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Candidate Details
[bookmark: _Toc418762998]Assessment – BSBITU309: Produce desktop published documents
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBITU309: Produce desktop published 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: _Toc418762999]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Prepare to produce desktop published documents
2. Set up desktop published document
3. Create desktop published document
4. Finalise desktop published document.
You will also need to show:
. Reading
Writing
Oral Communication
Navigate the world of work
Interact with others
Get the work done
[bookmark: _Toc418763000]Activities
[bookmark: _Toc399315686][bookmark: _Toc418763001]Activity 1A
	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.
Sore hands, strained eyes, sore back.










Give examples of the ergonomic requirements that may apply to you.
Making sure that the keyboard sits at the right height for my hands and that I sit with a straight back.











How can you minimise your chances of being affected by the radiation coming from your computer screen?
By using and LCD monitor or taking breaks after times of prolonged usage.















[bookmark: _Toc418763002]Activity 1B
	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?
Making sure that when not in use to completely turn off the computer rather than letting it run or just putting it into standby. 












Explain which energy and resource conservation techniques you currently use.
Turning the computer off when not in use.











How could you improve this?
By changing the settings on the computer so that it goes into standby mode after a short time of inactivity. 


















[bookmark: _Toc418763003]Activity 1C
	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?
Reports, spreadsheets.





Choose one example from your previous answer.
What is the purpose of this document?
To relay information from the document or the research I have done to the teacher






Who is the audience?
The teacher or instructor. 







What presentation requirements should be considered?
Making sure that the font is a suitable font and that it is the right size for the document. 







Who are the relevant personnel you should clarify these issues with?
The teacher or instructor that assigned the work.












[bookmark: _Toc418763004]Activity 1D
	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.
Making sure that headings are included in the document as well as a table of contents. 
















In relation to the documents you create within your organisation, outline how you ensure consistency.
By following the same outline as I did for the other documents.


























[bookmark: _Toc418763005]Activity 2A
	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?
Outlining the topic that the document is about, outlining the arguments and in what order they are going to be presented in










Which of these aspects have you used before? Explain how you used it.
I made a rough draft of the assignment so that I knew how I wanted to structure the argument and how I was going to present them for the final copy.










Choose an example of a desktop published document.
What elements within the structure and layout should you consider?
I would make sure that there is a contents page at the start of the document, and that all of the different sections of the document have the correct heading.




















[bookmark: _Toc418763006]Activity 2B
	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?
A table of contents and having a template of each document type to refer back to.











What elements would you include in a master page?
Master pages 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?
For a memo you would have to make sure that it is addressed to the right person, that the company logo is on the memo, and that the information is clearly laid out for the recipient 





















[bookmark: _Toc418763007]Activity 2C
	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?
I have to confirm them with the manager on duty. 




















When confirming the layout with the appropriate person, what communication techniques should you remember?
To make sure that what I am asking them to do is concise, and that they are capable of doing what I am confirming 





























[bookmark: _Toc418763008]Activity 3A
	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?
It can be:
· 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. 
You have two options:
· You can type text directly into your desktop publishing software
· Or you can create it using a word processor and transfer it into your document.








What is text composition?




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.
There are four general areas:
· Placement
· Spacing
· Embellishment
· Style. 
The format of your text will depend on the way in which it is going to be used.
Some common text formats for desktop published documents include:
· Plain text
· Tagged text
· Rich text format
· Body text. 




For an example of a type of desktop published document, explain how you might prepare, format and enter the required text.
For a memo you would have to make sure that the text has the name of the person(s) receiving the memo, who it came from, the company logo and the information that the memo is meant to convey on it. 



















[bookmark: _Toc418763009]Activity 3B
	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?
[bookmark: _Toc418763021]Importing text
Importing text into your desktop published document can be done through simply copying and pasting the text you need or loading the file into your desktop publisher. Traditionally, text is imported from a word processor file. Each file that you import will become its own ‘story’ and will sit within its own self-contained section within your document. 
The process is relatively simple:
· Create your text stories in word processor
· Import your file into your desktop publisher
· Tweak the layout and format how you wish.





Describe the steps of importing text from another file.

Follow these steps to import text from another file:
· 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?
[bookmark: _Toc418763022]Resolving formatting issues
Ideally, the appearance and formatting of your imported text will look perfectly fine. However, if it doesn’t look like you expected or wish then you can select your own converter manually and re-try the importing process. If, after this, it still doesn’t look right then you should consider reverting back to your original word processor document and save it in a different format. 










[bookmark: _Toc418763010]Activity 3C
	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.
· Photographs
· Basic shapes
· Word art
· Charts and graphs
· Art work
· Line drawings
· Clip art.
Like text, graphics can be imported through simply copying and pasting or by loading the image into your desktop publisher.



How can you use a scanner to import images?
You can also scan the graphics into your computer.
Follow these steps to use your scanner:
· 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.
[bookmark: _Toc418763027]Resolving any formatting issues
If the graphics don’t look quite right when you have imported them into your desktop published document, you may to reformat them. 
Aspects of your graphics that may need reformatting include:
· Size
· Thickness 
· [image: ]Position 
· Alignment
· Dimensions 
· Shadowing
· Colours 
· Transparency 
· Rotation. 
Any formatting changes you make to the graphics within your document will not affect the original image. 























[bookmark: _Toc418763011]Activity 3D
	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?
[bookmark: _Toc418763030]Arranging text and graphics
Once you have imported your text and graphics into your document, you will need to arrange them according to any organisational and task requirements. The arrangement of your text and graphics is known as your page layout.
A good page layout will:	
· Create an attractive and effective document
· Be pleasing to look at
· Effectively convey your message to the audience. 
The information that has been discussed in the previous chapters will help you arrange your text and graphics in an effective way. 


Give examples of tips that you consider when arranging the text and graphics in your documents.
Remember these tips for arranging your text and graphics:
· 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.












[bookmark: _Toc418763012]Activity 4A
	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?
I can resolve these issues by referring to the guidelines of creating the specific type of document. 








[bookmark: _Toc418763013]Activity 4B
	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. 

First I make sure that I have a plan of what order the information goes in, then I can check he page order to make sure the information in order.












































[bookmark: _Toc418763014]Activity 4C
	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? 

I will produce it by making sure that I follow the set guidelines for creating the document.













































[bookmark: _Toc418763015]Activity 4D
	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?
So that it is easier to find.





What tips do you keep in mind when naming your documents?
That the name is relevant and that it doesn’t have the same name as another document. 










How do you usually store your documents?
In folders with other documents with the same type of information






How can you improve your method?
By labelling my documents better so they are easier to find






What issues may you face when naming and storing your documents?
Is that you may lose access to the place which you saved the information.






[bookmark: _Toc418763016]Activity 4E
	Estimated Time
	10 Minutes

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

	Activity
	What is a time line?
A time line is an organizational tool that can be used to plan the process of creating a document from the design phase all the way to the publishing phase








What may your designated time line be?
You may use a Gantt timeline.














Give examples of good time management.
Where all of the sections of the job that you need to do are done on time and to a high standard.


















[bookmark: _Toc418763017]Activity 4F
	Estimated Time
	10 Minutes

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

	Activity
	How can manuals help you to overcome problems?
Manuals can help you overcome a problem as they are able to tell you what needs to be done and to what standard 










How can user documentation help you to overcome problems?
User documentation can help overcome problems by keeping track of what has been done and what the user still needs  to do.















How can you find online help to help you overcome any problems?
You can use the internet to find other people that have had the same problem and use their solutions in order to fix your problem.














[bookmark: _Toc418763018]Skills and Knowledge Activity
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral Communication
· Navigate the world of work
· Interact with others
· Get the work done
· 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.

Choose a simple document using desktop publishing.

1. Outline the design and layout principles for your chosen document.
The design principles of a Memo is to make sure that the purpose of the memo is a letter that is meant for the staff in the same workplace environment.
2. Produce this document using your keyboarding and literacy skills.

3. Clarify the requirements with the relevant person. 
The requirements are that the information that is needed is set out in a concise and understandable manner 
4. Proofread your document and edit it accordingly, solving any problems that you have identified.
No problems were identified
5. What energy and resource conservation techniques have you considered whilst developing your document?
I made sure that I turned the computer off when it wasn’t in use.
6. What are the organisational requirements in place for ergonomics, work periods and breaks?
[bookmark: _GoBack]Ergonomics requirements may be relevant to chair height, posture, lighting keyboard and mouse position or avoiding radiation from computer screens. Simple head rolls stretches and wrists drops are quick exercises but rest periods must also be taken where it involves you actually stepping away from the screen and moving around 

7. Are there any organisational style guides that you had to think about? Did they have an effect on your document?
I had to make sure that it fit the memo format 


[bookmark: _Toc360142408]
Memo
To:		Carol Smith
From:		Lucy Bassett
Subject:		Vision Statement Focus Awareness
Date: 		20/06/17

A) 

The main points in Carols vision statement is that the tourism industry is not able to retain previously trained employees and are unable to find new ones to fill the critical positions within the business. Another point that she makes in her vision statement is to make sure that there are multiple different career branches that employees are able to expand into, this will create different skills and crafts for potential employees to go into while also helping with retention of current employees by allowing them to go into a department that suits them better thus making them want to stay in the tourism industry. 

The key pillars that are brought up in Carol’s vision statement is 

1) Labour Supply: Labour supply is important parts of any industry as a constant intake of employees are necessary in order for a business to function properly. As seen in source B John Hart stated “the sector is currently experiencing a shortfall of 56,000 workers” this highlights the massive difference between the supply and demand of skilled workers in the industry heavily weighing down the demand, this may be due to the modes of employment that the industry is currently using, rather than only having full time jobs available, create positions or distribute positions on a part time basis, as this may increase the attraction of the tourism industry to potential employees. 

2) Building Capability: Having the ability to improve the skills of current employees is a crucial part of training and management within a business. This is important because being able to take an employee that is trained in one department and then cross train them into another department allows the business to not have as much staff on roster all the time which may cause confusion, but rather have employees that can work in multiple different sections throughout the workplace. Source B states that “ensuring your existing team stays with you is one of the best ways to manage the skills shortage” this is to state that the retention of staff is important when trying to keep the demand of skilled employees low, this can be done by making sure that the staff are valued, because if the staff are valued they are much less likely to quit and would rather stay in the industry. Another factor to staff staying in their current industry is a work life balance, employees need to have time off as much as they have time working, this is important because if employees are unable to create this balance with the industry that they are in they will seek out another industry that fits their balance. Another factor that has to be looked into when looking at the capability and the productivity of staff members is making sure that they have the support and the mentors to go to if they have a problem within the workplace, without the support that they need the problems that they currently have with the industry may fester and get to a point where they leave the industry all together. 






3) Quality Issues: Quality control is an important part of the future of the tourism industry. This is because if companies constantly put out a substandard product for their consumers, the consumers will eventually stop spending their money on that business and even the industry all together.  Performance appraisals play a significant role in maintaining quality control of the products that the business distributes, this is important because if the employees feel that their work is going unappreciated or their hard work isn’t being acknowledged the quality of the products that they are creating will start to drop and because of this the customers start to have issues with subpar products and then will no longer shop at your business. 

4) Need for Data: Data is a critical part of assessing the development of a business or an industry. Data will give a strong base point in order to understand and juxtapose the differences between the tourism industry now and what the tourism industry use to be, using the data from those two time periods you will be able to set a proper plan for the industry in the future. In source B it is stated that “inbound travel is estimated to grow by 6% annually from 2015 to 2020” this data is important to see where the industry is headed and thus allowing for longer term planning for the industry, this date will also allow the industry to make decisions regarding the industry, such as employee more people, expanding their worksites and creating more businesses, and other important decisions for the future of the tourism industry. 


In conclusion I feel that the recommendations I have made in this memo are justified as such. The supply for positions in the tourism industry are much greater than the demand that is available, this will force us to make our recruitment strategy better why also increasing the retention rate of current employees, we can do this by making sure that they have a good work-life balance, and also by making sure that their hard work doesn’t go unapprised. The area of building capability also need to be improved on because this will increase the incentives in order to come and work for the tourism industry, while also making the current employees more trained and skilled in both their department and in other departments, which will also increase retention rates. Quality control is also an important topic as if the consumers are not happy with the products that we are putting out they will soon stop purchasing them and then we will be unable to provide the employees with the mentoring and the support that they need in order to do their job properly. Also the need for data is crucially important as it allows the industry to grow and make changes where necessary by looking at the current trends of the industry, but data can also be used for seeing where the industry needs to improve in order to make the employees more satisfied and to increase the retention rates of existing employees.









[bookmark: _Toc418763019]Major Activity								
	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 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.

5. Outline how you will use safe work practices when producing your document.
By making sure that I have the right ergonomic requirements such as 
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.

6. List the energy and resource conservation techniques that you will consider. 
Double-sided paper use
Recycling used and shredded paper
Re-using paper for rough drafts (observing confidentiality requirements)
Utilising power-save options for equipment. 

7. What is the purpose and audience of your document? Outline the presentation requirements. 
To give instructions

8. Identify the organisational and task requirements for your document. 
Company logo.
House styles.
Procedures for document production
Organisation name, time, date, document title, filename or other fields in headers and footers.

9. 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?
By making sure that I have a rough draft that follows the outlined requirements

10. Explain how you would develop templates or master pages to ensure consistency.
By making sure that all of the titles and sequences are in order and that the document is easily editable. 
11. Who will you confirm your layout with?
With the instructor
12. Describe the process you will through to prepare, format and enter the text you require.
By making sure that I research the topic that I am creating the document for, then by making a rough draft of the document, then by refining the work using the draft to create the final copy. 
13. How will you import text from other applications?
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’.

14. How will you import the graphics that you need?
Like text, graphics can be imported through simply copying and pasting or by loading the image into your desktop publisher.



15. How will you arrange the text and graphics according to organisational and task requirements?
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:
a. Simplicity
b. Text flow
c. Typography
d. Diversity
e. Relative positioning.

16. What are your methods for reviewing the text within your document?
Check for
Spelling
Grammar 
Language 
Punctuation
Style 
Elements of layout such as:
a. Colours
b. Headings
c. Images.

17. What will you check your page order, structure and linkages for?
By proofreading the document and comparing it to draft that I created previously
18. How will you produce your document in the required format?
By making sure that that it fits the organizational requirements that are laid out by the company.



19. Explain how you will name and store your document.
By naming it correctly and if it is part of a larger group of information with other documents relating to it making sure that  it is saved in the correct folder. 
20. How will you ensure that you prepare your text documents within the designated time lines?
By making sure that I use some time to create a production timeline so that I can use that to stay on task
21. What will you do if any problems arise?
By seeing if I can fix it myself, if I am unable to I will ask the instructor how to fix the problem.
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