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 General 
Description 

This publication has been mapped to the BSBITU303A Design and Produce Text 
Documents  competency and as such the skills and knowledge acquired by working through 
this publication are consistent with those required in the competency criteria and range 
statements. 

 Learning 
Outcomes 

At the completion of this course you should be able to: 

 understand the importance of establishing and using document standards 
 work with multiple documents 
 use a range of formatting techniques to position text and paragraphs 
 define and modify lists 
 create and use templates 
 apply various page layout techniques 
 create and modify tables 
 perform a mail merge from scratch 
 use AutoCorrect to automatically correct commonly-misspelled and mistyped words 

and phrases 
 insert content from other sources 
 insert and work with text boxes 
 insert and work with clip art 
 print a document 
 work safely with your computer, consider your impact on the environment and manage 

files and folders efficiently. 

  
 

 Target Audience This courseware is designed for people who are studying the BSBITU303A Design and 
Produce Text Documents competency. It is ideal for people who work in offices, for clubs or 
charities where there is a requirement to produce more complex documents such as flyers, 
longer documents and reports, merged letters, documents with a high graphical content, and 
the like. 

 Prerequisites BSBITU303A Design and Produce Text Documents assumes a general understanding of 
and experience in the creation of word processed documents. It would also be beneficial to 
have a general understanding of personal computers and the Windows operating system 
environment.  

 Pages 254 pages 

 Student Files Many of the topics in BSBITU303A Design and Produce Text Documents  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 INF851. 

 Includes This Unit Workbook includes: 

 Competency unit mapping, 

 Complete and comprehensive learning resources,  

 Work-related practice exercises designed to allow the student to develop and practice 
skills and knowledge and to work within designated timeframes,  

 Comprehensive integrated assessment assignment. 

 Additional 
Teaching 
Resources 

A Teacher Resource CD is available for this workbook (sold separately) which includes a 
comprehensive test bank, solutions to all practice exercises and assessment activities, more 
detailed unit mapping documents, learning and assessment plans, additional assessment 
activities, and a teacher’s handbook. 

This information sheet was produced on Monday, July 11, 2011 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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Contents 

 Document Standards 

 Types Of Business Documents 
 Choosing Appropriate Software 
 Who Prepares Business 

Documents? 
 Speeding Up Document Production 
 Establishing Document Standards 
 Understanding Naming 

Conventions 
 Understanding Version 

Compatibility 
 Practice Exercise 

 Multiple Documents 

 Opening Multiple Documents 
 Switching Between Open 

Documents 
 Arranging All 
 Viewing Side By Side 
 Synchronised Scrolling 
 Resetting The Window Position 
 Saving A Document For Version 

Compatibility 
 Saving A Document As A PDF 

Document 
 Saving A Document As Plain Text 
 Saving A Document With 

Thumbnail Preview 
 Adding Properties To A Document 
 Practice Exercise 

 Formatting Techniques 

 Understanding Paragraph 
Formatting 

 Understanding Text Alignment 
 Changing Line Spacing 
 Changing Paragraph Spacing 
 Indenting Paragraphs 
 Outdenting Paragraphs 
 Applying First Line Indents 
 Applying Hanging Indents 
 Applying Right Indents 
 Understanding Pagination 
 Controlling Widows And Orphans 
 Keeping Paragraphs Together 
 Keeping Lines Together 
 Inserting A Page Break 
 Applying Hyphenation To Text 
 Inserting A Drop Cap 
 Understanding Returns 
 Inserting Hard And Soft Returns 
 Revealing Formatting 
 Practice Exercise 

 Lists 

 Understanding Lists 
 Applying Bullets 
 Defining A Bullet 
 Modifying A Bullet 
 Applying Numbering 
 Defining A Number Format 
 Renumbering A List 
 Understanding Multilevel Lists 
 Applying A Multilevel List 
 Promoting And Demoting List 

Items 
 Defining A Multilevel List 
 Creating A Multilevel List Style 
 Modifying A Multilevel List Style 
 Practice Exercise 

 Templates 

 Understanding Styles 
 Applying Paragraph Styles 
 Applying Character Styles 
 Understanding Templates 
 Using A Sample Template 
 Creating A Template 
 Modifying A Template 
 Copying Styles Between 

Templates 
 Tips For Developing Templates 
 Practice Exercise 

 Page Techniques 

 Changing Page Margins 
 Changing Page Orientation 
 Changing Paper Sizing 
 Inserting Page Breaks 
 Inserting A Cover Page 
 Inserting A Watermark 
 Applying Page Colours 
 Applying A Page Border 
 Understanding Section Breaks 
 Inserting A Next Page Section 

Break 
 Inserting A Continuous Section 

Break 
 Inserting An Even Page Section 

Break 
 Inserting An Odd Page Section 

Break 
 Understanding Headers And 

Footers 
 Inserting Headers And Footers 
 Inserting A Blank Header 
 Inserting A Blank Footer 
 Switching Between Headers And 

Footers 
 Editing Headers And Footers 
 Inserting Page Numbering 

 Creating Columns Of Text 
 Specifying Column Widths And 

Spacing 
 Inserting Column Breaks 
 Practice Exercise 

 Tables 

 Understanding Tables 
 Creating A Table 
 Adding Data To A Table 
 Selecting In Tables 
 Selecting Using The Mouse 
 Inserting Columns And Rows 
 Deleting Columns And Rows 
 Changing Column Widths 
 Changing Row Heights 
 Autofitting Columns 
 Shading Cells 
 Modifying Borders 
 Modifying Border Styles 
 Choosing A Table Style 
 Creating A Table From Text 
 Practice Exercise 

 Merging From Scratch 

 Understanding Mail Merge 
Terminology 

 Understanding Merging From 
Scratch 

 Selecting The Document Type 
 Selecting The Recipients 
 Inserting The Date 
 Inserting An Address Block 
 Inserting The Greeting Line 
 Typing The Letter 
 Inserting Merge Fields 
 Previewing The Merge 
 Completing The Merge 
 Practice Exercise 

 AutoCorrect 

 Understanding AutoCorrect 
 Using AutoCorrect 
 Adding AutoCorrect Entries 
 Understanding AutoFormat 
 Using AutoFormat 
 Using AutoFormat As You Type 
 Understanding Spelling And 

Grammar 
 Correcting Spelling Errors 
 Correcting Contextual Errors 
 Correcting Grammatical Errors 
 Understanding AutoText 
 Creating AutoText 
 Saving AutoText 
 Using AutoText 
 Practice Exercise 
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 Importing 

 Understanding Importing 
 Importing Text 
 Importing Excel Data 
 Importing And Linking Excel Data 
 Importing And Embedding Excel 

Data 
 Inserting A Hyperlink To External 

Data 
 Modifying Embedded Excel Data 
 Understanding Hyperlinking 

Options 
 Using Hyperlinks 
 Practice Exercise 

 Text Boxes 

 Understanding Text Boxes 
 Inserting A Preformatted Text Box 
 Typing Text Into A Text Box 
 Positioning A Text Box 
 Resizing A Text Box 
 Deleting A Text Box 
 Drawing A Text Box 
 Formatting A Text Box 
 Practice Exercise 

 Clip Art 

 Understanding Clip Art 
 Inserting Clip Art 
 Selecting Clip Art 
 Applying Text Wrapping Styles 
 Positioning Clip Art 
 Resizing Clip Art 
 Applying Picture Styles 
 Resetting Clip Art 
 Deleting Clip Art 
 Practice Exercise 

 Printing 

 Understanding Printing 
 Previewing Your Document 
 Printing The Current Page 
 Specifying A Range of Pages 
 Understanding Printing Options 
 Printing Without Drawing Objects 
 Printing Hidden Text 
 Printing Document Properties 
 Specifying What To Print 
 Printing Odd Pages 
 Printing Even Pages 
 Printing Multiple Pages Per Sheet 
 Scaling To Fit Paper Size 
 Printing Uncollated Copies 
 Manual Duplex Printing 
 Understanding Printing Problems 
 Practice Exercise 

 General Computer Operation 

 Setting Up An Ergonomic 
Workstation 

 Breaks And Exercises 
 Reducing Paper Wastage 
 Environmentally-Friendly 

Computing 
 Backup Procedures 
 Understanding How Help Works 
 Accessing The Help Window 
 Browsing For Help 
 Returning To The Home Page 
 Using The Table Of Contents 
 Searching Using Keywords 
 Dialog Box Help 
 Other Sources Of Help 
 Practice Exercise 

 Integrated Assignment 

 Concluding Remarks 

 


