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Trainer/assessor guide

BSBITU112
Develop keyboard skills — Word 2010

Welcome to this unit of study

This unit describes the skills and knowledge required to
develop basic keyboard skills (across multiple
devices/keyboard types) using touch typing techniques in a
broad range of settings.

It applies to individuals who perform a range of mainly
routine tasks and generally work under direct supervision
using limited practical skills and fundamental knowledge.

It may be undertaken as:

» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

»» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
TOPIC 1: USE SAfE WOIK PraCICES ..veuiieiriiriiieiirierieietet sttt sttt ettt sttt sttt et eb e st et et e st s be b e b e st sbe b e bensenesbensensen 5
Adjusting workspace, furniture and @QUIPMENT .....cc.cviiiirierierreee ettt e 5

Health and Safety rEQUITEIMENTS ....c.icieieiriieietetstet ettt ettt e et s b e b e e e e s bebesaeseesesbesseseesessessanes 7

Check YOUI UNAErSTANGING ....coiveieiririeieeeesest ettt sttt sttt st sttt e se st st et e e sbesbe b eseebesbesaesessesbesseneesesbensenes 9

Topic 2: Identify and develop Keyboard SKillS .........coiviiiiririniienereteteeseret ettt et s 11
Keyboard functions and touch typing tEChNIQUE ......ccceivirieieirieeeeete ettt 11

SPEEA ANA GCCUIACY .ueiuviriieiieierieeiteteste st ete st ste st ebestesutesbessesbe st esbesbeestestenbesatessestesbesasensenbesaeessesesbesstensestesseensenss 21

Check YOUr UNAErSTANGING ....covvirieieiririeietsestee ettt st ettt s e e e st st e st e s eseebe st e sessesesbabensesessessensansoses 23

TOPIC 3: CNECK GCCUIACY c.euvuiitiriirietetete ettt ettt sttt et sttt et s b e s b e st et e bt s b st et e ae e b e st et et ebesbe st et ebesbesbenaenesbesbenseneene 25
PrOOTIEATINEG. ...ttt ettt ettt b st et e e bt s b st et e st e b e st et e st e b e s b et et e bt sb e st et eneebeseesentenen 25

Correct errors and fiNal CHECK ..ot sttt 26

Check YOUT UNAErSTANGING ....cocvvivieieiririerietsesteete sttt st ettt st b e e st sbe st e s esesbe st enbessesesbasensesessessensanseses 31
ASSESSMENT WOIKDOOK ...ttt be bbbt sbsae b s b st ssas e st ssa st smaenis 33
UNIt INFOrMIALION ..ttt sttt n et ebe st b st 35
What is competency-based @SSESSMENT? ..ottt sttt ettt st et e st sae et e stesbesatesesbesaeensensens 36
How Will My cOmMPetenCy D @SSESSEA?....c.uiiiirieieireree ettt st e b st sae e ebesbenseneene 37
ASSESSIMENT AZIEEIMENT ..c.etiiiiiiieteeteeee ettt sttt s b e e bbbt b e bt e s bt e s b e e b e e s bt e sbaesaeessaeemsesanesanesaneenneans 38
Foundation SKills CRECKIIST.......cooviiiiiiiiiici et 39
SKillS FECOGNILION.....eeeireeeeeeereeceree sttt seee et s e e st e e s st et see s e s ae st s ae st e saessnesseseessessnessesssesssessesssesaesseesnessnes 40
TOPIC 1: USE SAfE WOIK PraCLICES ...ccueiviriiieieierieriete ettt sttt sttt b e et be b st st be e b st e e e e b sbenae e ne 41
Topic 2: Identify and develop KeYD0oard SKillS ........ccciiireiririirieeisiseseee sttt sttt sa e sae e 42
TOPIC 3 CNECK ACCUIACY cueuteuiieiriisietetete ettt sttt st ste ettt e e be st e st e e e se st e s te st e sesbe st et eneebesbeseneesesbestensesesbesenseneane 43
KNOWIEAZE QUESTIONS ....cooeniiieiiiiereireieeeeeeteeeesentesstessatestessateestessssessesssssessasssssessasssesostesssesossesssesossssssesssssessessassossasses 44
TOPIC 1: USE SAfE WOIK PraCliCES ..veuiiviriiieieiisiesietet sttt sttt sttt et st s b st et e ebesbeste e esesbesbensenesbesbenseneans 45
Topic 2: Identify and develop Keyboard SKillS.........coiviiiririnieinereceesereeses ettt e 47
TOPIC 3: CNECK GCCUIACY .ottt sttt ettt st ettt s be sttt b e s b st et e bt s b s e et e st e b st et et e bt s be e et s bt ebesbenaeneebesbeneeneane 50
PerformManCe taskS....... it 51
Third party evidence cOlleCtion @BrEEMENT ........cceiriririeerereeeee ettt sttt st et s e b b e 52
TOPIC T: USE SAfE WOIK PraCLiCES ..vcuiiuiriiieieisesieteeete sttt sttt te st e e se st este st et ebe st et e e esesbesse e eseebessesaesessassanseneans 53
Topic 2: Identify and develop Keyboard SKillS........cccivirieieiriniieieiserietecse ettt st sa e sbeseenaens 55
TOPIC 3: CNECK GCCUIACY .ttt sttt sttt et s b e sttt s b e st st e e bt s b e st et e st s b e st et et ebe s b et et ebesbeseenaeneebesbenseneene 56
COMPIELION FECOIU....uiiiiiieeieeerteeerteet et eere st et s ste st s stes s s ses st s sesssessesssessesssassssssassasssesssessesssasssessasseessasseessessaesssesees 57
Unit mapping and asseSSMENt ChECKIIST ......c.c.coeirriieiirtrererteeteeretsetessee st esseese st essee s st esseesentesssessnsesssessnsesssasssasen 58
Trainer/ assesSOr USEr INSEIUCLIONS .......ocviviiiniiiniiiiiiniiinircrcneresreresressesre s st ssessessesssssssssssssssntsssenssnssnssnesns 59

BSBITU112: Develop keyboard skills — Word 2010 (Trainer/assessor guide)
© smallprint V5 Jul 2019



BSBITU112: Develop keyboard skills — Word 2010 (Trainer/assessor guide)
© smallprint V5 Jul 2019 [



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»  Use safe work practices
»»  ldentify and develop keyboard skills

»»  Check accuracy

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»»  information on competency-based assessment

»  instructions on how you will be assessed

»»  assessment tools to assess your competence

»  instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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