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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: 		Leilah Chadburne 
Address:	4 Tallgum Avenue, Verrierdale 
Email:		lchadburne1906@gmail.com
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.

· Eye strain and discomfort 
· Back problelms
· Strain Injury
· Stiff fingers


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

· Chair height, seat and back adjustments
· Footrest
· Keyboard and mouse position
· Noise minimisation
· Posture
· Screen position
· Lighting 


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

· Avoid working for long periods of time
· Don’t sit to close to your screen 
· Take regular breaks
· Use a LED monitor
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	Estimated Time
	15 Minutes

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

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

· Double sided paper use
· Reusing paper for rough drafts
· Utilising power-save options for equipment 











Explain which energy and resource conservation techniques you currently use.

Energy and resource conservation techniques that are currently being used at Nambour State Collage include solar panels in some class rooms, air conditioning set to certain temp in all rooms, all computers are shut down when not in use and all nights are switched off when not in use.





How could you improve this?

Paper source at school could be improved by reusing scrap paper and buying paper that is environmentally friendly. Also recycling bins are not used in school so all rubbish is put in the same bin, which is not necessary, also more solar panels on class rooms to reduce reliability on electricity. 














[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 
· Memos 



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

· To outlay instructions 
· To give information
· To prohibit some things





Who is the audience?

· Fellow staff members






What presentation requirements should be considered?

· Company logo
· Company colours 
· Different font sizes
· Important points in bold 
· Contact details 





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

· To clarify the issues I would consult with the deputy or a person who is involved in the information 





[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.

· Company colour scheme 
· Company logo
· Templates
· Organisation name, time, date, filename or other fields in headers and footers
· House styles
· Consistent restrictions 





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

I ensure consistency by having sample template that I use for each new document I produce. This is to ensure all the presentation requirements are always the same as well as organisational requirements including house styles. 
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	Estimated Time
	15 Minutes

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

	Activity
	What may the process of designing include?

· Balance 
· Text flow
· Typography
· Simplicity




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

I used simplicity in the design of a document by using a straightforward layout that is not to complex. The structure of the document is also basic meaning the document will be well organised with a simple design 





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

Elements that should be considered within the structure and layout of the design may include – 
· Colour
· Columns
· Headings
· Photos
· Letters and memo conventions
· Page layout 
· Boxes 
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	Estimated Time
	15 Minutes

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

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

· Borders
· Captions 
· Bullets and numbered lists 
· Page numbering 
· Spacing 
· Font styles and point size









What elements would you include in a master page?

· Logos
· Headers and footers
· Page numbers
· Spacing 
· Empty graphic frames 








Choose a type of document.
What are the aspects of formatting you should consider?
If I was to write a letter to a client the aspects of formatting I should consider can include things like –
· Page and line spacing 
· Fonts 
· Text sizing 
· Borders 








[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?
Any new or changed layouts to any sort of document would have to be confirmed with the head of department (HOD)













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

· Make sure they understand what is happening 
· Ask for helpful feedback 
· Make sure you listen when they talk to you
· Ask questions 
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	Estimated Time
	20 Minutes

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

	Activity
	Where may your text come from?
· Supplied by a customer or supervisor 
· Created by you 
· Online







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






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






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

Once you are finished designing your document you need to access the required text which can either be supplied by a customer or supervisor or be created by you. You need to consider the text composition and the test acquisition and then format your document. Some common text formats that can be included – 
· Plain text
· Tagged text
· Rich text format
· Body text 
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	Estimated Time
	15 Minutes

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

	Activity
	What are the two ways that you can import text from other files?
· Loading the file into your desktop publisher
· Simply copy and paste the text that is needed 







Describe the steps of importing text from another file.
· Select the empty frame you wish to use
· Click ‘insert’ tab and choose ‘text file’
· Locate and select the file you wish to import
· If you want to retain the files formatting styles check the ‘retain format’ box
· Click ‘open’
















If your imported text doesn’t look right, what should you do?
You should revert back to your original word processor document and save it in a different format or style and select your own converter manually and retry the process
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	Estimated Time
	20 Minutes

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

	Activity
	What are graphics?
Graphics are anything on your page which is not text. Some things include –
· Photos
· Shapes
· Word art
· Charts and graphs











How can you use a scanner to import images?
· Connect the scanner to your computer 
· Place the image face down the right way (exactly how you would when photocopying)
· Preview your scanned image and make sure it looks correct
· Select the scan area in your software 
· Set your options as to what sort of scan you would like 
· Press the ‘scan’ button
· Save your image when scanned 








What aspects of your graphics may need reformatting?
· Size
· Thickness
· Colours
· Shadowing
· Position 
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	Estimated Time
	25 Minutes

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

	Activity
	What should a good page layout do?
· Be pleasing to look at
· Create an attractive and effective document 
· Ensure it is passing on a message 







Give examples of tips that you consider when arranging the text and graphics in your documents.
· The information should relate to what is being spoken about
· Keep it neat, don’t have 10 different colours and fonts 
· Consider text flow, simplicity, typography 
· Keep in mind any templates or styles that you may be able to use 































[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?
Memo 
The issues that were identified within the simple desktop published document were resolved by fixing up the errors and then proofreading over the document again to ensure that there are no issues or problems 









































[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. 

Before printing the document, you should check that the order of the page is correct and the flow is in logical order and is easy to read. The structure should also be checked to make sure that all the elements are connected in some way. Linkages should  be the connections between the elements and help your document flow better and easier to read. 
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	Estimated Time
	10 Minutes

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

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

I would produce this document in a memo format with the intended audience being fellow staff members or other workers around. It will be addressed as a ‘staff trade meeting’
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	Estimated Time
	25 Minutes

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

	Activity
	Why should you name your document appropriately?

Naming your document appropriately is very important as it can help organise your desktop and will make it a whole lot easier to find. Also will help keep the documents in order. 




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

· Use a date
· Use the name who created/edited the document
· Use codes or keywords
· Be consistent 




How do you usually store your documents?

I usually store my documents in a folder named appropriately according to the information in the documents so it can be easily found. Documents that are important will also be put on a USB in case of shut down to the computer.



How can you improve your method?

I can improve this by also making sub folders in the documents so it can be easier to find documents if there are lots of documents in that folder.





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

· To many characters
· Restricted characters 
· 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 organisational requirements for speed and accuracy.

	Activity
	What is a time line?

A time line is where key planned tasks and events are marked in the required sequence of their occurrence on a suitable scale




What may your designated time line be?

· Time line agreed with a supervisor or customer requiring the document
· Organisational time line 









Give examples of good time management.

· Prioritising your tasks
· Keeping track of your work
· Recording your deadlines
· Think about problems that may occur 
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	Estimated Time
	10 Minutes

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

	Activity
	How can manuals help you to overcome problems?

Some things a manual may include –
· A glossary/index
· Where to find help 
· Frequently asked questions
· Trouble shooting section 









How can user documentation help you to overcome problems?

Documentation is the information that is provided to help you use a specific program, including technical annuals and online information. It covers things such as installation, reference and tutorial.










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

A search on the internet will provide you with most of your problems.
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	Estimated Time
	45 Minutes

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

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

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral Communication
· Navigate the world of work
· Interact with others
· Get the work done
· Identify energy and resource conservation techniques
· Outline organisational requirements for ergonomics, work periods and breaks
· Describe contents and purpose of organisational style guides
· Explain purposes, uses and functions of desktop publishing software
· Outline various formatting styles and their effect on formatting, readability and appearance of documents

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

Choose a simple document using desktop publishing.

1. Outline the design and layout principles for your chosen document.
The layout for my letter will be a simple easy read layout with the letterhead attached at the top of the document 

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

3. Clarify the requirements with the relevant person. 

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

5. What energy and resource conservation techniques have you considered whilst developing your document?
When printing my drafts it will be on recycled paper back to back in needed. 

6. What are the organisational requirements in place for ergonomics, work periods and breaks?
Ergonomic requirements may be relevant to chair height, seat and back adjustments, keyboard and mouse position and posture. Work breaks are needed when working at a computer for a long period of time.

7. Are there any organisational style guides that you had to think about? Did they have an effect on your document?
I had to think about how close I was positioned to the computer screen and had to adjust the height of my screen, so I wasn’t slouching to see the screen. I also had to have a regular walk around break so my back wasn’t getting to sore being in one place all day. The few adjustments didn’t have any effects on my document. 



[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 use safe work practices by meeting the ergonomic requirements and taking a small exercise break when I am aching 

2. List the energy and resource conservation techniques that you will consider. 
Using recycled paper, printing double sided when available, utilising power-save options for computers

3. What is the purpose and audience of your document? Outline the presentation requirements. 
The purpose of the document is to alert my employer that I will be withdrawing my application for a training course and recommend my colleague 

4. Identify the organisational and task requirements for your document. 
Company colour scheme, company logo, house styles, templates, organisation name, date, tme, document title, filename and other fields in headers and footers.

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 designed in a way that ensures that all the information and graphics are arranged according to the related topics and logical sequences

6. Explain how you would develop templates or master pages to ensure consistency.
I would develop templates or master pages with established guidelines and procedures, consistent colour scheme and corporate images.


7. Who will you confirm your layout with?
I would confirm the layout with the head office or the person in charge.

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

9. How will you import text from other applications?
I will either copy and paste the information straight from the other applications or if that cant be done load the file into the desktop publisher.

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

11. How will you arrange the text and graphics according to organisational and task requirements?
I will arrange the text and graphics so they look effective and appealing document that is pleasing to look at and that will transport the message to the reader.

12. What are your methods for reviewing the text within your document?
Reviewing the text in the document can be done by proofreading or reading outload or working in a way that suits you.

13. What will you check your page order, structure and linkages for?
You should check the page order so that they are all in the correct places and in order, check the structure of the document so that the construction of the elements make a ‘solid whole’ at the end and check the linkages so that the connections between the element all relate to eachother. 

14. How will you produce your document in the required format?
I will produce the document in the required format by the documents relates to the intended audience and make sure it covers the correct topic and all tasks required are met.

15. Explain how you will name and store your document.
I will name documents appropriately according to the file and so it is easy to access in the future. 

16. How will you ensure that you prepare your text documents within the designated time lines?
By having good time management skills and planning ahead to make sure I will meet the deadlines for all my documents.

17. What will you do if any problems arise?
[bookmark: _GoBack]If any problems arise I will overcome them by using manuals, documentation or online help. 
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