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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: 		Keaton jones_________________________________________
Address:	11 belvedere place Maroochy river________________________
Email:		kjone323@eq.edu.au__________________________________
Employer:	Damon Strachan_____________________________________
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
	NG

	Valid
	NG

	Reliable
	NG

	Current
	NG

	Sufficient
	NG



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

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

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _GoBack]Assessor Signature:		Nicole M Grigg
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 must 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.

Repetitive strain injury (RSI), eye strain and discomfort, back issues









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

Avoiding radiation from computer screens, chair height, seat and back adjustment, document holder, footrest, keyboard and mouse position, posture, noise minimisation, lighting, screen position, workstation height and layout.
 










How can you minimise your chances of being affected by the radiation coming from your computer screen?
Take occasional breaks, get up and move, keep a healthy distance from your monitor, use an LED monitor, consume vitamin A and C, place plants around computers, wash your face.










[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?

Double-sided paper use, recycling used and shredded paper, re-using paper for rough drafts, utilising power saver options for equipment.











Explain which energy and resource conservation techniques you currently use.

Power save equipment, such as power saving monitors, wall adaptors and power banks










How could you improve this?
Use paper and pen whenever possible as to not use any power at all.
















[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?

Brochures, reports, and promotional material




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

Promotional material is used to promote the business





Who is the audience?

Potential customers and clients






What presentation requirements should be considered?

Company colours, different size fonts, company logo, different backgrounds etc.






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

My supervisors and managers.











[bookmark: _Toc418763004]Activity 1D
	Estimated Time
	10 Minutes

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

	Activity
	Give examples of organisational and task requirements.


Company colour scheme, company logo, consistent corporate image, content restrictions, house styles, observing copyright legislation.














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

Using the same fonts, line spacing, corporate images and colouring and logo sizing and positioning 























[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?

Balance, diversity, relative positioning of graphics, heading and white space, simplicity, text flow and typography









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

Diversity. By using attractive colours, fonts, and images, I can create more effective promotional material.









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



For a flyer, I would need to consider, graphics, headings, the overall page layout, photographs, and colour.














[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?

Paragraph spacing, line spacing, fonts, text size, page breaks, borders, headers, and footers.










What elements would you include in a master page?

Logos, empty text frames, headers, footers, empty graphic frames, and page numbers








Choose a type of document.
What are the aspects of formatting you should consider?
For a brochure, I would need to consider page numbers, footers and headers, logos, graphics, borders, captions, and bulleted and numbered lists.


















[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?
My supervisors and managers















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

Calm, clear speech, being direct, being patient and considering the medium used to communicate.



























[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?

A client, supervisor our myself.






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 the page and how it is formatted.







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

For a brochure, I would select a brochure templet, and create text


















[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 your ca import text from other files?

Type directly into the desktop publishing software
Create it using a word processor and transfer it into your document.






Describe the steps of importing text from another file.

Create text stories in word processor, import file into the desktop publisher, and finally tweak the layout and format to your desired look.















If your imported text does not look right, what should you do?


you can select your own converter manually and re-try the importing process. If, after this, it still does not look right then you should consider reverting 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 the page that is not words.




Give examples.

Photographs, basic shapes, word art, charts and graphs, artwork, line drawings and clip art.








How can you use a scanner to import images?

Connect the scanner to your computer,, place the image face down on the scanner, press the scan button, preview the scanned image, select the scan area in your software, select options, scan the image, save your image.







What aspects of your graphics may need reformatting?

Size, thickness, position, alignment, dimensions, shadowing, colours, transparency, and rotation













[bookmark: _Toc418763011]Activity 3D
	Estimated Time
	25 Minutes

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

	Activity
	What should a good page layout do?

Create an attractive and effective document, be pleasing to look at and effectively convey your message to the audience.






Give examples of tips that you consider when arranging the text and graphics in your documents.
 
The elements of your page should have a visual connection to each other, try to have a strong visual element, keep your different elements in balance, keep in mind any templates or styles that may be of use.











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.


[image: Graphical user interface, text, application, Word

Description automatically generated]

I have considered the use of images, text placement, font usage, and font colour










[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?


Some text boxes are in the wrong place. I will attempt to reformat the text into a better position.






































[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. 



I used a pre-made templet for the document. I assessed each page to ensure proper structure and linkage. after proofreading, I assessed that there were no changes necessary.










































[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 ask myself if I should produce this in colour, does it need to be a certain type of paper, should it be laminated and what size paper it should be on.










































[bookmark: _Toc418763015]Activity 4D
	Estimated Time
	25 Minutes

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

	Activity
	Why should you name your document appropriately?
It will help in the future when myself or others need to relocate them.





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

Use keywords, use name or initials, use the correct date, use alphabetic codes, use version numbers, be detailed and be consistent









How do you usually store your documents?

Onto the computer it was made on, or a hard drive or flash drive.





How can you improve your method?

Saving it in multiple locations, including online.





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

Too many characters, restricted characters, and compatibility issues.



	
	


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

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

	Activity
	What is a timeline?

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







What may your designated timeline be?

A timeline for a release of a new product or service.













Give examples of good time management.


Recording deadlines, prioritising tasks, keeping track of progress, and knowing how to deal with possible problems that may arise.














[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?

They include detailed instructions without jargon to assist users to understand systems.









How can user documentation help you to overcome problems?

It can help people use a particular program, including technical manuals and online information.














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

Using a search engine such as google 














[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.
I will be writing a letter, using headers, appropriate spacing and the company logo
2. Produce this document using your keyboarding and literacy skills.

3. Clarify the requirements with the relevant person. 
I will need to clarify timeline, the information in the document to be produced and the equipment needed
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?
I used an energy saving computer, and refrained from printing the letter until it was fully drafted and then completed
6. What are the organisational requirements in place for ergonomics, work periods and breaks?
It is a requirement in my organisation to take a 10-minute break every hour to stand up and move

7. Are there any organisational style guides that you had to think about? Did they have an effect on your document?
All the company have a premade layout that I needed to follow, so I had to take that into consideration



[bookmark: _Toc360142408]

[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.

1. Outline how you will use safe work practices when producing your document.
I will take breaks several times during producing the document to stand and move, as well as rehydrate
2. List the energy and resource conservation techniques that you will consider. 
I will consider using energy saving equipment, and refraining from printing any unnecessary information  
3. What is the purpose and audience of your document? Outline the presentation requirements. 
The purpose of the document is to offer a rally driving company an opportunity to join a holiday package deal

4. Identify the organisational and task requirements for your document. 
· Company logo
· Company colour scheme 
· Templates
· Organisation name, time, date document title, filename or other fields in headers or footers
· Established guidelines and procedures for document production
· Consistent corporate image
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?
It will be made so that the information and graphics are arranged according to the relevant topic and logical sequencing.
6. Explain how you would develop templates or master pages to ensure consistency.
I would develop it with established guidelines and procedures, consistent colour scheme and corporate image, as well as copyright legislation and house styles.
7. Who will you confirm your layout with?
With my supervisors or head office
8. Describe the process you will through to prepare, format and enter the text you require.
· Log into computer
· Open document or file
· Gather information from the text
9. How will you import text from other applications?
I could either copy and paste straight from the document itself, or load the file into the desktop publisher
10. How will you import the graphics that you need?
I would either copy and paste it, or download the image and upload it into the document through the desktop publisher
11. How will you arrange the text and graphics according to organisational and task requirements?
I will arrange the images, text, and graphics in a way that it is pleasing to view and effective to convey the message or information.
12. What are your methods for reviewing the text within your document?
Proofreading the text will allow me to check for errors
13. What will you check your page order, structure and linkages for?
Inconsistency and errors.
14. How will you produce your document in the required format?
I will produce the document in the required format by the document relates to the intended audience, it covers the correct topic, and all the tasks and organisational requirements are met
15. Explain how you will name and store your document.
I will name the document appropriately including keywords and initials and store it in a logical place, either locally or upload it to the organisational cloud
16. How will you ensure that you prepare your text documents within the designated time lines?
By organising myself, setting goals, allowing enough time to complete the work and exercising control of my time
17. What will you do if any problems arise?
I will talk to my supervisor, head office, or refer to the manual.
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