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Trainer/assessor guide

BSBITU306

Design and produce business
documents — Office 2013

Welcome to this unit of study

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.

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: SEleCt ANd PrePAre FESOUICTES ..c.evveuirierierieieteetestetestetestestetesestessessestssessessessesessessessestssessesensesessensensenessensenses 5
Technology and software applications that produce business doCUMENTS.......c.cocevvevieierininienineneneeenees 5

Layout and style Of PUBDIICATION ....ccuiieieiiiiees ettt ebesbe s esaesesbesbenes 9
Discussing and clarifying format @nd STYI ......cuvivirieiririiee ettt naen 11

Check YOUT UNAErSTANGING ....coovivieiiiriirieietsiesietet ettt sttt ettt ettt b st b et e st sbe st e b et ebesbebensesesbesbensensens 13

TOPIC 2: DESIZN HOCUMENT...cuiitiieieiieterietetet sttt ettt sttt b e st st et e bt s b s e et e st sbe s b et et ebesbesae e ebeebesbenteneebesbenseneane 15
Identifying, opening and generating files and rECOIAS .....ooivieiriiririeieirieeeeerrere e sbenes 15

Designing documents to ensure efficient entry of information and maximised presentation and

=] o] o1<T=1 =1 Lol P OO P PP PO PO PTOPOPRRPRTO 32
Using a range of functions tO @NSUre CONSISTENCY .....cuviririerieiririeieteieri ettt ettt ettt besbeneen 47
OPEratiNg INPUL BVICES .....uiiiiriieieierieeitetee sttt sttt sttt st e st et e st e s bt e st e besbesaeesbesbesbesstenbesaesasensensesaaensenses 51
Check YOUT UNAErSTANGING ....cocvvivieieiririerietsesteete sttt st ettt st b e e st sbe st e s esesbe st enbessesesbasensesessessensanseses 55
TOPIC 3: ProdUuCe AOCUMIEBNT c..ccuiiiieiieierietetet sttt sttt et sttt ettt sa et e bt s b st et et sbesbe st e e sbesbe st e e ebesbesbentenesbesbenseneane 57
Completing document production Within tiMElNES .......cccoueririneieee e 57
Checking to ensure document meets style and layout sSpecificCations .......ccecevvverieercininerieesienereeeeesenes 140
Storing and saving documents to avoid 10SS Of dAta ...ccveciviiirieriiiririeesee e 144
Using manuals, training booklets and help-desks to overcome difficulties.......coccevvvenenennninennineniene 149
Check YOUT UNAErSTANGING ....coevvevieiriirieieteesiestetee sttt ettt st ettt b e st et et ebesbeste st ebesbesaesenesbeseenseneenens 153
TOPIC 4: FINALISE AOCUMEBNT ..ottt ettt st e s b s bt st et e sbesbe et e besbesatensesbesbessaenbesbesaeensenee 155
Proofreading dOCUMIENTS ....cviiiirieietre sttt sttt sttt st e s b st e s e s b st et e e e b e sbe s eseebesbensenassesbessenseneane 155
Naming and StOriNE AOCUMENTS .....cciiiririeiiiieriet sttt sttt sttt et s be st et b e s b e et e b s b st et e sesbesbe s e ene 158
Printing and presenting dOCUMIENTES.........coeviirirerieenererteeeie ettt sttt b e s b st se et s b ste e e besbe e e ne 164
Check YOUT UNAEIrSTANGAING ....cc.eeviiriiriiiieiereseeteste ettt ettt st et st s bt et et e st e st e besbesatessenbesaeeasensessesasensens 169
RTINS . .. ettt sttt b st h b e bbb e bRt R bRt R bt e R e b st e b et b st rene 171
ASSESSMENT WOTKDOOK ...ttt be b s be b e sbesbs b ssaesassassaenaes 173
UNIt INFOrMIALION ..ttt st sttt sb b saen 175
What is competency-based aSSESSMENT?.......ooiviiiiriiririeee ettt ettt et be st et e st sbe st enbesbesaeensenes 176
How Will My COmMPetenCY D @SSESSEA?....ccuiiiiririeieiereee sttt et b e st s bt e e sbesbe s enene 177
ASSESSIMENT AGIEEIMENT ...ttt ettt st e st esbe e s b e e s aaesabesaaesae s ear e s b e s bt e bt e bt ebeeaneesneesaes 178
Foundation SKills CheCKIIST.......ccoviiiiiiciiiic et 179
SKillS FECOGNITION.....eeeeeeeirteeerteeeeee ettt e et st e et e s e st e s e st e st s s e st s se st s ses st esesasesstessesssessesssessessseseensesseensens 180
TOPIC 1: SeleCt aNd PrePAre FESOUICTES .....ovveeeueriirtenietetertetetesestesbestesteresbestestestssesbestesessesbesbenteseesesbenseneesessessensenenne 181
TOPIC 2: DESIZN AOCUMEBNT ...ttt sttt sttt sttt et sbe s st et e s b e s b e e st e s besbesbee st e besbesaeensesbesbeeseensessesneensenss 182
TOPIC 3: ProdUCE DOCUMIENT ....uiitiiiieiietisieiet et stesteste e ste st st e sttt sbe st ese e s b esbesse st esesbesbessenessessensensesessessensensesentensenseneans 183
TOPIC 4: FINAlISE AOCUMENT....eiuiitiiiieiieitrietet ettt ettt ettt sttt st b e b et e bt s b e b et s be s b et et eseebesbenteneebesbenbeneeneane 184

BSBITU306: Design and produce business documents — Office 2013 (Trainer/assessor guide)
© smallprint V5 Jul 2019



KNOWIEAZE QUESTIONS ..ottt st et st ee e st st e s et st e s sae st e saesent e s s e s st e sbesnsesssassnsesssessnsssnsessnssensassnesen 185

TOPIC 1: SeleCt aNd PrePAre FESOUICTES ..cc.cveirerierieieestesteteresiessestetesessessesseseesessessessesessessensessssessensensesessessenseneesenne 186
TOPIC 2: DESIZN JOCUMIENT....uiitiieiieiiitirtiteteie sttt sttt ettt st ettt s bbb et e bt s b e s be st e st s bt s be st entenesbesbenteneebesbenbeneenessenes 192
TOPIC 3: ProdUCE AOCUMIENT ...cviiiiieiirtirteieteiert ettt ettt ettt ettt b et et b bt e st e bt b et e st eneebe b e s eneebeebenteneeneebenee 196
TOPIC 4: FINAIISE HOCUMIEBNT ..ottt ettt ettt sttt s e e st e b e b e e s bt e b e e e e eaeenenee 200
Topic 5: SPecific KNOWIEAEE @VIAENCE .....c.ceiieireiieree ettt 203
PErfOrMMANCE tASKS.c..couiiiieieicetetectete ettt sttt s b e s a e b e b et et et et e at et et et st e Rt et et e e ene s 204
Third party evidence cOlleCtion agrEEMENT ......civiiviiirireietrereet ettt ettt s e b e e sbesbe e e e eneene 205
TOPIC 1: SeleCt aNd PrePAre FESOUICTES .....ccveiririerieieiertertetetestestestetebessesbestestsbesbesbestesesbesbentenessesbesenessessessenseneesense 206
TOPIC 2: DESIZN HOCUMIENT....uirtiieteiietitetetett sttt ettt ettt ettt b bt e e e bt b e b et et s bt s b et eneeneeb e bensenesbesbenbeneeneesenee 210
TOPIC 3: ProdUCE OCUMENT ..ottt sttt ettt b e st e st e s bt s st et e b e s aeeab et e sbesatenbesbesaeenbensesbesneenee 214
TOPIC 4: FINAlISE HOCUMIENT.....ciiiiiieietiriiietee ettt ettt ettt et et et s b et et e e e besbe s estesesbesbenteneesesbensensenessenes 218
COMPIELION FECONT... ettt ettt et st e s e st e s e st s e e e s se s seesne s seessae s ssessasssssessnssstessessestanseessntesssessnses 222
L LTy 4 =T o] T o= OO PSSRSO PTSTRPRR 223
Trainer/ assesSOr USEr INSTIUCLIONS .....c..civiiiiiiiiiniiiiiit et ssbs s ssbe s e ssbesabesbesaassbesabes 225

BSBITU306: Design and produce business documents — Office 2013 (Trainer/assessor guide)
© smallprint V5 Jul 2019 e



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»»  Select and prepare resources

»»>  Design document

»  Produce document

» Finalise document

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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