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BSBITU309A Produce Desktop Published Documents 

INFOCUS COURSEWARE  

 Order Code: INF853 

Product Information 

Microsoft Word 2010 

 Curriculum Series 3A 

 General 
Description 

The skills and knowledge acquired in this course are sufficient to be able to design and 
produce desktop published documents using Microsoft Word 2010. 

 Learning 
Outcomes 

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

 understand the various aspects of document design and layout 
 create a new document 
 work with a document 
 use a range of font formatting techniques 
 format paragraphs 
 create and apply styles 
 work effectively with features that affect the page layout of your document 
 create and modify tables 
 insert and work with pictures in a Word document 
 insert and work with clip art 
 draw and format shapes 
 insert and work with text boxes 
 insert and work with WordArt and text effects 
 create and work with SmartArt 

 insert content from other sources 
 work safely with your computer, consider your impact on the environment and manage 

files and folders efficiently. 

  
 

 Target Audience This course applies to individuals who work in a range of environments and require skills in 
desktop publishing. They may work as individuals providing administrative support within an 
enterprise, or may be technical or knowledge experts responsible for the production of their 
own documents. 

 Prerequisites This courseware assumes little or no knowledge of Microsoft Word. However, it would be 
beneficial to have a general understanding of personal computers and the Windows operating 
system environment.  

 Pages 280 pages 

 Student Files Many of the topics in this course 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 INF853. 

 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 Tuesday, July 12, 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 Design And Layout 

 Types Of Business Documents 
 Meeting Organisational 

Requirements 
 The Four Basic Principles Of 

Design 
 Understanding Document Layout 
 Understanding White Space 
 Understanding Typeface 
 Understanding Visual Elements 
 Understanding Rules And Borders 
 Understanding Headings 
 Understanding Page Layout 
 Understanding Computer Graphics 
 Understanding Colour 
 Document Writing Tips And Traps 
 Practice Exercise 

 Creating A New Document 

 Creating Documents In Word 
 Using The Blank Document 

Template 
 Typing Text 
 The Save As Dialog Box 
 Saving A New Document 
 Typing Numbers 
 Inserting A Date 
 Document Proofing 
 Checking Spelling And Grammar 
 Making Basic Changes 
 Saving An Existing Document 
 Printing A Document 
 Safely Closing A Document 
 Practice Exercise 

 Working With A Document 

 The Open Dialog Box 
 Opening An Existing Document 
 Navigating With The Keyboard 
 Scrolling Through A Document 
 Page Zooming 
 Viewing The Ruler 
 Showing Paragraph Marks 
 Navigating Documents 
 Viewing Headings 
 Editing Headings 
 Adding Headings 
 Moving Headings 
 Counting Words 
 Practice Exercise 

 Font Formatting 

 Working With Live Preview 
 Changing Fonts 
 Changing Font Size 
 Growing And Shrinking Fonts 
 Making Text Bold 
 Italicising Text 
 Underlining Text 
 Applying Strikethrough 
 Subscripting Text 
 Superscripting Text 
 Highlighting Text 
 Changing Case 
 Changing Text Colour 
 Applying Text Effects 
 Using The Format Painter 
 Using The Font Dialog Box 
 Clearing Font Formatting 
 Practice Exercise 

 Paragraph Formatting 

 Understanding Paragraph 
Formatting 

 Understanding Text Alignment 
 Changing Text Alignments 
 Changing Line Spacing 
 Changing Paragraph Spacing 
 Indenting Paragraphs 
 Outdenting Paragraphs 
 Starting A Bulleted List 
 Adding Bullets To Existing 

Paragraphs 
 Removing Existing Bullets 
 Starting A Numbered List 
 Numbering Existing Paragraphs 
 Removing Existing Numbers 
 Creating A Multilevel List 
 Shading Paragraphs 
 Applying Borders To Paragraphs 
 Using The Paragraph Dialog Box 
 The Paragraph Dialog Box Indents 

And Spacing 
 The Paragraph Dialog Box Line 

And Page Breaks 
 Practice Exercise 

 Styles 

 Understanding Styles 
 Applying Paragraph Styles 
 Applying Character Styles 
 Creating A Quick Style 
 Creating A Paragraph Style 
 Creating A Character Style 
 Applying Custom Styles 
 Practice Exercise 

 Page Layout 

 Changing Page Margins 
 Setting Custom Margins 
 Changing Page Orientation 
 Changing Paper Sizing 
 Setting Custom Paper Sizes 
 Inserting Page Breaks 
 Removing Page Breaks 
 Inserting Page Numbers 
 Formatting Page Numbers 
 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 
 Aligning Data In Cells 
 Inserting Formulas Into A Table 
 Updating Formulas In A Table 
 Understanding Table Properties 
 Changing The Direction Of Text 
 Repeating Heading Rows 
 Practice Exercise 

 Pictures 

 Understanding Pictures 
 Inserting A Picture 
 Resizing A Picture 
 Changing The Picture 
 Removing A Picture Background 
 Correcting Pictures 
 Changing Picture Colouring 
 Applying Artistic Effects 
 Changing Picture Styles 
 Changing Picture Effects 
 Repositioning Pictures 
 The Picture Format Short Cut 

Menu 
 Changing The Picture Layout 
 Cropping A Picture 
 Cropping To A Specific Ratio Or 

Shape 
 Practice Exercise 
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 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 

 Shapes 

 Understanding Shapes 
 Inserting A Drawing Canvas 
 Positioning The Drawing Canvas 
 Drawing Shapes 
 Selecting Shapes 
 Moving Shapes 
 Resizing Shapes Using The Size 

Controls 
 Resizing Shapes Using The Mouse 
 Arranging Shapes 
 Aligning Shapes 
 Rotating Shapes 
 Deleting Shapes 
 Formatting Shapes 
 Applying Shape Styles 
 Inserting And Formatting Text 
 Changing Shapes 
 Grouping Shapes 
 Resizing The Drawing Canvas 
 Wrapping Text Around The Canvas 
 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 

 WordArt 

 Understanding WordArt 
 Applying WordArt 
 Positioning WordArt 
 Editing WordArt Text 
 Formatting WordArt Text 
 Applying Text Effects 
 Deleting WordArt 
 Practice Exercise 

 SmartArt 

 Understanding SmartArt 
 Inserting A SmartArt Graphic 
 Inserting Text 
 Adding Shapes Below 
 Adding Shapes Above 
 Adding Shapes Before And After 
 Adding An Assistant 
 Promoting And Demoting Positions 
 Switching SmartArt Right To Left 
 Positioning SmartArt 
 Resizing SmartArt 
 Applying A Different Layout 
 Applying A Colour Scheme 
 Applying A SmartArt Style 
 Deleting SmartArt Shapes 
 Practice Exercise 

 Importing 

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

Data 
 Inserting A Hyperlink To External 

Data 
 Understanding Hyperlinking 

Options 
 Using Hyperlinks 

 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 

 


