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Topic1
Prepare to produce word-processed documents

The repetitive movements and sustained body position associated with entering
data into a computer is regarded as a hazardous manual task and puts the operator
at risk of developing an MSD.

MSDs may include conditions such as:

« sprains and strains of muscles, ligaments and tendons

» back injuries, including damage to the muscles, tendons, ligaments, spinal
discs, nerves, joints and bones

« joint and bone injuries or degeneration, including injuries to the shoulder,
elbow, wrist, hip, knee, ankle, hands and feet

« nerve injuries or compression (e.g. carpal tunnel syndrome)
o muscular and vascular disorders as a result of hand-arm vibration
e soft tissue hernias

 chronic pain.

Standard precautions

Your workplace may need you to use standard
precautions, particularly work practices related to
the prevention of repetitive strain injuries (RSIs).
These include ergonomic practices, workstation
design, enforced breaks and exercise routines.

Workers in an office environment follow standard
precautions when using a computer workstation.
However, research on sitting has demonstrated
that other precautions also need to be considered,
such as the use of standing workstations, to
ensure that injuries are prevented. It is important
that you carefully follow any standard precautions
that are prescribed for your workplace.

Equipment and systems safety checks

An important part of your daily work routine is to check the various systems and
equipment you will use during the day to make sure they are in correct working
order. Your workplace policies and procedures should include the steps to follow.
You may need to perform this procedure at the start of your working day or at
specified intervals during the day.

Workstation safety procedure/checklist:

« Seat is positioned in front of your computer and you can reach your keyboard
comfortably.

« Computer monitor is positioned out of direct sunlight and at the correct
height.
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Prepare to produce word-processed documents

... continued
Head
Shoulder
Elbow

Above knee

Below knee

Footrest

Back of chair

Under chair

Chair legs

Keep your head erect.
Have your upper arms hanging freely.
Have your forearms approximately horizontal.

Ensure there is clearance between the lower edge of the desk and
your legs.

Ensure there is clearance between the front edge of the seat and
the lower leg.

Use a footrest if needed.

The back support should be adjusted to support the small of your
back.

Adjust the seat height to suit your furniture and equipment.

Use a chair with a five castor base.

Desktop layout

) W \ >
A N\ &Y/ e

Items on your desk, including equipment and resources, should be arranged

within easy reach.

Your desk area can be divided into three zones:

 the optimum reach zone - the area closest to you, where your hands operate

most of the time

o the maximum reach zone - further away, but still close enough to reach

comfortably

o the outer reach zone — where you may have to bend forward or stand to

reach items.

Make sure your desk is organised so that frequently used objects, such as your
keyboard, are close to you. Intermittently used objects, such as your phone, should
be out of the way but still within easy reach. Other resources used less frequently,
such as in- and out-trays, should be in the outer reach zone.
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Topic1
Prepare to produce word-processed documents

JACKSON
Organisation’s letterhead
Recipient’s company name To: Weber Auto Repairs
Recipient’s name Attention: James Patrick
Recipient’s fax number Fax number: 013847 2900
Sender’s name From: Joshua Jackson
Date Date: 18 October 2016
Subject Re: Staff photographs

Number of pages being sent

Greeting

Body (content)

Closing
Signature

Sender’s identification ———
Footer

No. of pages: 1 (including this one)

Hi James,
I really enjoyed doing the shoot with your staff and am glad to
hear you are happy with the proofs. We have just started a new

promotion and | wanted to let you know about it before you place
your order.

November/December 2016 Special

During the months of November and December, corporate
customers placing orders valued at $1000 or more will
receive 50 calendars featuring the workplace image of
their choice for no extra charge. These calendars make the
perfect gift for your valued customers. Hurry! Offer ends 31
December.

Things are certainly getting hectic here and | would suggest you
place your order by the end of November to guarantee delivery
before Christmas.

Please give me a call if | can be of any further assistance.
Regards,

Joshua Jackson

Joshua Jackson

Manager

Please check that you have received all pages.
If not, please phone 07 5443 4237.
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Prepare to produce word-processed documents

.. continued

Who are our photographers? ‘Wedding Photography ‘Corporate Photography
Joshua Jackson and his team of leading Wa are able to moest all your busingss
needs. Ve specalise in team pholos,
porfraits and workplace images.  Our
images hawe been gracing brochures.
calendars, business cards, websiles and

capturing
!wmmhelpymgetnbﬂl‘ofﬂu

Photographic Services
Studio Portraits

Shukio potraits make the pedect gift for
family and friends. We offer sittings for
irdividuals, couples. friends and famies.
Portrad  siftings  arg  conducted at our
Maroochydore studio. The sendces of hair
and makeup artists ane available on request.

Landscape Photography
mmmmmmwm

mmwww wnamu
wmagesmrmmpmmsm

Event Photography

Are you hosting 8 major corporate event.

We are able lo create a pholography

sonices package to meet the needs of your
social

Did you notice that the first page looks like it is backwards? When you create tri-fold
brochures you need to create it this way so that when it is printed double-sided the content is
displayed correctly. If you open a brochure template in Word, you will see this is how it is laid
out.

Forms and tables

Forms are used by organisations to record and
collect information. Forms can be single or
multiple pages and can be created to meet any
need. Common forms include customer feedback
forms, order forms and time sheets. Your word-
processing software has a range of features you
can use to create forms, but one of the more
popular methods is to use either one or a series
of tables.
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Prepare to produce word-processed documents

Identify requirements to ensure

consistency of style and image

Producing text documents that meet an organisation’s requirements takes more
than just great computer skills. Every time you produce a document you should
apply your knowledge of organisational policies and requirements to ensure your
work conforms to the established style and company image.

Why organisational requirements are important

Production guidelines are implemented for several reasons. One of the most
important is to ensure that documents have a consistent style and image. By
following organisational guidelines, all staff will create documents that have a
similar style and format. This means that customers, business associates and
anyone receiving material from your organisation will instantly recognise it as
belonging to your organisation.

In many cases written
communication forms most of an
organisation’s contact with its clients.
Each time a client has contact with an
organisation, they form an opinion
based on the documents they receive.
In some instances an unprofessional
looking document, or one containing
errors, can be the difference between
gaining and losing a client.

Conforming to organisational requirements will also ensure you are able to
complete your work in an efficient and timely manner. It is very frustrating to have
spent hours working on the design of a document, only to find it does not meet
requirements. To avoid a situation like this, there may be a simple template you
could use.

© Aspire Training & Consulting
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Prepare to produce word-processed documents

the company name, logo and telephone number, although other details may also
need to be included. Check your organisation’s style guide and templates and
always ask another person to review your design and finished flyer or brochure.
Below is some useful information for producing a range of promotional materials.

Forms and tables \

Just like flyers and brochures, designing new forms will require
you to use your design skills. You will need to know if they will be
in colour or black and white, the paper size they will be printed

on and what information must be included. The information to be
included may depend on whether the form is for internal company
use or external (client) use. Check your organisation’s style guide
and templates and always ask your supervisor to review your
design and finished form.

\_ /

Reports \

You need to undertake a variety of tasks when preparing a report.
You need to determine the complexity of the report, including its
length, structure and the level of detail needed to suit the purpose
and audience. See your organisation’s style guide or templates for
the preferred layout.

/

Schedules

As schedules may be distributed either within an organisation or
to external clients, make sure you follow the guidelines in your
organisation’s style guide and templates and get your supervisor’s
approval for the final document and distribution.

Calendars \

Calendars are usually generated for the month, but can be
customised to any length.

The easiest way to create a calendar is by using the inbuilt
wizards in your word-processing or desktop publishing software.
The major advantage of using these wizards is that the dates
are automatically generated. Like schedules, calendars can be
distributed to internal or external clients.

To ensure you uphold the required corporate image, follow the
guidelines in your organisation’s style guide and templates and get
your supervisor’s approval for the final document.

/
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Design word-processed documents

One of your main duties when working in an office may be creating and editing
word-processed documents. To ensure you perform your duties in an efficient
manner, you must establish the purpose, audience and information requirements
for documents before you start creating them. In this topic you will become
familiar with the various information requirements and design elements that must
be considered, along with the functions you can use to ensure consistency in your
documents.

In this topic you will learn how to:
2A  Design the structure and layout of a document
2B Design the document to enhance readability and appearance

2C Ensure consistency of design and layout

© Aspire Training & Consulting
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Design word-processed documents

What information is required?

Most documents you create will have specific information that must be included
in them. This may be information to maintain you organisation’s corporate image;
for example, the company logo or standard headers and footers. It could also be
information that is critical to conveying the document’s message; for example, a
flyer about an upcoming workshop must include the date, time and venue of the
workshop.

The design of the document will be
determined by the information it
contains. You need to consider the
type of information and the clearest
way to display it. Is the information
communicated in graphics or text?
Would you use bullets, tables or
columns? Once this is clarified, you
can identify how you will structure
and lay out the document.

Structure and layout

After you have determined the purpose, information and audience requirements
for the document, you can implement the design. Designing a document refers
to the way you organise the content and layout. You should take several design
aspects into consideration.

Design aspects to consider:

« Boxes « Colour

o Columns  Graphics, photographs and drawings
« Headings « Letter and memo conventions

o Page layout o Typeface

o  White space

Boxes

Text boxes can be used to give clearly defined borders or edges to particular
content on a page. Putting an item in a box can make it stand out. Using design
elements — such as boxes —consistently on a range of documents can help the
audience to quickly locate information they have a particular interest in. An
example of this is displaying small advertisements in a newsletter. If you use the
same positioning and boxed design in each edition, readers will learn to look for
the information in that format.

© Aspire Training & Consulting
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Design and produce text documents

Table headings

You can have tables that are larger than one page when creating documents. You
can use the Heading Rows Repeat command to automatically show the table
headings on each page.

You might use this command when you have a document that contains a client list,
as shown below. The column headings have been automatically repeated on each
page, making the information easier to understand.

Community contact list Community contact list
Name Organisati Phone number Name Organisati Phone number
John Martin Community Builders 5423 9000 Hesth Barton Teens In Troukle 5478 4411
Julie Phillins “outh At Risk 1800 999 555 Katie Fullertor Inspiration Hall 2445 7212
Cassandra Hughes Aueay From Home 2466 7833 W Ying ‘West Side Church 2412 TE44
Foundation Support Service
Anton Hirolski Carers Respite 3647 6255 Sharnee Williams Chermzide Single 3E33EM2
Parents Support Group

Susan Carperter Brisbane Youth Council | 3854 1200

Tina Krauss Chermzide YWomen's 3833 9576
Patrizia Baretti Youth Support Fund 5423 0087 Shetter

Page 1 of 2 Page 2 of 2

Create a Heading Rows Repeat

Note: This command only works for automatic page breaks. It will not work if you
insert manual page breaks within your table.

1. Create a table.

2. Select the rows that you want repeated at the top of each page. You must
include the first row in the table.

3. Click the Layout tab, and then click Repeat Header Rows. The heading rows
will now be repeated on each page.

b e Fadnd Wty TE -0 X

MU WELKAT  RRUEWES WA GYER W Onems | | T . &

Note: This toolbar is only available if you are in a table.

AutoFormat

The AutoFormat feature in Word allows application of predefined styles to
documents. The styles you can choose from are a standard component of Word.
You can also create your own templates and styles.

80
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Design and produce text documents

Use functions for efficiency and consistency

Using various text, graphic and page formatting options will help you increase
your efficiency and consistency.

You should become familiar with each of the following functions:

« Indentations » Spacing

o Page numbers » Typeface styles, point size and colour
» Captions « Bullets and numbering

« Footnotes or endnotes « Annotated references

« Borders
Indentations

The indent of a line of text or paragraph is how far it is positioned from the
margin. Text can be indented on either the left or right sides of the paragraph or
both. Indenting is useful for drawing attention to sections of text. It can be used
very effectively to emphasise lists of data, including bulleted lists.

Indent a section of text

From the Ribbon, choose Page Layout, and go to the Paragraph grouping.
Enter the indent amounts and choose the special type if applicable.

Click OK.

OR

Click the small downwards arrow next to Paragraph on the Home tab and the
following dialogue box will appear.
Paragraph EE

et and Spaseg | Line and Bage Breaic |

Gerweral

e ]

Chrtting beved | Hody Teat w| IF ' mngnis i by gutaun
Inderdatian

Lot fem = Lt By
Bt Peom 2 [inone = =
I™ iierae mdenty

ipasing

B w3 Linis vosinns &
Agter T [sumipie #lilies =

I™ Dot pdd soage Between paragrapi o (ne s atvie

Prrvirw

o | ansigenin | [ ok | canem |

88
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Design and produce text documents

Example: organisational style guide

Here is an example of a style guide for Techno Train.

Techno Train
Making sense of technology
Templates
Tampiater ore o be used whan producing accersnte, dealabls iemeiates o
= st
& e
L ey =
LI 1 T
*  maedng ogenda
= mesling minvis.
The company kKgo b 10 opeecs on ol Socurmenis Droduced. Avaliabie Locos oner
s Teechres fraie Logeabenp
* Tecrmo o Logoipg

Ermipioess P Oooes 10 Hhe Doda dine (R, fnat conairs o fokder coilled *logos ond
terrpicias’] A1 e shoraord documant fempkabes ond kogos for fhe compory ane shomd in ihis
fikier, Eraves yrbels oo s oer thee temmplaes. Prirted copia of Ses sampetes: os
mmhwndmm

Document Farmatting guidelines

= Al poges o e prrked on Tec T fron kst

a LM oo he e R tie o ull-loc k. cpen pumeloolicn sk

= T b b fodemaHid in ARl fond, sz 11

= Lt ondnghl manrs o 1a be 250

= Poge nmlies or 10 e on ol pages Sxoent e |4 page

o fge Tmchres i o fempic e

= Foresone 1o ke loimalied infull Block. coon punctuafion stde

o Toeet i 10 e Tl in ARl foni, st ||

o Lah orelright rarns e 1o be 25

* Fape numrben ors 1o be cnall poges

Memos _

* Uy Techo o memo:berrgiale

»  Compony go bo be inchuded on ol fires:

*  Compony phoe NoMDEer, Smal Dot O wel aokieess 10 De nciuced onall lyer
Famms

Mﬂ;hﬂmdum hmumﬂwdfv\luhﬂnffnreum for sy e, Counme:
resgglieatin il Su cees salslacion surveys oind empiogs limedesl

L] cmrmmbemuwmmwm

o Commpary phone rumber, aodres ond Small D88 10 be Inciide o ol fermg

= Faguiony uaec PO 10 B 50 wed 03 fampiates

i:l*il

- Um1mhuhhmlm

s Ervues St Sarmulan ans ref adited and amoon i ors autanmaticaly ddaed

| IF Y ans urguns o P 10 ot & Sanu et piease Sonil your supsnar,
Naming and stering of Bos

Dot comd e are o D $ondd, 0 your resbwon, dites in fiolden rekafog 1o ihe boe of
document, B.g. et s, fioes, Documents ianng 1o-a pameuks cusiomes dia o be

gaved Invg ok with o cusfomen’s nainie. ke narmes shcakd incide ine date of creation
ondan natootion ofwhat the docurment i obou,

Exafrysa: I Fpac e 23y £ oee
1Al Corsidlinghoomms cocfrnaten 17 Junslbdes
MWHl‘ﬂmrﬂ' s Use of Ihe crlcietiens Sy and may conlain confiaenlial
Irlaitrna ko I hou aee not Ihe infervdod fodiien, yiu one hofelbry noihod a) oy uso e
dzerninabon of fhs comimuricabon ey pronibiied, The wrder decicim kot iy 1o oy
mmm;ossmwmmm opering o froeamiting ik

sl I o pecened i Inrsrmision in eeror, plesime notify Techng Troen Imenesciatety on 07
ASANSELL, Irvt doioho i orml,
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Design and produce text documents

Using the menu \

Select a column or row to resize.

From the Ribbon, choose Table Tools, select Layout. Use the
pull-down menu, from the Cell Size grouping to access Table
properties.

Experiment with the AutoFit, Sizes and Distribution (makes all
columns or rows equal).

If you click the drop-down menu you can click on the Previous
Column or Next Column buttons to change the width of adjacent
columns.

Select row and repeat these actions to modify its size.

\_ /

Using the ruler \

This applies to columns only. Move the pointer to the hashed area
on the ruler to resize. The pointer will change to a double-headed
arrow.

n L ] N 5 [ T AR ] 1] [ T} rEs L e

(Note: This method will maintain the width of adjacent columns.)

/

Use the Table Tools Design tab

The Design tab in Table Tools can be used to perform a range of formatting tasks
on tables.

B E % 5 3 » S - ? H -8 X

vowe  wel w SMmieR)  meSWA  wedbGs YR vew  oeeioss | e | L e e - [

1 Hiradder Biees |7 Tl Ctdhawrrn

o Rl By [ FAFRT NS ! — — * e e Ve

“abala S1p Dplurs Tuaie g [ B &

Note: This tab is only available if your cursor is in a table.

Use the different options to experiment with table design and style.

Format table borders

You can apply a variety of different borders to table cells. It is also possible to select
which parts of one cell have borders displayed.

104 © Aspire Training & Consulting



Topic3
Add tables and other data

Using the mouse to delete rows

1. Position your pointer on the left edge of a row and the pointer
will change to a white l; arrow. Click the left mouse button and
the row will be selected.

2. Click the right mouse button and select Delete Rows. The
selected row will be deleted.

3. Use the menu to insert or delete rows or columns.

4. From the Ribbon, choose the Table Tools tab, and select the
Layout tab.

5. Select Rows & Columns.

Experiment with the options.

Practice task 10

Using the instructions provided in this section, create a table with seven rows and three
columns. Edit the table so that it is similar to this example. Save and print your document with
the name ‘Table Practice’.

Merged Cells
Top Left Aligned Top Centre Aligned | Top Right Aligned
Centre Aligned cell
Centre Left Aligned with shading and no Centre Right Aligned
borders
Bottom Centre
Bottom Left Aligned Aligned Bottom Right Aligned
Split Cell | Shaded Cell
ood 2
§ s%| §
B |l
=3 %o
T | 288
Cell with no left Cell with no bottom
border or bottom border
border
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Add tables and other data

Example: image and text wrapping interactions

The following example shows the way the graphic and text interact using each different text

wrapping style.

Sequare Tighe Throagh
00 300 100 X M 10000 10X 20 1000 X X X 1000 X 0 3000 300 X N 10000 X
XX RN (MEXIXEXOOIENNEEENY |MENNEONDMXEINN
WOEEX XXX |xxx MO INEEY |xxx WO A LAY
XXX oo EAXX X XX HEXTANY, X .00 0000
200K 300 AKX |MWOOMHX MM | X 2000 M ==
EZIAX ALK | oot Mo E | o0mo MUK
00020 R (EolX HEXIXE | XNEX XXX MIXOOEN
00N O M O IO | XNEANEIXENENN (XNEXHIX
EEXNEEEENNXOOLN
T Behind Text In Front of Tex
00 3000 10X X ¥ 1000E 100 Yoo o0t X0 X X 10008 XN Yoo jo0! 300 X X 10000 XN
MAEX DUMXEAAN [HXKEX DN EANN
XA X0 AAAKAY | XA X0 AXAKN
EXEXY 000 B HEXEXLX F$ =43
300 0o X EOSY | 500 ool e roely
AATAAXTAAXOUE (XXEZAAXEZLHIOME
0 30K 30 308 00 X 00 X
NENNXEENN XX DNHX

T Line with Text
25308 3000 30 K 3 I000E 108 300 K H X A00C 1000 X X X X X X X 008 1006 30f X X X X i 000 X i
I I I I E O I IO DX I XIIINER

mxmmmwmu: XXX
3 TDOCOOCOD, T OO0 CODNEY DODODDI R E XN R E ¥

Adjust the text wrapping properties of a graphic

1. Click on your graphic and go to the Ribbon, then choose Picture
Tools, Format.

2. Choose the .., Wrap Text button and click on the style you want to apply.
3. Move the graphic into the desired position.

In Line with Text

Square
Tight
Through

Top and Bottom
Behind Text
In Front of Text

([ -

N

Edit Wrap Points

Move with Text

Eix Position on Page

i

More Layout Options...

Set as Default Layout

© Aspire Training & Consulting
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Add tables and other data

Learning checkpoint 3

Add tables and other data

This learning checkpoint allows you to review your skills and knowledge in adding
tables and other data.

Part A

Produce a document similar to the following example. You will need to search for
similar Clip Art images to use in the document. Your document should use the
same layout (positioning of text and images), similar heading styles, tables and
margins. Ensure you create appropriate styles to support the formatting of the
document. Save the document as ‘Capricorn newsleter.docx” and print it.

Fridle through sp it

February 2015
NEWSLETTER

Walcome back to ol skaff ard shuderts who
are rehoarireg b o solcal b par, |
placsad o crnounce thot we ore also joined
By Foal re 50T ol 51 P Sioclents Scross
weors ane toseven,

This yaor we wil & mplemanting sevenl rew
programe irchodrg oo moming  woebour
literacy ard rameracy infialve, We ore aso
Haling a rew grarks ol recrection prograrm

Cwrireg fre holicioys work wos completed on
e tarrig Courts ord ey ans mow Svalciole
for wem Dy shodents and for rent on the
WESKETTE,

T firg Chpirsiorcd Arty ezl
paformonce for e yeor will e on Felbnoary
7. Plema ersume you rehom foe student
EeErmEsion om o e scrodl dong wit the
B2 ariiry fise,

Let me close Dy soying my Ooor s clwons
spen ard that | oam locking forward o
wekineg with our school famniies this yecr,
ke Passmore

Frncipal

TUCKSHOP ROSTER

et waak's hackabuog raster i rdw arvalabies,
Feme conloct Jawle Ddey if you oe
unabie 1o Chend yolr roglered dol,

Rerermber, parent belpers and resded to
colect orden and monsy. prepare food and
cleo e corlasn,

HEW STAFF 2016

Thig pirdr S schodl & hatky enough 1o Bonwe
aristed tre sendces of the folowing rew shaff
i

Teom member Fasition
Mg Hedlery Teor | beocher dds
Forkeer

ks Mola Jones | Libwary cssishand

Miies Braed Smit | Sohool courdalion

LITERACY AND NUMERACY PROGRAM

The Pew Ferosy o Fumeacy g &
amad at ersuing o shonificont amount of
clong fimg 5 dedoated 1o thie Corg sk,

Each momirg shedents will soend the fimt 2
Fipurs compleling aclvlies 1o sl hem in
caveloping Fesss it sdls,

Studerts will complele cesesmments avery twa
weish b chaeck Hrir progreds ard paneris wil
b advised of the resuits,

Students wil alo be ghven specific recding.
speling and matrs aclivilies o port of thar
Fusrrsann,

1F e gl rgee nforralion. plecse condacl
aur Engleh leacher A Elan Jabrsos for
furtrer dadoils.

Capricom State School = Phone: 4833 4823 - Emait infoTcapricomstateschool.ede.au
Fage 1 of 1
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Produce text documents

... continued

Practice task 15

7. Create a recipient list with the following information. Remember to customise your address
list first.

Henderson | PO Box MAROOCHYDORE | QLD 4558 | Alex Bolton $10000
Printers 522

Ingles 28 NOOSA QLD 4566 | Susan | McFee $4000
Accounting | Melville

Street
John PO Box BEERWAH QLD 4519 | John Marcus $8000
Marcus & 193
Sons

8. Type these details into the fields. When entering data, you can either click into each field
using the mouse or use the Tab and Enter keys on the keyboard to jump from field to field.
To create a new record, click New Entry after you have entered a record. When you have
finished entering all the details, click OK. When you do this, you will be prompted to save
the list. Choose an appropriate location for the list file. Choose an appropriate name for
the recipient list. Click Save.

Word has a range of default locations for saved files. The default location for data sources
is Libraries\Documents\My Data Sources. When you insert or save a data source, this is
the location Word will automatically look in. If you have an existing recipient list, when you
choose Use an Existing List from the Select recipients panel, the browse tool’s default
location is also Libraries\Documents\My Data Sources.

|§: =
1 -

:

|

After you have saved your recipients list, when you open this file the information appears
in the Mail Merge Recipients window. In this window, you can choose which entries to
include in the mail merge by checking (ticking) or unchecking the box beside the first field.
This option is useful because data sources or recipient lists often contain hundreds of
records.

continued ...
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Here are some other considerations to prevent data loss.

Exiting application

When finishing work on a document you need to exit the
application. This maintains security and frees up computer
resources, such as memory, for other applications.

Multiple files

Try to work on one document at a time. If you need to have
multiple applications open, make sure you close the applications
that are no longer needed. This will help your computer to work
more quickly and prevent data loss if the computer fails.

Unattended workstation
Data loss can also occur if someone else tampers with your work.

If you are working on a document at your workstation, you should
lock your computer or exit the application before leaving your
workstation unattended.

Software

Other causes of data loss include virus damage, operating system
or application software bugs and failed upgrades.

Hardware

If your computer starts to make unusual noises or display warning
messages, shut it down immediately and do not power up again
until you have received advice from the IT coordinator.

© Aspire Training & Consulting
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Summary

10.

11.

12.

Use advanced software functions to produce documents efficiently.
Enter and import text to enhance your documents.

Editing ensures that the document is grammatically correct, has an effective
design and meets organisational requirements.

A checklist is often used to help people systematically go through all the points
that need to be considered when editing a document.

A range of print options are available when printing a document.

Most organisations have folder structures and naming standards. This allows
users to set up folders quickly and easily.

Naming methods need to be kept consistent, simple and meaningful.

Hard-copy documents need to be kept and archived, or destroyed after the
appropriate period of time.

Make sure you exit applications without causing damage or data loss.

A time line sets the schedule for a task or project. It gives details of each task
that needs to be accomplished to achieve that goal.

Time lines are often set by other people in your organisation. To successfully
meet these requirements you need to define the scope of the document.

Use online and paper-based manuals and other training materials to overcome
problems with document design and production.
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Recipient data:
First name Surname Fax number
Wafah Dafour 07 5423 0987
Jacob Shelby 07 3645 0978
Vladimir Klimovitch 07 4164 5632
Ryan Wheelan 07 5419 0088
Charlotte Johnson 07 4162 3277
Page 2

« On the second page of the same document create a flyer containing the
specials information shown below.

« Ensure you create a professional design that adheres to design principles
outlined in Topic 2.

3. Insert the pictures of the fruits and vegetables into the flyer from plant-
paradise-images.docx. Access and download this by either scanning the QR
code provided or at: http://chilp.it/6b8c562.
o The flyer should be on A4 paper, have a border and the margins E . E
should be 1 cm on all sides. Do not change the margins on the

fax cover sheet. E
« Ensure you include the company name, phone number and .
website address on the flyer.
Summer Specials m
Sweet corn

Sweet corn fresh from the garden is one of summer’s great treats. Sweet corn
should be planted in blocks of several rows close together for best pollination.
Single-row plantings can result in poor kernel set. Pick and use immediately
for maximum sweetness.

Pumpkin
These summer favourites come in a huge range of varieties. They are easy to
grow, and love heat and regular water. Varieties available include Butternut,

Jarradale, Ken Special and Queensland Blue. For best results plant on small
mounds in groups of three.

Elderberry (new)

This easy-to-grow clumping tree has attractive white flowers followed by dark
purple berries. Harvest the berries to make a tangy jam. Berries can also be
used to produce either sparkling or still wine.

160 © Aspire Training & Consulting


http://chilp.it/6b8c562
http://aspire-bizops-docs.s3.amazonaws.com/student-files/bsbitu303-plant-paradise-images.docx

	Contents
	Before you begin
	Topic 1
Prepare to produce word‑processed documents
	1A	Use safe work practices
	1B	Identify and clarify the purpose, audience and presentation requirements of a document
	1C	Identify requirements to ensure consistency of style and image
	Summary
	Learning checkpoint 1
Prepare to produce word-processed documents

	Topic 2
Design word-processed documents
	2A	Design the structure and layout of a document
	2B	Design the document to enhance readability and appearance
	2C	Ensure consistency of design and layout
	Summary
	Learning checkpoint 2
Design word-processed documents

	Topic 3
Add tables and other data
	3A	Insert a standard table into a document
	3B	Insert and delete columns and rows
	3C	Insert images and other data
	Summary
	Learning checkpoint 3
Add tables and other data

	Topic 4
Produce text documents
	4A	Use advanced software functions
	4B	Enter, import and edit text and other data
	4C	Preview, adjust and print documents
	4D	Name and store text documents and exit the application safely
	4E	Prepare text documents within designated time lines
	4F	Overcome problems with document design and production
	Summary
	Learning checkpoint 4
Produce text documents




