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General Description The skills and knowledge acquired in Design and Develop Complex Text Documents
BSBITU401A - Microsoft Word 2007 The skills and knowledge covered in this book are
sufficient to create complex technical documents.

Learning Outcomes At the completion of this courseware you should be able to:

create and work effectively with themes

create and apply styles to paragraphs and text

create and use templates in your documents

create and use building blocks

use more advanced table features

understand and work with section breaks in a document
insert and work with pictures

insert and work with WordArt

insert and work with shapes

insert content from other sources

create and work with captions for pictures and other graphical elements in a document
work with footnotes and endnotes

create and work with an index in a document

create and edit recipient lists

perform more complex merge operations

create and use master documents to create more complex documents
work with many of Words vast array of printing features
create and modify fields

create and use interactive fields.

create and work with electronic forms in Word

create and work with macros

Training Package | This courseware has been mapped to the BSBITU401A Design and Develop Complex Text
Documents competency and is designed to act as a learning guide covering the technical
aspects of competency. It is primarily designed for people who need to know how to use
Microsoft Word to design and develop more complex documents such as newsletters, flyers,
reports, manuals, books, and the like. It is ideal for people who work in offices, for clubs or
charities where there is a requirement to produce more elaborate text documents.

Competency Assessment  Design and Develop Complex Text Documents BSBITU401A assumes a general introductory
knowledge of Microsoft Words. Participants must be able to create simple documents in
Microsoft Word and should have a general understanding of personal computers and the
Windows operating system environment.

Pages 304 pages
Nominal Unit Duration* 100 hrs

Student Files Many of the topics in Design and Develop Complex Text Documents BSBITU401A -
Microsoft Word 2007 require you to open an existing file with data in it. These files can be
downloaded free of charge from our web site at www.watsoniapublishing.com. Simply follow the
student files link on the home page. You will need the product code for this course which is
INF634.

Watsonia Publishing:
Phone: (+61) 3 9851 4000

www.watsoniapublishing.com CO u rS eW ar e O u t | I n e

info@watsoniapublishing.com
AUSTRALIAN MADE


www.watsoniapublishing.com

WATSONIA PUBLISHING

Product Code: INF634

Design and Develop Complex Text Documents
BSBITU401A - Microsoft Word 2007

ISBN: 978-1-921341-44-1

Teacher Resources

Companion Publications

Teacher Resources are available for this publication and include additional assessment
resources and solutions including answers to all the exercises in the study guide as well as an
extra test bank of over 250 questions and answers.

There are a number of other complimentary titles in the same series as this publication.
Information about other relevant publications can be found on our web site at
www.watsoniapublishing.com.

* Duration relates to study time only and does not include assessment time. Duration should be used as a guide only. Actual duration will
vary depending upon the skills, knowledge, and aptitude of the participants. This information sheet was produced on Friday, February 13,
2009 and was accurate at the time of printing. Watsonia Publishing reserves its right to alter the content of the above courseware without

notice.
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