advice to their clients whilst keeping their own profile high. It is a cost-effective method for building relationships and maintaining contact with clients. 
Newsletters should:
Be signed-up for
Grab client’s attention
Be timed correctly
Be brief 
Follow organisational guidelines. 
Project reviews
A project review can allow an organisation to look back and evaluate a particular project’s success. It can help to identify whether the original objectives were achieved and if they were not achieved; why not? The findings of a project review can be helpful for an organisation’s future.
The questions that may be asked within a project review may include:
Is the project delivering?
Is the allocated budget sufficient?
Have any issues been identified and resolved?
Have the risks been controlled?
Is the project on track?
Proposals
A business proposal is a document that offers an organisation’s products or services to a potential buyer or client. It often outlines the requirements of the buyer or client in a way that favours the organisation’s own products and services. 
A successful business proposal will result in a sale and will include information such as a:
Problem statement
Proposed solution 
Pricing information.
Reports
[image: ]A business report is a formal document that gives details of an organisation’s situation. It may also establish the plan and direction needed to meet the organisation’s future goals. 
Reports can cover a variety of topics, including:
Financial data
Marketing plans
Safety compliance
Sales figures.
Depending on the topic that it covers, a report may be short and simple or long and detailed. 
Web pages
Nowadays, it is essential that, as a business, you have a website for your clients to access. A web page is key to creating and developing new customers and clients. 
In order to give your potential customers and clients confidence in your organisation, your web page should include things like:
Organisation’s background
Any experience
Any other credentials.
Business documents may be prepared by:
Business owners
Employees
Outside professionals (lawyers or accountants).
An organisation may use business documents to:
Transact business
Communicate
Analyse productivity. 
[bookmark: _Toc418762439]Selecting appropriate technology and software
These business documents may need to be referred to for a long period of time; they should be well written. As these documents provide evidence for and organisation’s dealings, it is essential that the appropriate technology and software is used to produce them. The correct technology and software will depend on the type of business document you are producing. 
Technology may include:
Computers
Photocopiers
[image: ]Printers
Scanners.
Software may include:
Accounting packages
Database packages
Presentation packages
Spreadsheet packages
Word processing packages.


Activities
[bookmark: _Toc418762413]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to select and use appropriate technology and software applications to produce required business documents.

	
	
1. In relation to your own organisation, decide on a business document. 













2. Describe what this document may include:
· What is the correct technology and software that you should use to produce your business document?
· What is the purpose of this business document? Who is it targeting?






















[bookmark: _Toc418762441]1.2 – Select layout and style of publication according to information and organisational requirements
[bookmark: _Toc418762442]Layout and style
When producing any business document, it is essential to select the correct layout and style; you need to ensure it is readable and fit-for-purpose.
Different layouts and styles that you may want to consider may include:
Page orientation:
[image: ]Portrait?
Landscape?
Colours:
Red?
Blue?
Fonts:
Times New Roman?
Arial?
Text size:
9?
24?
Headings?
Margins?
Headings and footers?
Spacing :
Single?
Double?
Page numbering:
In the top corner?
In the bottom corner?
There are many different layouts and styles; the one you choose will depend on the type of business document you are developing. 
Let’s have a look at business reports as an example.
Whether they are simple or very detailed, a business report should include:
The date
Writer’s name
A title page (or heading)
Tables of contents
A summary of the main points 
An introduction
A conclusion
Page numbers. 
The specific way that these things look will depend on your organisational requirements. 
[bookmark: _Toc418762443]Organisational requirements
As we have established already, the layout and style of the publication will depend on the requirements of your organisation.
Organisational requirements may include:
Budgets
Correctly identifying and opening files
Legal and organisational policies, guidelines and requirements
Locating data
Log-on procedures
Manufacturers' guidelines
Occupational health and safety policies, procedures and programs
Quality assurance and/or procedures manuals
[image: ]Saving and closing files
Security
Storing data.
It is important to consider the requirements within your organisation when designing and producing any business document. 
The policies and procedures surrounding business documents that exist within your organisation may outline:
How to develop the documents
Where to keep copies of the documents
How much to spend when developing the documents
Any quality assurance checks that may be required
Any security issues that should be considered
Any legal policies or procedures relating to documents
The correct way to store any data
The style guide to develop documents from.
[bookmark: _Toc418762444]Consistency 
The most important thing to remember when producing business documents of any sort is consistency. Whatever layout or styles you decide on; make sure they are the same throughout the document. 
[image: ]Consistency is important as it ensures:
The content flows smoothly
It looks professional
The document is easier to follow/use
Everything makes sense.
To ensure consistency within your business documents, you should use a template or style guide (if available).



[bookmark: _Toc418762446]1.3 – Ensure document design is consistent with company and/or client requirements, using basic design principles
[bookmark: _Toc418762447]Basic design principles
Once a business document has been designed, you should ensure that it is consistent with organisational and/or client requirements. The process of ensuring that your business document is consistent with requirements can be done using basic design principles. By understanding these basic principles, you can ensure successful designs. 
Important things to remember:
People remember text information better with visual information
The human eye can be easily overloaded and distracted with inappropriate colours and fonts
When appropriate, funny and sexy things are remembered better
Bad spelling, poor punctuation and bad grammar can be distracting and confuse the meaning of the document
Images of humans are remembered better than images of objects.
There are four things to consider when developing business documents:
Contrast
Alignment
Repetition
Proximity.
Contrast
[image: ]When contrasting elements, they should be completely different; not similar. Contrast demonstrates emphasis and highlights key elements within a business document. It helps guide the reader to where to look first. 
Contrasting elements may include:
Lines
Fonts
Shapes
Colours.


Alignment
Each item on a page of a business document should have a visual connection with something else on the page. 
Alignment:
Aids the overall coherence for the document
Creates an ordered design 
Eliminates any mess
Creates a visual connection between elements.
Repetition
Visual elements should be repeated throughout the document as it can:
Connect individual elements
Strengthen a design 
Creates associations
Ensure consistency.
Note: elements can be many things including colours, shapes and typefaces.
Proximity
Related items within a business document should be grouped together or visually connected in order to help create organisation. It provides a focal point and creates a relationship between the elements within the group. 
[bookmark: _Toc418762448]Colour and contrast
Colours are extremely important: they have a huge effect on us! Cool colours can help to sooth and calm us; whereas warm colours can excite and invigorate us. We often associate different colours with a variety of things. 
For example:
Red: aggression, danger, strength
[image: ]Green: money, health, nature
Pink: soft, femininity, healthy
Black: seriousness, dramatic, classy
White: simple, clean, pure.
When using a variety of colours within our business documents it is important to choose appropriate contrasts. 


The strongest colour contrasts are:
Black and white
Blue and orange
Green and red
Purple and yellow.
[bookmark: _Toc418762449]Relating principles to documents
Let’s revise the examples of business documents given in Chapter 1.1 and relate the basic principles of design to them.
Business documents may include:
[image: ]Accounts statements
Client databases
Newsletters
Project reviews
Proposals
Reports
Web pages.
Accounts statements
Accounts statements should contain two basic sections.
The top section should include things like:
Customer’s name and address
Organisation’s name and address
Reference number/account number
Date
Opening balance
Sales details
Payment details
Credit details
Interest details
Comments box.
The bottom section should include things such as:
Customer’s name
Organisation’s name and address
Reference number/account number
Details of the invoices.
The way in which these elements look will vary; some may have:
Different layouts 
Logos
Gridlines
Colour.
Client databases 
A client database should include the following information:
Address
Phone number
E-mail address 
Previous purchases
Customer feedback
Customer preferences.
Many organisations will use a spreadsheet to present this information. Although there shouldn’t be much variation, organisations will still use different styles and layouts. It is essential you know the way in which your organisation develops these. 
Newsletters 
[image: ]Newsletters can display much more freedom and variety between organisations; this is where the basic principles come in handy.
Things to consider when developing a newsletter may include:
Whether to use images
What colours to use
The positioning of all the information
Whether to use tables or charts.


Project reviews
As this is a more formal document, layout and style is extremely important. This document should look professional. 
Things to consider may include:
Headings and footers
Numbering pages
The font you intend to use
Colours.
Proposals 
When designing a business proposal, remember:
Use colour
Have catchy titles
Spreadsheet or written document?
Reports 
Business reports are also formal documents that should be easy to understand whilst looking professional. 
[image: ]They should include a:
Title page
Summary 
Contents page
Introduction
Main section of text
Conclusion
References.
Layout and style issues that may need to be considered include:
Headings 
Sub-headings
Photos and illustrations
Fonts
Text size.
Web pages 
Each web page that is developed will be unique to the organisation and the product or services they are advertising. 
Important aspects of developing a web page include:
[image: ]How to arrange the information
What text sizes to use
What font to use
How big to have pictures
Where to put contact details
Where to position search option
How big to have your logo.
Whatever business document you are creating, you should carefully consider the basic design principles in relation to your client or organisational requirements. 

Activities
Activity 1C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to ensure document design is consistent with company and/or client requirements, using basic design principles.

	
	
1. What things should you remember when designing business documents?
2. Name the four principles you should consider. What do they involve? 
3. We often associate different colours with a variety of things. Choose three colours and outline what you associate these with. 
4. Using a business document that relates to your own organisation, show how you can apply the basic design principles to them.























[bookmark: _Toc418762451]1.4 – Discuss and clarify format and style with person requesting document/publication
[bookmark: _Toc418762452]Clarifying format and style
It is important to discuss the format, layout and style you have decided on for your business document with the person that requested it. They should clarify that it is acceptable before you design and produce it. This will ensure no time or money is wasted on developing a document that is incorrect in some way.
Although the discussion and clarification should initially take place before anything is designed, it may be necessary to clarify throughout the designing and development of the document. For example, if a problem surfaces or you don’t feel like something is working, discuss this with the person that has requested the document. 
The process of discussing and clarifying may depend on the organisational procedures and plans; each organisation will have a particular way to do this.
All aspects of the format and style of a document should be discussed and clarified, but common discussion points may include:
The size of text
The size of images
A colour scheme
[image: flipboard_discussion_anim_500_wht.gif]The positioning of information. 




[bookmark: _Toc418762454]2. Design document
2.1. 	Identify, open and generate files and records according to task and organisational requirements
2.2.	Design document to ensure efficient entry of information and to maximise presentation and appearance of information
2.3.	Use a range of functions to ensure consistency of design and layout
2.4.	Operate input devices within designated requirements

	


[image: ]


[bookmark: _Toc418762455]2.1 – Identify, open and generate files and records according to task and organisational requirements
[bookmark: _Toc418762456]Identifying, opening and generating files
The process of identifying, opening and generating files will depend on the requirements of your organisation and the business document you are producing. 
Although this Learner Guide will not cover every single type of file that may be identified, opened and generated; we will take a look at the examples of business documents that were discussed in Chapter 1.1.
Accounts statements
In most cases, there will be a template to use when developing accounts statements. You should be able to locate where this template is stored. Usually, an accounts statement will be produced using a spreadsheet (e.g. Microsoft Excel). This allows you to set a system up that will do the majority of the work. For example, a spreadsheet can be programmed to total the sum of a particular column or subtract one cell from another cell. Whatever program is favoured within your organisation should be used to create any accounts statements. 
Client databases
Again, spreadsheets are the most appropriate files to develop client databases. You need to ensure that the program you choose is compatible with the software that is used within your organisation. This will enable you to use information from other documents and programs. Initially, a client database will take time to develop but once it is functioning, it should be fairly easy to maintain. 
Newsletters
[image: ]Organisations often use an e-mail newsletter to promote the business and keep their clients and customers up-to-date with the business. Despite there being a wide range of e-mail templates available online, it is a good idea to develop your own custom template that expresses your organisation. Many organisations will use a regular e-mailing program such as Microsoft Outlook or Hotmail. You should be aware of how to use the appropriate program. 
Some examples of different software that can be used include:
GetResponse
MailChimp
Yesmail
Touchpoint.
Project reviews
Project reviews are often created using a spreadsheet; like statements and databases. As a project review is looking into the performance of a particular function of an organisation, a spreadsheet allows an analysis to be carried out. Again, the particular program you should use will depend on what your organisation uses. 
[image: ]Proposals
When creating a business proposal, the decision whether to use a spreadsheet, a presentation or written document should depend on the procedures that exist within your organisation. Your organisation may have a particular way of creating business proposals; it is essential that you know this and which program to use. There may also be a template that is available to use.
Reports
A business report is a formal, written document. Therefore, word processing programs will be the most appropriate to use for creating business reports. Again, templates may be available within your organisation for you to use. If you plan to include charts or graphs; consider the programs that would be best to use to create these, ensuring that you can transfer them to your report. 
Web pages
There is a variety of help that is available on the internet to help create a web page. Once again, consider the way your organisation may create these websites; there may be a template you can use. Also, you can employ someone to assist you in the development of a web page. 
As we have discovered, there is no one way of doing a particular task. It is your responsibility to know the way your organisation does things, if there are templates available to use and how to start from scratch (if necessary).


Activities
Activity 2A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify, open and generate files and records according to task and organisational requirements.

	
	
1. For TWO different types of business documents (that relate to your own organisation), provide details on:
· how you would identify
· how you open, and 
· how you generate files and records.




















[bookmark: _Toc418762458]2.2 – Design document to ensure efficient entry of information and to maximise presentation and appearance of information
[bookmark: _Toc418762459]Ensuring efficient entry of information
In order to ensure efficiency of the entry of the information you should ensure the design of the document is the best it can possibly be. This will also minimise or eliminate any information entry errors. The information that is entered into a business document needs to be accurate in order to avoid being misleading and developing inappropriate analysis. 
One way of ensuring documents are efficient and free from human errors is to link it with other document. For example, in a document that you need to include ‘Customer Name’, rather than typing out each individual name (which would leave opportunity for incorrect spellings), it may be more efficient to use an existing list of customers that you have within another business document. 
Another way to avoid errors in documents is to put a system in place that will recognise ‘improper’ information. Within a spreadsheet, for example, there are ways to flag up mistakes such as adding a number to something that requires text; or vice versa. 
When designing a document that customers/clients may need to fill in for you, clever design is also essential. You need to ensure that it is designed in way that will ensure they will enter the information you need in an efficient way. For example, the required fields of information should be displayed in a simple manner with space to fill it in. 
Consider the use of things like:
Dashed lines
Check boxes
Scales
Comment boxes.
[bookmark: _Toc418762460]Maximising the presentation and appearance of information
To ensure the presentation and appearance of the information are maximised, the design of the particular document needs to be excellent. Consider the information that was discussed in Chapters 1.2 and 1.3; what are good design features?
Think about things like:
[image: ]Colours
Shapes
Fonts
Sizes
Positioning.



[bookmark: _Toc418762462]2.3 – Use a range of functions to ensure consistency of design and layout
[bookmark: _Toc418762463]Ensuring consistency of design and layout
In order to ensure consistency of the design and layout of your business document, it may be necessary to look at using a range of functions.
Functions may include:
Alternating headers and footers
Editing
Merging documents
Spell checking
Table formatting
Using columns
Using styles.
[bookmark: _Toc418762464]Alternating headers and footers
Some business documents, such as reports, require alternating headers and footers. Usually, the headers and footers are positioned in the same place on a page. Within documents like reports, you may want them to look different on the right side than the left site (even pages and odd pages). If this is the case, double click your header or footer. This will bring up the options for the header and footer; choose the ‘Different Odd & Even Pages’. From this you will have alternating headers and footers and you can choose fonts and styles as you wish. 
[bookmark: _Toc418762465]Editing
[image: ]Editing is the process used to ensure that a document is correct, accurate and consistent. 
It involves things like:
Correction
Organisation
Condensation 
Other modifications.
[bookmark: _Toc418762466]Merging documents
In some cases, you may want to merge your Word document with another document. You can add the contents of a second document to your original document. 


Steps:
Make sure you have your first document open
Put your cursor where you want to insert the text
Click the ‘Insert’ tab
Click the arrow next to the ‘Object’ button
Select ‘Text from File’ from the drop down menu
Browse for the file you wish to insert
When you have selected file, press ‘Insert’.
[bookmark: _Toc418762467]Spell checking
When creating business documents, it essential to spell check your work before finalising it; any mistakes can be flagged up and corrected. 
If you wish to run a spell check on a Word document:
Click the ‘Review’ tab
Click the ‘Spelling & Grammar’ tab
Correct your mistakes!
If you wish to run a spell check on an Excel document, use the same process described above. But be aware that if your cursor is on a particular cell; it will spell check from this particular cell! 
It is worth remembering that there is an array of online spell checkers too.
[bookmark: _Toc418762468]Table formatting
When using tables within business documents, you may want to edit the format.
For example:
[image: ]Table styles
Background colours
Resizing columns
Altering the borders
Adding tables within tables
Changing the spacing
Adding gridlines.


Using Excel documents as an example, follow these steps to apply a style to your existing table:
Select the table you wish to apply a style to
Click the ‘Design’ tab
Choose a style!
[bookmark: _Toc418762469]Using columns
It may be necessary to use columns within some of your documents. 
To add columns to a Word document:
Click the ‘Page Layout’ tab
Select ‘Columns’
Choose how many!
[bookmark: _Toc418762470]Using styles
By using a style when you are creating business documents, you can ensure consistency throughout. Your organisation may already have existing styles that you can use. As well as ensuring consistency and that your document looks good, styles can save a lot of time too! 
By using styles, you can quickly create a consistent document that may incorporate:
[image: ]Different sizes, colours and fonts for headings
Bullet lists that are indented
A table of contents
Contrasting colour to emphasise text
Particular paragraph spacing. 
By using one, some or all of these functions, you can help to improve the consistency of the layout and design of your document.

Activities
Activity 2C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to use a range of functions to ensure consistency of design and layout.

	
	
Give examples of the functions that may ensure consistency of the design and layout of your documents.


Using one of the examples you have just given, describe the process of carrying it out. 























[bookmark: _Toc418762472]2.4 – Operate input devices within designated requirements
[bookmark: _Toc418762473]Operating input devices
In order to design your business documents, it will be necessary for you to use a range of input devices. An input device is any piece of equipment that feeds some sort of data into a computer.
Input devices may include:
Keyboard
Mouse
Numerical key pad
Scanner.
Keyboard
Keyboards are used to input characters to a computer or to request a particular function of the computer. They are the main tools used to enter text. The majority of keyboards use spring-based buttons. However, newer developments have seen virtual and projected keyboards used more and more. 
Mouse
A computer mouse is used to input spatial data to the computer by detecting movement across a physical surface. The movement of the cursor on the computer screen mirrors the movement of the computer mouse. Using a mouse is more appropriate than using the arrow keys on a keyboard because it is much quicker. 
Numerical key pad
The numerical key pad (found on the computer keyboard) is used to enter numerical data into the computer. You may need to insert numerical data into your client databases.
Scanner
A scanner works similarly to a photocopying machine and is used when the information you need to enter into a computer is available on paper. The scanner captures the image from the source; these images are then converted into a digital format that can be stored. These images can also be edited. 
Other examples of input devices may include:
Touch screen 
[image: ]Webcam
Joystick
Microphone
Barcode scanners.



[bookmark: _Toc418762475]3. Produce document 
3.1. 	Complete document production within designated timelines according to organisational requirements
3.2. 	Check document produced to ensure it meets task requirements for style and layout
3.3.	Store document appropriately and save document to avoid loss of data
3.4.	Use manuals, training booklets and/or help-desks to overcome basic difficulties with document design and production

	
	
	

[image: ]

[bookmark: _Toc418762476]3.1 – Complete document production within designated timelines according to organisational requirements
[bookmark: _Toc418762477]Timelines
Timelines are where key planned events and tasks are marked in the required sequence of their occurrence on a suitable scale. You need to ensure that the document you are producing is completed within the designated timelines of your organisation. For example, at what date are you meant to have the plan done by? What about the introduction? What about the completed document itself?
[bookmark: _Toc418762478]Time management
In order to keep to your designated time line, it is beneficial to have good time management skills. This involves consciously planning and exercising control over your time and how you use it. For example, in order to increase efficiency and effectiveness when designing and producing your business document, you should plan the amount of time you need to spend on individual activities. 
Good time management tips may include:
Recording your deadlines
Prioritising your tasks 
Keeping track of your progress
Ensuring you choose the best technology and software
Knowing how to deal with possible problems that may arise. 
Recording your deadlines
It essential that you know your deadlines prior to starting a task (e.g. designing and producing a business document) as this allows for the careful planning of your activities. Plan using diaries, schedules or memos; whatever works best for you. 
Prioritising your tasks 
To make sure you use your time in the most efficient way possible, it is essential that you prioritise your tasks. The act of prioritising your tasks allows for the most valuable use of your time. A key thing to remember is to not spend too much time on tasks that are not as important as the other tasks. Make to-do lists and set mini deadlines to help keep you on track!
[image: ]Keeping track of your progress
Use the diaries, schedules or memos that you have created to keep an eye on your progress. Are you hitting the deadlines you have given yourself? Should you be doing something differently? You need to check throughout the process that you are on target to meet the final deadline and assess your methods if not. 


Ensuring you choose the best technology and software
When designing and producing a business document, it is important that you know which technology and software is the most appropriate to use. You should ensure that your chosen technology and software does exactly what you need it to do and you know how to use it efficiently. This will reduce any time wasting and keep you on track to stick to your timelines.
Knowing how to deal with possible problems that may arise
[image: ]In order to stick to your plan and time lines you need to know how to deal with potential problems before they occur. When a problem does occur and you don’t feel you are able to deal with it; don’t dwell on it! Don’t waste any time; just simply refer to someone who will know. This will keep you on track to meet your deadline.




[bookmark: _Toc418762480]3.2 – Check document produced to ensure it meets task requirements for style and layout
[bookmark: _Toc418762481]Checking document
It is essential that you check your document meets the requirements in terms of style and layout. Each type of document will have its own different requirements. You may find the organisation that you work within has its own requirements too. For example, Word documents will differ from Excel documents and Excel documents will differ from PowerPoint documents. However, a Word document within one organisation may differ from a Word document within another organisation. 
The things that you may need to check may include:
Line spacing
Paragraph spacing
Margin size
Justification
Text size
Text colour
Font
Structure 
[image: ]Use of bold
Use of italics
Page numbering
Page breaks
Table properties
Image properties. 




[bookmark: _Toc418762483]3.3 – Store document appropriately and save document to avoid loss of data
[bookmark: _Toc418762484]Saving and storing documents
In order to avoid losing any of your data or documents you need to ensure that you save and store everything appropriately. Your organisation will probably have a procedure in place for the saving, storing and backing up documents in order to minimise the possibility of losing any data or work. You should know these procedures. 
[bookmark: _Toc418762485]Storing paper documents
Should you store your document in its original, paper form? 
Storing paper documents can create many problems, including:
Limited space
Difficult to find
Expensive
Harmful to the environment
Poses risks of damage or loss.
For a business, storing paper documents may be tricky due to many things, including the lack of space on-site. In order to minimise the space used, consider only keeping the necessary, important files. Also, you may want to consider using an off-site facility, allowing you to store a large amount of files if necessary. 
If you do decide to keep paper files keep these tips in mind:
Use folders to keep them in 
Alphabetise them 
Colour code them.
Paper documents can be expensive, in terms of the costs of paper and ink to print them. Storing them in their paper form leaves them open for loss and damage. In order to improve security and save time, there are other ways you can store your documents. 
[image: C:\Users\Tom\Desktop\ArtWork\Fotolia_27020473_S.jpg]

[bookmark: _Toc418762486]Storing electronic documents
In order to be more organised and save time you may want to consider storing your documents electronically. 
[image: ]This could be using:
Online storage
Data sticks
External hard drives
Disks. 
Although these methods will overcome the problems with storing paper documents, these may pose problems too. 
For example:
Devices can malfunction
You can lose device
Some devices aren’t compatible with all computers
Possible for viruses to wipe out data
Online storage may be hacked
Online storage relies on a good internet connection.
A tip to remember when saving a storing your documents is to make back-ups! You cannot fully rely on any method of storage; a combination of storage methods ensures you don’t lose anything.


[bookmark: _Toc418762487]Activities
Activity 3C

	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to store document appropriately and save document to avoid loss of data.

	Activity
	1. Outline the disadvantages of storing documents in their paper form.


2. Outline the advantages and disadvantages of storing documents electronically.


3. Outline the procedures in place within your organisation regarding saving and storing documents. Make suggestions on how to improve these procedures.





[bookmark: _Toc418762488]3.4 – Use manuals, training booklets and/or help-desks to overcome basic difficulties with document design and production
[bookmark: _Toc418762489]Overcoming basic difficulties 
Within the designing and production of your documents, you may come across basic difficulties with the technology and software. These can often be overcome by using manuals, training booklets or help-desks. 
[bookmark: _Toc418762490]Manuals
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). Manuals aim to use language that the user will understand and they use jargon minimally. If the use of jargon is necessary, it is usually thoroughly explained. 
The things that a manual may include are:
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. 
[bookmark: _Toc418762491]Training booklets
Training booklets contain the instructions related to a specific action or task, aiming to improve the quality of the performance of this action or task. As well as being useful in the training stages, a training booklet can also come in handy after the training. People often use training booklets as general reference documents to help overcome basic problems. 
[image: ]An effective training booklet:
Uses illustrations to improve understanding
Is easy to read
Has easy to follow instructions
Has an attractive design
Can be used for future reference.


[bookmark: _Toc418762492]Help-desks
Help-desks provide people with a point of contact when problems occur. They are often operated by individuals that have a full understanding and an extensive background on the particular system or problem. They offer step-by-step solutions and can provide relevant guidance, information and support in order to overcome the problem. They are there to answer any questions and direct you in the correct way if they cannot solve the initial problem. There may be an in-house help desk within your organisation that may be able to provide you with assistance should a problem occur. 
[image: ]You may be able to get help-desk support through various channels, including:
Websites
Instant messaging
E-mails
Free telephone numbers. 
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[bookmark: _Toc418762494]4. Finalise document
4.1. 	Proofread document for readability, accuracy and consistency of language, style and layout prior to final output
4.2. 	Make any modifications to document to meet requirements
4.3.	Name and store document in accordance with organisational requirements and exit application without data loss/damage
4.4.	Print and present document according to requirements
	
	
	
	
[image: ] 

[bookmark: _Toc418762495]4.1 – Proofread document for readability, accuracy and consistency of language, style and layout prior to final output
[bookmark: _Toc418762496]Proofreading 
Proofreading is a process that should be done before you print and finalise a document. By reading and rereading a document, you can detect any errors and give yourself a chance to correct them. 
The action of proofreading can help to detect errors in:
Spelling
Grammar 
Language 
Punctuation
Style 
Elements of layout such as:
Colours
Headings
Images.
 Tips to help you proofread:
Make sure you know what you are looking for
Work from a printout
Read out loud
Cover lines below with blank sheet of paper
[image: ]Work in a way that suits you.


[bookmark: _Toc418762497]Readability 
Proofreading can also help you to assess the readability of your document; the ease with which your document can be understood. The complexity of the vocabulary affects the readability of a document, as well as the typography (font size and spacing).
There are many tests available for assessing the readability of a document, including:
The Flesch formulas
Fry Readability Graph 
The Gunning Fog formula
McLaughlin’s Smog Formula
The Dale-Chall formula
The Lexile Framework.
Let’s take a look at how to test the readability of a Microsoft Word document. Word uses the Flesch formulas to assess a document’s readability. 
To test readability of a Word document:
Click the ‘File’ tab
Click ‘Options’
Click ‘Proofing’
Tick the ‘Check grammar with spelling’ box
Click ‘Show readability statistics’
Open the file you want to test
Run ‘spell check’
After checking spelling and grammar, the reading level of your document will be displayed.
[image: ]You need to be able to understand these readability scores! A good ‘Flesch Reading Ease’ score is considered to be between sixty and seventy. A good ‘Flesch-Kincaid Grade Level’ score is considered to be between seven and eight. Remember: the correct level to aim for will depend on who is going to be reading your document. 



Activities
Activity 4A

	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to proofread document for readability, accuracy and consistency of language, style and layout prior to final output.

	Activity
	1. What is proofreading?








2. What can proofreading help to detect errors in?










3. Outline the steps needed to test readability. 






4. After checking spelling and grammar, the reading level of your document will be displayed.










[bookmark: _Toc418762499]4.2 – Make any modifications to document to meet requirements
[bookmark: _Toc418762500]Modifying documents
After proofreading your document, you need to correct your mistakes. You may need to make modifications to ensure that your document meets the relevant requirements. You should be fully aware of these requirements before you produce your business document and revise them at the end.
For example:
Correcting spelling, grammar and punctuation mistakes 
Improving the readability score of your document
Making the style of your document consistent.
Correcting spelling, grammar and punctuation mistakes
Often in Word documents, spelling, grammar and punctuation mistakes are highlighted for you (with green and red wiggly lines). In these instances, right-click on the highlighted incorrect word or phrase. A list of suggestions will appear; simply choose the correct option. It’s worth noting that Word will not pick up on everything. For example, Word won’t tell you if you have used the wrong there, their or they’re! Similarly, Word will not highlight the use of ‘and’ instead of ‘an’ or ‘the’ instead of ‘then’. For mistakes like these, you need to ensure your proofreading attempts are effective.
Improving readability scores
[image: ]If the readability tests produce a score that is not right, then it may be necessary to rewrite parts of your document. If the document is considered too simplistic, look at ways in which you can make it sound a little better. If the readability test suggests that your document is too complicated, consider ways you can simplify aspects of it. 
Ways to improve your readability score may include:
Using words with one or two syllables
Using illustrations, bullet points or graphs
Using short, simple sentences wherever possible
Highlighting important things in bold or italics
Elaborating on difficult words
Using connective words to help guide the reader.
The key here is to remember who will be reading the document. The readability should be aimed at them. 


[image: ]Making style consistent
You should ensure consistency with things like:
Fonts
Text size
Colours
Spacing.
One way to ensure that your document is consistent in its style is to use an existing style template. If you regularly create documents that all need to be within a particular style, it may be worth designing and developing your own style template. This will make formatting the style of future documents easier.



[bookmark: _Toc418762502]4.3 – Name and store document in accordance with organisational requirements and exit application without data loss/damage
[bookmark: _Toc418762503]Naming documents
Naming your documents appropriately will help in the future when you or others need to relocate them. Each of your document names should be clearly different and sorted into the correct order. If necessary, use the date within the names of your documents. Your organisation may have a system in place for naming your documents; make yourself familiar with it! You need to be able to find your document again so don’t worry if the name looks too long. For example, ‘proposal’ is just not going to cut it! Whichever naming system you decide on, ensure that you are consistent from then on. 
Naming documents may include:
Appropriate file type
Authorised access
File names according to organisational procedure e.g. Numbers rather than names
File names which are easily identifiable in relation to the content
File/directory names which identify the operator, author, section, date etc.
Filing locations
Organisational policy for backing up files
Organisational policy for filing hard copies of documents
Security.
Tips when naming your documents include:
Use keywords
[image: search file.jpg]Use your name or initials
Use date
Use alphabetic codes
Use version numbers 
Be detailed
Be consistent.


[bookmark: _Toc418762504]Storing documents
The efficient storage of your documents is necessary. You should have a good filing system that is relevant to your own needs or your organisational requirements. Whichever storage method you decide to use; be consistent. Chapter 3.3 described storage methods in more detail.
Storing documents may include:
Storage in directories and sub-directories
Storage on CD-ROMS, disk drives or back-up systems
Storing/filing hard copies of computer generated documents
Storing/filing hard copies of incoming and outgoing facsimiles
Storing/filing incoming and outgoing correspondence.
Issues when naming and storing documents that often arise 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.

[image: Fotolia_16208523_S.jpg]



[bookmark: _Toc418762506]4.4 – Print and present document according to requirements
[bookmark: _Toc418762507]Printing your document
When printing your business documents, you need to make sure your computer is connected to a functioning printer. 
Follow these steps in order to print:
Click ‘File’ 
Click ‘Print’
Choose the amount of copies you need
Alter the settings to the your requirements
When you are satisfied, click ‘Print’.
There is an option for a ‘Print preview’ that allows you to see what your document is going to look like, before actually printing it. This gives you the chance to check for and fix any errors within your document before printing it out. This will help to save time and money as you will not need to re-print. 
[bookmark: _Toc418762508]Presenting your document
You should present you final document in accordance with the requirements. 
For example:
In a folder
In plastic wallets
Stapled
In a ring binder. 

[image: ]








[bookmark: _Toc418762510]Skills and Knowledge Activity
[image: ]






Nearly there...
[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc418762511]Major Activity – An opportunity to revise the unit

At the end of your Learner Workbook, you will find an activity titled ‘Major Activity’. This is an opportunity to revise the entire unit and allows your trainer to check your knowledge and understanding of what you have covered. It should take between 1-2 hours to complete and your trainer will let you know whether they wish for you to complete it in your own time or during the sessions. Once this is completed, you will have finished this unit and be ready to move onto the next, well done!


Congratulations!
[image: c:\Users\Sophie\Desktop\ArtWork\Fotolia_10056570_S.jpg]You have now finished the unit 'Design and produce business documents.'
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