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ICTICT203
Operate application software packages

Welcome to this unit of study

This unit describes the skills and knowledge required to
identify, select and operate three commercial software
packages, including a word-processing and a spreadsheet
application package.

It applies to individuals who utilise different software
applications within a small to large office environment to
produce diverse 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.



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 appropriate workplace health and safety (WHS) office work practices .......cccceceveneviveneneniencnennen 5
Ergonomic and resource conservation reqUIrEMENTS .......ocvverirerererieenenenieeeesre sttt st sessesbesbeee e sresbe s 5

Check YOUT UNAEISTANGING ....ocviiiiiriieiieiee ettt ettt sttt s bt et b e sbe s st e besbesbe et enbesbesasensenbesaaensenses 11

Topic 2: Use appropriate Word-proCessing SOfTWAIE.......ccveiviririeieerierieieesesiestee et ssessesestestessesesseseessessesessessens 13
Selecting Word-proCesSiNg SOfTWAIE ...cc.cviiriiirieieeree ettt sbe e be b e 13
DESIZNING HOCUMIEBNTS....eotitiieiietirteteteie ettt sttt et st st et bt st e st et ebesbe st et e st ebe st et e st ebe st e ste st entsbesbenbeneesesbensensenens 17
FINQIISING QOCUMIEBNES ... eiiiiiieeteie sttt sttt st sttt et st sat et e b sae et et e s besbe e st ebesbesabensebesaeensensessesasensens 34

Naming and StOrNE AOCUMENTS ...c.eiiiririeieererestee sttt sttt st et et ebesbeste s esesbesaesesaesesbessensesessessensaneas 86

Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 93

Topic 3: Use appropriate spreadsheet SOftWATIE ...ttt e s 95
Selecting SPreadShEET SOIWAIE .....cvviieieicerctee ettt e ettt se e e besbe e eseesesbesseneens 95
Entering formulas and fUNCEIONS .....ccoiiiiiireeesee ettt st st st a et st et e e esesbeseensenee 98
CUStOMISING SPreadshEet SETHINGS ...cccvivieviiiririeeeere sttt sttt ettt st et s b st et eseebesbesaeneenen 116

Naming and StOriNg SPreadSNEELS ......oviviriiiieree ettt st s be st be st e 129

Check YOUT UNAEISTANGAING ....co.eeviiriiriiiieierieseetestese ettt ettt st et st a et et e st e et e besbesasesenbesaeeasensesbesasensens 135

Topic 4: Use a third application SOftware PACKage ......ccouverueirininieieireseietsese ettt s 137
Selecting software applications for Presentations ...t 137
FINAliSING PreSENTAtIONS ..ottt sttt s sttt b st b e b st et e b s b e st e e esesbesbeneenene 145

NaminNg and STOrNG PreSENTATIONS. ......ccvvirieriere ettt ettt ettt e st st et e b sbe s e e bestesbeeseenbesbesaaensenes 157

Check YOUr UNAErSTaNGING .....ccovirieiririerieieesestete ettt sttt st st et sbestesseseebesbessessesesbestensenessestensensesens 165
RETEIEINCES. ..ttt R et R b e Rt b et r et r e 167
ASSESSMENT WOIKDOOK ...ttt s s bbb bbb b bs b ssbesaessssnennes 169
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 171
What is competenCy-Dased aSSESSIMENT? ...c.ciiiviriiieirerertet ettt ettt et b e st sb s e se st et e s esasbessensensess 172
How will My cOmMPetenCy D aSSESSEA?....c.iiiiriiiietreeee ettt b st sb et et be st s e 173
ASSESSMENT AGIEEIMENT ...c.uiiiiiiiiiiiiiiiiiiit et st ae e s b s b sab e st s b eab e s b e s bt e sbeesbe e ba e bsesbaesaae 174
FOUNAtioN SKillS CRECKIIST.c...eeeititeeeeee ettt et 175
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 176
Topic 1: Use appropriate workplace health and safety (WHS) office work practices ........cccovvevvecerveseniecenennene 177
Topic 2: Use appropriate Word-proCessing SOTIWAIE.......ccecveiriririeieinisiesieeseses e stees e sbestee e s e ssesseessesseseeseens 178
Topic 3: Use appropriate spreadsheet SOftWAIE ...ttt st 179
Topic 4: Use a third application SOftWare PACKAZE ......ccoevverieiriniereereetee ettt s 180
KNOWIEAZE QUESTIONS ...ttt scee st eee st se st e e s ee s st ssae s e s sae s e s ae st s s e sseessesnesnessnesssssassnsesassseassessennes 181
Topic 1: Use appropriate workplace health and safety (WHS) office work practices ......c.cccevevvvenerenenenennnee 182
Topic 2: Use appropriate Word-proCessing SOFIWAIE.......ccevveieiririeieirisesie e ese e ste s e se s e s e sbesseneens 185
Topic 3: Use appropriate spreadsheet SOftWAIE ...ttt s 188
Topic 4: Use a third application SOftWare PACKAZE .......cvuverueiririnieiereneteeese ettt 192
Topic 5: SPeCific KNOWIEAZE BVIAENCE.......ovveieertiteieeereee ettt sttt b s bbb st se e ene 196

Contents

ICTICT203: Operate application software packages (Trainer/assessor guide)
© smallprint V5 Jul 2019



Pl OIIMANCE TASKS...ciiiiiteeeiiiitieeiicctrreeeeesreeeeeesssseeeeessssaeeesessssseeesssssssseessssssseessssssssesssssssssesessssssseeesssssssessesssssseessssnns 201

Third party evidence cOlleCtion agrEEMENT ......civiiriririeiereree ettt st et sbesbe e e e enene 202
Topic 1: Use appropriate workplace health and safety (WHS) office work practices .......ccoccevevvenenevcneneneenenn 203
Topic 2: Use appropriate Word-proCessing SOIWAIE.......ccvevviririeriririeeeeiesete ettt s ne 204
Topic 3: Use appropriate spreadsheet SOftWAIE .......uviviieireiieiece ettt st se e 206
Topic 4: Use a third application SOftware PacKage ......ccoevveiririnienininireieesese et st 207
COMPIELION FECONT... ittt ettt et st s e st e s ee st s e e e s st s seesneseseesssesssessnssnssessnssstessessestesseessntesssessnnes 208
Unit mapping and assessSmMent ChECKIIST ..ottt sesneane 209
Trainer/ assesSOr USEr INSTIUCLIONS ........civiiiiiiiiiiiiiiit ittt ssbe st sbe s e ssbesabesaesassbesabes 212

ICTICT203: Operate application software packages (Trainer/assessor guide)
© smallprint V5 Jul 2019 e



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:

»»  Use appropriate workplace health and safety (WHS) office work practices
»»  Use appropriate word-processing software

»»  Use appropriate spreadsheet software

»»  Use a third application software package

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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