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Trainer/assessor guide

BSBITU313

Design and produce digital text
documents — Office 2010

Welcome to this unit of study

This unit describes the skills and knowledge required to
digitally design and develop text-based documents using
advanced features of word processing
applications/platforms.

It applies to individuals who possess fundamental skills in
digital device operation, and basic skills in operation of
word processing applications. They may work as individuals
who provide administrative support within an enterprise,
or may be technical/knowledge experts responsible for
production of their own digital documents.

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: Prepare tO ProdUCE OCUMENTS ....ccivivirieietetertetetetesteste et sttt et sbe st e bestebesbesbessesesbessesessesessesensenessessensen 5
EFBONMOIMICS .ottt bbbt et s b e bt et s b e bt et e b s bt e bt et e bt s bt et et e s bt e b e et e b s bt e nt e e e bt sr e e e ennes 5
Document purpose, audience and PreSeNtation. ...ttt sttt st sttt et b eas 9

Y10 @NA IMIAEE sttt sttt b e bt e st e b e s b et et e s e e b e b et e s e e b e e b et et e Reebe b e e e neeaeebenbeneeneene 11
Selecting a word processing apPliCatioN.......coiveiriririnieinereret ettt s b e 13

Check YOUT UNAEISTANGING ....coveviirieieiertinieietetertee ettt ettt st b e bbb bt e st e bbb et ebe s b e b et esesbesbenseneenis 15

Topic 2: Design documents AIZItally ..ottt sttt sttt s et besba et eaes 17
Purpose, audience and iNfOrMatioN........oecueiiirinierieinesietecee ettt st st a et saesse e ebesbesseseesesbessenseneas 17
Readability aNd @PPEAIraNCE.......coivieirerereteeee ettt ettt ettt sttt b e sttt b s b sttt b e b et et ebesbestentenee 45
FUNCLIONS tO ENSUIE CONSISTENCY ..eiviriiiiiiieiieieie sttt sttt ettt ettt st e b e s bt sb e bt sbe e b e sresneesnenens 61
INSErting @ StANAArd tABI@ ....cuiiiiieeeee et ettt et sbe bbb sae et st e saesaaebens 92
INSerting iMages and OTNEr data......ccvivireiriiireeere ettt s be st se e st st e e sesbesbe s neens 109

Check YOUr UNAErStan@iNg ......ccoevieiririinieieesiesietecste sttt ettt ettt sttt be st et estebesbeste st esesbestensenesbestensensenens 135

Topic 3: Produce text doCUmMENtS digitally ..c..ceeevuirieiririieiereeete ettt s 137
PaNoTol et oY alh (U] g et o] o 1< TSRS 137
Entering or importing, and editing text and other data........cccvererinininennee e 149
Previewing, adjusting and PriNTiNG .......cocoveriririniniene ettt sttt st sttt sbe st st e s b sbe s e ene 176

Naming and StOriNG AOCUMENTS ......cciiiririeieirierteeetre ettt sttt sttt s b e s b st be b ste e e st s besbe e ne 181
DESIZNATEA LIMEIINES ...ttt sttt st b e s ae et et s be s st e b e be s bt e st ebesbesseenbesbesseennenes 195
Manuals, user documentation and ONlNE NEIP ..c.civiririiiire e 207

Check YOUr UNAErStaNGiNG ......covevieiririenieieesiesiete ettt ettt sttt sttt s be st et e st ebe st e ste s esesbestensenesbeseensensesens 209
ASSESSMENT WOIKDOOK ...ttt s s bbb bbb b bs b ssbesaessssnennes 211
UNE INFOIMIGTION .ttt b st b ettt st b et b et s b bt eb et e be st s b e b e b e ket bese b ebentebenesbebeee 213
What is competenCy-Dased aSSESSIMENT? ...c.ciiiviriiieirerertet ettt ettt et b e st sb s e se st et e s esasbessensensess 214
How will My cOmMPetenCy D aSSESSEA?....c.iiiiriiiietreeee ettt b st sb et et be st s e 215
ASSESSIMENT AEIEEIMENT ...ttt ettt sb et sb e s bt st e b e s b e e b e e e e b e s bt sbe et e sb e e bt s st eabese e e bt eneeane 216
FOUNAtioN SKillS CRECKIIST.c...eeeititeeeeee ettt et 217
SKillS FECOGNILION.....eieiieiteeert ettt ettt et e s et s e e s bt s s e et e st s s e st s s et sse st sssesntessesnnesssanness 218
Topic 1: Prepare t0 Produce OCUMIEBNTS.....c.iicierierinieterte ettt st et et stesae et e beste s e e tesbesbesssessesbesseensensessesasensenes 219
Topic 2: Design doCUMENTS AIGILAIlY .o.eeivirierieiririerieteererie ettt e e e s e bt e e esesbesbeneeneens 220
Topic 3: Produce text doCUmMENtS digitally .....cceevuirieiriniieieree ettt st 221
KNOWIEAZE QUESTIONS ....eeeeeeereeeerteeereeetseestsceesteseestesaeseesaessees e sssessessssssssssesssessesssessesssessssssesssessesssessesssessessesnes 222
Topic 1: Prepare tO ProduUCe OCUMENTS ....ccuiiiiriirieteertestet et steste sttt st sbe bt sbesbeste e ssesbesbentesesbesbesseneesesbesbenseneane 223
Topic 2: Design doCUMENTS AIGILAIlY ...eoeriiriiiieiririeieeeereee ettt ettt be b sa e ene 229
Topic 3: Produce text documents digitally .....cocveverieieiiiniieieee ettt sttt sttt b st eae e 234
PerformManCe tasks........ouiiiiniiiiniiiiiiiciirrr bbb bbb bbb s s aernene s 239
Third party evidence collection greEMENT .......oouiviriiiie ettt sttt sttt st s bt et e b sbe s e esaenee 240
Topic 1: Prepare to ProdUCE QOCUMENTS ....cciiiviririeteestestetee st stessest e e stesse st e e ssesbessesessessessensesessessensensesessessensensns 241
Topic 2: Design doCUMENTS AIGILAIIY ...ooiviriiiiiiririiieteereee ettt sttt s b s b sbe e e ene 243
Topic 3: Produce text doCUMENtS diGItally ..c.oeeveriirieiririieieee ettt s 248

BSBITU313: Design and produce digital text documents — Office 2010 (Trainer/assessor guide)
© smallprint V5 Jul 2019



COMPIELION FECONM.....eeiiiiiieeieeeeeeee ettt e st s te st e et e s st s e st e s st st e s st s et e s s e s st esssasentasssasestasssesntesssesossasnesssasnns 254
LT 4 =T o] T o= OO PSSRSO R TSP 255

Trainer/ aSSESSON USEE INSTIUCTIONS ........uueeireeieeeeeeeeeeiiiiessesrrreeeeeeeeeeeeeeeessssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssnns 258

BSBITU313: Design and produce digital text documents — Office 2010 (Trainer/assessor guide)
© smallprint V5 Jul 2019 e



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»  Prepare to produce documents
»»  Design documents digitally

»  Produce text documents digitally

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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