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Introduction
This set of assessment tools is for the unit of competency BSBTEC201 Use business software applications. 
The guide is divided into three sections:

Section 1:
Unit of competency

Section 2:
Assessment resources

Glossary (VET sector terminology)

As the trainer/assessor, you are in the best position to judge the full training and assessment requirements of a unit of competency. The judgments that you make in this regard should form part of your broader training and assessment strategy.

Learners may or may not be employed in the workplace. Where a learner is currently employed, you should endeavour to use relevant workplace documents and resources. Where learners are not currently employed, you must provide example documentation and a simulated environment wherever possible. Encourage classroom learners to take every opportunity to observe a real working environment and discuss what they have seen. Note that observation and assessment in the workplace is mandatory for some units of competency. Refer to section 1.2 of this guide, or to the assessment requirements of the relevant unit of competency, for details of assessment conditions.
Section 1 - Unit of competency

The Business Training Package was developed by the Innovation & Business Skills Australia (IBSA) in consultation with industry stakeholders including employers, unions, peak bodies, professional associations, regulatory bodies, registered training organisations (RTOs) and other relevant parties. The training package specifies the skills and knowledge required to perform effectively in the business workplace.

Individual units of competency are nationally agreed statements that describe work outcomes and can stand alone when applied in the workplace.

This section outlines the requirements of the unit of competency BSBTEC201 Use business software applications and other information relevant to it.

It contains the following information:

1.1 
Elements of competency and performance criteria

1.2
Assessment requirements 
1.3 
Dimensions of competency

1.4
Foundation skills
1.5
Skill sets

1.6
Recognition of prior learning (RPL)
1.7 
Glossary of terms
1.1
Elements of competency and performance criteria

The elements of competency define the skills required to perform a work activity. They describe the required outcomes that need to be assessed. 

The performance criteria define the level of skill necessary to achieve the requirements of the element. The student needs to be competent in at least three of the following business software applications:
PowerPoint 

Word

Excel

Outlook

Publisher
The following table maps the content in the on-line course BSBTEC201 Use business software applications to the unit of competency.

	 BSBTEC201 Use business software applications
	Where covered in on-line course

	Element 1: Select and prepare to use technology

	1.1 
Identify task purpose, audience, format and presentation requirements, and clarify with relevant personnel, where required.
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10
PowerPoint - Task 1, Task 5, Task 9
Outlook - Task 2, Task 4, Task 5, Task 10
Excel -Task 6, Task 9

	1.2 
Select relevant technology and software applications to achieve requirements of the task.
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9

	1.3 
Adjust workspace, furniture and equipment to suit own ergonomic requirements.
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9

	Element 2: Input and process information or data.

	2.1 
Identify and open application, according to task and organisational requirements
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9

	2.2 
Enter information or data into application according to organisational requirements
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9

	2.3 
Ensure information or data is checked and amended according to organisational and task requirements
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9

	2.4 
Format information or data using appropriate application functions according to organisational and task requirements
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9

	2.5 
Use relevant help functions to overcome simple issues
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9

	Element 3: Finalise and store document

	3.1 
Review and edit final information or data, and prepare for storage in accordance with organisational and task requirements
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9

	3.2 
Name and store document and exit application
	Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9


1.2
Assessment requirements 

BSBTEC201 Use business software applications covers the outcomes, skills and knowledge required to select and use software and organise electronic information and data. It applies to individuals who use a limited range of practical skills with a fundamental knowledge of equipment use and the organisation of data in a defined context, under direct supervision or with limited individual responsibility.
The assessment requirements consist of three criteria:

· Performance evidence: details the skills to be demonstrated, the consistency of performance (for example, on how many occasions, in what range of situations, using what range of equipment) and any licensing, regulatory or registration requirements
· Knowledge evidence: the scope and depth of knowledge required
· Assessment conditions: specify where assessment can take place, what resources are required and what interactions with other people are required
Performance evidence
The performance evidence for the unit BSBTEC201 Use business software applications requires the candidate to demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to select and use at least three business software applications on two occasions each.

During the above, the candidate must:

· select and use technology safely and according to organisational requirements

· identify and address faults according to requirements.
Knowledge evidence
The knowledge evidence within the unit BSBTEC201 Use business software applications requires the candidate to demonstrate their knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:

· organisation’s work health and safety requirements relevant to own role

· organisation’s requirements for file naming and storage

· applications used for organising electronic information and data. 
Assessment conditions
Assessment must be conducted in a workplace or simulated where the conditions are typical of those in a working environment in this industry.

This includes access to:

· workplace equipment and resources

· electronic files, information and data

· workplace documentation. 
Assessors of this unit must satisfy the assessor requirements in applicable vocational education and training legislation, frameworks and/or standards.

1.3
Dimensions of competency

The dimensions of competency relate to all aspects of work performance. The following table explores the four dimensions of competency in more detail.

	Dimensions of competency
	What it means

	Task skills
	The candidate must perform the individual skills required to complete a work activity to the required standard.

	Task management skills
	The candidate must manage several different tasks to complete a whole work activity, such as working to meet deadlines.

	Contingency management skills
	The candidate must use their problem-solving skills to resolve issues that arise when performing a work activity.

	Job/role environment skills
	The candidate must perform effectively in the workplace when undertaking a work activity by working well with all stakeholders and following workplace policies and procedures.


Assessors and/or their training organisations need to ensure that the range of assessment instruments developed for this unit adequately explore the dimensions of competency.
1.4
Foundation skills

Underpinning all job roles is a set of skills that are essential if learners are to participate successfully in work and be valuable and productive employees. 
The foundation skills embedded in this unit of competency are outlined below:

	Skill
	Performance
Criteria
	Description

	Reading
	1.1, 1.2, 2.3, 2.5, 3.1
	· Recognises and interprets information from familiar sources to determine job role and task requirements

	Writing
	1.1, 1.3, 2.1, 2.2, 2.3, 2.4, 2.5, 3.1, 3.2
	· Produces and amends files to meet task and organisational requirements

· Completes required documentation using organisational formats


Do not assume that learners already have these skills; for example, even if you believe they have good writing skills, they may never have written a specific type of report before.

Remember that the learner may not necessarily need all these skills for a specific task, nor be required to develop them to a high level. This will depend on the nature of the task and the context in which they are working.

Your role is to:

· when planning your assessment program, identify where foundation skills are embedded in the unit of competency and how learners can demonstrate they have acquired the skills 

· encourage learners to record in the template that follows the Final Assessment the activities they have performed that demonstrate specific foundation skills; they can do this after completing each chapter in the learner guide.

1.5
Skill sets

Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. 

Skill sets do not replace qualifications as the foundation for undertaking work in the community sector. Skill sets build on a relevant qualification and enable a qualified worker to move laterally into work areas addressed by the skill set or to broaden their skill base in relation to the services they provide.
1.6
Recognition of prior learning (RPL)

Recognition of prior learning (RPL) is an assessment process that assesses an individual’ s non-formal and informal learning to determine the extent to which that individual has achieved the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or total completion of, a qualification.

To have skills and knowledge formally acknowledged, a learner must supply a range of evidence to verify competency. The trainer then needs to assess this evidence against the criteria for the qualification.

Evidence of competency may include work samples, journals and third-party testimonials. Learners may also need to be observed undertaking set tasks and/or answer set questions.

The full RPL Kit for this qualification is available. The kit consists of four parts:
· Assessor’s Guide

· Candidate’s Guide

· Forms

· Workplace Guide

1.7
Glossary of terms
Previously, units of competency included a ‘Range Statement’ that provided a way of understanding the scope of terms essential to performance criteria. Range Statements are no longer part of the endorsed components of Training Packages, but this section provides some general understanding to many of the concepts used in the Business qualifications.
Wherever possible and appropriate, knowledge should be contextualised to the learner’s workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.
Spreadsheets

3-D Pie Chart: The 3-D pie chart is a simple chart style that is useful for illustrating the parts of a whole.

 3-D Reference: A 3-D reference makes it possible to link worksheets together. When the name of a sheet tab appears in a formula followed by an exclamation point, the cell address is a 3-D reference. You can type 3-D references but clicking the reference you want to add is much easier, because it automatically adds the exclamation point.

Absolute Address: An absolute address in a formula refers to a specific cell location or range. It always points to the location of a specific cell, even if you copy it. Absolute addresses are created by adding a $ sign in front of each character in the cell address. For example, $C$8 always refers to cell C8.

Active Cell: The active cell contains the insertion point and is identified by a dark border around the cell. Its address is shown in the formula bar. Any action you perform is performed on the active cell.

Active Window: The active window is the area on the Desktop that is currently being used and which usually contains a file or an application.

 ALT: The [ALT] (or Alternate) key on the keyboard is used in conjunction with other keys and mouse actions to perform various commands and functions.

Application Window: The Excel application window holds any open document windows. The menus and tools in the application window vary depending on whether a document window is open.

Argument: Arguments are parts of a formula that are used to produce the resulting calculation. In this lesson, the arguments are logical test, value if true, and value if false.

Argument Placeholder: Argument placeholders are text that stands in for an argument. Dialog boxes guide you through replacing the text.

Arguments: The function name is followed by its arguments in parentheses that tell Excel which values to calculate. Arguments can be quite complex, but in this course, we'll be using simple ones. This formula applies the average function to cell references D3, D7, and C11, and gives the average of the values stored in the three cells specified in the argument.

Arithmetic Operators: Arithmetic operators are the symbols used in formulas to calculate values, such as addition (+), subtraction (-), multiplication (*), division (/), and exponentiation (^).

As New Sheet: Select the As new sheet option in Step 4 of the Chart Wizard to have Excel create the chart on a separate chart sheet in the workbook.

As Object In: Select the As object in option in Step 4 of the Chart Wizard to have Excel create the chart on a worksheet in the workbook.

AutoCalculate: If you want to perform a function quickly without inserting it into a worksheet, you can use AutoCalculate on the status bar. Simply select the function you want to perform, then select the range you want to perform it on.

AutoCorrect: AutoCorrect is an Excel feature that automatically corrects a variety of commonly misspelled words. It also lets you create "shorthand" entries that automatically fill in frequently used text when only a few letters are typed. 1

AutoFill: AutoFill is the Excel feature that allows you to automatically copy cells and fill them with a series without using Copy.

AutoFilter: AutoFilter mode lets you quickly display only the rows in a list of data that meet the criteria that you specify. Unlike data form mode, you can see all the matching records at the same time as they appear on the list.

AutoFilter Control Button: Use the AutoFilter Control button to drop down a list of options that lets you select what you want displayed. The arrow indicators on a filter button turn blue to indicate that a field is being used to filter the current list.

AutoFit Selection: You use AutoFit Selection to size columns according to their contents using the mouse pointer.

AutoFormat: The AutoFormat command applies predefined styles to worksheets or selected ranges of cells.

Average: Provides the average of the range of references in the argument.

Book#: When you create a new workbook, the workbook name appears as "Book#" on the title bar. The "#" stands for the number of the workbook. Excel uses this as the workbook's temporary name until you save and name it.

Border Tab: The Border tab in the Format Cells dialog box is the most comprehensive source of options for cell borders. You can press CTRL+1 to open the dialog box.

Borders: Borders are line effects that you can place around cells or cell ranges to improve the appearance or effectiveness of your worksheets.

Browsing: Browsing means looking through a computer system to locate files, folders, applications, or printers.

Calculated Field: A calculated field is a field in a database that contains a formula. Brads sales worksheets already contain one calculated field, which appears in the Total column.

Cell: A cell is the intersection of a row and a column. A cell can contain a label, a numeric value, or a formula.
Cell Address: A cell address is the location of a cell on a worksheet and is defined by the column letter and the row number. For example, cell A1 is where column A and row 1 intersect.

Cell Comments: Cell comments are hidden text notations that can be added to any cell. To indicate that a cell contains cell comments, Excel places a red square in the upper right corner of the cell. Cell comments can be viewed when the mouse pointer is placed over such a cell. 

Cell References: A cell reference, or cell address, identifies a particular cell, such as cell B5. Cell references are used in formulas to indicate where a value is stored.

Cell Shading: Cell shading is the use of a colour or a pattern to change its appearance.

Chart Text Boxes: Chart text boxes are items that provide information about a chart. You click the text box to select and edit the contents. A chart title identifies the purpose of the chart. A legend identifies the data series or categories. Data labels identify specific points or series.

Chart Title: The Chart Title function of Chart Wizard allows you to create a title as part of the chart instead of creating a cell label for it on the worksheet.

Chart Toolbar: Use the Chart toolbar to make changes to your chart quickly.

Charts: Charts are graphic presentations of data from a worksheet.

Click: To click, hold the mouse steady, press the left mouse button, and then release the mouse button quickly.

Click-and-drag: To click-and-drag, hold the mouse steady, press the left mouse button, and keep it down while you move the mouse on the mouse pad.

Click-entry Method: The click-entry method is another method you can use while creating a formula. You can click cells to enter cell references instead of typing them.

Close: Use the Close command when you want to complete your work on a file and put it away without leaving Excel.

Colon Symbol: A colon symbol inserted between two cell references in a formula defines a range of adjacent cells. You can think of it as meaning "through," as in saying, "cells C3 through G76." The following are examples of range references using the colon: C3:G7

Column Headings: The column headings are the grey boxes containing sequential letters at the top of the worksheet. They can be used to select or identify a column.

Column Letter: A column letter is the letter of the alphabet that designates a specific column.

Column Width: Column width is measured as the number of characters that can fit in the column.

Columns: Columns are the vertical divisions of a worksheet that are identified by letters.

Column-Select: Use column-select to select the entire range of cells in a column by clicking the column header.

Comment Indicator: Comment indicators appear in the upper right corner of a cell to let you know there is a text or sound note in that cell.

Comparison Operators: Comparison operators are symbols used to specify criteria in searches and in formulas. The most common operators are, Equals, Greater than, Less than, Greater than or equal to, Less than or equal to, Not equal to.

Conditional Formatting: Conditional Formatting formats cells based on their contents. You can format up to three conditions per cell.

Contents And Index: Use the Contents and Index command on the Help menu to access various kinds of help about Excel.

Contents Card: The Contents card contains book icons that display Help topics organized by category.

Context-sensitive Help: Context-sensitive means that the information provided relates specifically to the command or operation on which you are working. Excel provides several kinds of context-sensitive help.

Count: Returns a count of the number of items in the range in the argument.

Criteria: Criteria are specifications that you want matched when you are searching for records. You specify criteria by using comparison operators. If you just make one specification, thats a criterion.

CTRL+`: Pressing [ ` ] while you are pressing [CTRL] lets you turn View Formula mode on and off quickly. The [ ` ] is sometimes called the accent key, and is located to the left of [1] on most keyboards.

Currency Format: The currency format places dollar signs and comma separators in numeric entries. Negative currency values are displayed in parentheses.

Data Form: A Data form is an easier method of viewing, editing or entering information for each record. The form has text boxes for each of the fields in the databases, and the records appear one at a time for your examination and editing.

Data Range: The data range is the area of the worksheet that you want to chart. It includes any numeric data that you want to chart and can include the titles for the data.

Database: A database is a collection of information that a user can manage and analyse. Any range of cells can be a database, but information kept in list form works best if you want to use Excels database tools.

Default: A default setting is the software manufacturer's pre-set option for a particular command or function. Default settings can be changed.

DELETE: Use DELETE to remove the contents of the selected cell.

Dialog Box: A dialog box presents a way for Windows 95 to give or receive information.

Dimmed: Some menu items, as well as buttons and other options in a dialog box, can be dimmed or grayed out if it is not possible to use them under the current circumstances.

Document: A document is any file that can be produced by an application and reopened, modified, saved, and closed.

Document Icon: Use the document icon in Help windows to open the Help document about the topic.

Document Window: The document window is the window that contains the current workbook.

Documents Command: Found on the Start menu, the Documents command opens a menu of the 15 most recently used files.

Dollar Sign ($): In addition to indicating a currency value, a dollar sign designates an absolute cell address in an Excel formula.

Drag-select: To select a range of cells, you can drag-select. Click a cell with the default mouse pointer, hold the left mouse button down and drag, then release the mouse button after the range of cells you want is highlighted.

Edit Line: The edit line is part of the formula bar. It allows you to change the contents of the active cell, such as formulas, numbers, and text.

Exclamation Point: An exclamation point separates the sheet reference from the cell reference in formulas using 3-D references.

F4: F4 toggles the state of a cell reference through Relative, Absolute, and Mixed.

F4: Use the [F4] key to automatically make a cell address in a formula absolute, relative, or mixed. Pressing the key repeatedly toggles through the different types of addressing.

Field: A field is a cell in a database that contains information. In Excel, fields appear in columns. For example, fields in a customer database might include Name, Address, and Zip Code.

Field Button: Use field buttons to manipulate the fields in a PivotTable. You can drag the buttons to move them or click them to open the PivotTable Field dialog box.

File List: The File List under the Look In text box in the Open dialog box shows the files and folders that are contained in the current folder.

Fill By Example: Use Fill By Example if you want to create a series that Excel doesn't know. Enter the first two or three series values to create the pattern so that Excel can follow it in creating the series.

Fill Handle: The fill handle is a black symbol in the lower right corner of the active cell. Clicking-and-dragging the fill handle can copy cell contents or create a series. If Excel recognizes the cell contents as a series, it will continue the series. If Excel doesn't recognize the cell contents as a series, it will copy the contents to the other cells.

Fill Pointer: The mouse pointer becomes a fill pointer when it is positioned over the fill handle of the active cell, indicating that it is in the correct position to click-and-drag it.

Find Card: The Find card contains a database of all the words found in the Help topics, allowing you to search for help by using key words or phrases.

Fit To Page: When you activate Fit To Page, Excel reduces or enlarges the worksheet to fill the number of pages you specify.

Font: A font is a style and size of type, such as Times New Roman, 12 point, bold.

Font Styles: A font looks different depending on the style that is applied: bold, italic, or underlined.

Footer: A footer is text that appears within the bottom margin of a page.

Formatting: Formatting is the attributes of a cell that affect its appearance. Cell formatting does not affect its contents, only its on-screen appearance.

Formula: A formula is an expression entered in a cell that performs numeric calculation, logical comparison, or text string manipulation.

Formula Bar: The formula bar is located under the toolbars at the top of the working screen. It contains the edit line for working with formulas and provides information regarding cell addresses.

Formula Palette: The Formula palette assists you in building your formula by showing you how your entries affect the results.

Formula Palette: The Formula Palette guides you through creating a function. The elements in the palette vary according to the function selected in the Paste Function dialog box.

Formulas: A formula is a sequence of values, cell references, and operators that produces a new value from existing values. A formula always starts with an equal sign.

Freeze Panes Command: The Freeze Panes command splits the screen into panes, or windows.

Functions: A function is a pre-set formula. Functions consist of the function name and its arguments. The function name tells Excel what calculation you want it to perform.

General Format: A new worksheet opens in general format. General format aligns numbers to the right side of the cell and text to the left. 

Goal Seek: Goal Seek adjusts the value of a specific cell until a formula that includes that cell reaches the result you want.

Graphics: Graphics are images such as clip art, word art, graphs, and charts.

Gridlines: Gridlines are lines on a chart that can make critical data comparisons easier. Some charts, such as a 3-D pie chart, don't need gridlines.

Hand Mouse Pointer: The mouse pointer becomes a hand mouse pointer when you point to a hot spot. It is an indication that you can click the hot spot to get more information about the topic.

Header: A header is text that appears within the top margin of a page.

Headers: Headers are the lettered grey areas at the top of each column and the numbered grey areas to the left of each row.

Help Mouse Pointer: The mouse pointer becomes the Help mouse pointer when context-sensitive help is activated by pressing [SHIFT+F1] or by selecting "What's This?". Clicking another part of the screen with the Help mouse pointer active will show help about that part of the screen.

Hot Spot: A hot spot is a green word or phrase that can be used to open help about the word or phrase. Click a hot spot with a solid underline to open a help document about the phrase. Click a hot spot with a dotted underline to open a pop-up window about the phrase.

If Function: An If function performs a logical test on an argument, then performs an action based on whether the logical test is true or false.

In-cell Editing: In-cell editing, by double-clicking a cell, allows you to edit the cell contents without moving the mouse pointer to the edit line.

Index Card:  The Index card contains the titles of Help topics and subtopics that are organized alphabetically, like an index in a book.

Label: A label is any cell entry other than a numeric value or a formula. A text entry in a cell is called a label. A range of values will often have a label to identify it.
Legends: Legends provide a key to the data illustrated in a chart.
List: A list is a series of rows that contains data. Excel recognizes a list as a database.

List Box: A list box is a box that contains a list of available choices, such as files or field names.

Locked: Locked cells are protected from changes.

Logical Function: Formulas using logical functions produce a result based on conditions you specify.

Logical Test: A logical test determines whether an argument is true or false.

Macro: Macros are recordings of commands that automate commonly performed or complicated procedures, speeding up your work.

Margin Handles: Margin handles are lines representing page margins that you can drag to adjust while in Print Preview mode. You turn them on and off by clicking the Margins button.

Margins: Margins are the areas that border the printed portion of the page along the top, sides, and bottom.

Marquee-select: Marquee-selecting is the process of clicking-and-dragging the mouse pointer over a group of objects until a dotted line forms a box around it.

Max: Returns the largest value in the range in the argument.

Menu Bar: You click items on the Excel menu bar to navigate through all of the program's many features.

Min: Returns the smallest value in the range in the argument.

Mixed Addresses: Mixed addresses are cell references that combine absolute and relative addressing, making either the row or the column absolute. Following are examples of mixed addresses: $A1,E$15,$C3. $A1 refers to an exact column, A, but leaves the row as a relative address.

Moving Borders: AutoSum uses a moving border to let you know which range of cells is going to be totalled by the formula. The moving border looks a bit like tiny ants marching around the range.

Name Box: The Name Box, which is located on the formula bar, indicates the current address of the active cell or cell range.

Non-contiguous Cells: Selected cell ranges that are not adjacent to each other are referred to as non-contiguous.

Number Formatting: Excel offers many options for adjusting the way numbers appear on the screen by changing their formatting. Some examples include General - 1234.4321; Currency - $1,234.43; Accounting - $1234.43

Objects: Objects are any data that can be used in an application or shared with other applications.

Open Dialog Box: Use the Open dialog box to search for and select files to open.

Operators: Operators are used to tell Excel what mathematical functions to perform in a formula. The following symbols are the operators which are used most often in Excel formulas: Addition (+) Subtraction (-) Multiplication (*) and Division (/).

Order Of Precedence: The order of precedence is the order in which Excel calculates a formula.

Page Orientation: Most printers will allow you to print your document so that the information can be read in one of two orientations, or ways of viewing the page. Portrait page orientation is long. Landscape page orientation is wide.

Page Setup: Page Setup is the process of getting your worksheet projects ready to appear on the printed page.

Parentheses in Formulas: Excel performs calculations inside parentheses before other operations in a formula. For example, in the formula (B3+2)*4, Excel will first add B3+2, then multiply the result by 4.60 

Paste Function: Paste Function is a feature that guides you through all of the steps using the Paste Function Dialog Box and the Formula Palette.

Patterns: Patterns are colour variations and textures that you can apply to cells to create a visual effect.

Patterns Tab: The Patterns tab in the Format Cells dialog box is the most comprehensive source of options for patterns. You can press CTRL+1 to open the dialog box.

PivotTable: PivotTables are interactive worksheet tables that allow you to summarize data with great flexibility. Their row and column headings can be adjusted to get different looks at original data.

PivotTable Wizard: The PivotTable Wizard is a series of dialog boxes that guides you step-by-step through the process of creating a PivotTable.

Point Size: Font sizes are measured in points. The bigger the point size, the larger the lettering. This text is 10 points, which is a common point size.

Pop-up Window: When you click a dotted-line hot spot, a separate window "pops up" on your screen. When you are done reading the information in the pop-up window, you can click anywhere to close it.

Print Area: The Print Area is the range of cells that you have specified to print. If you do not set a print area, Excel will print the range of the worksheet that contains data.

Print Preview Controls: Print Preview mode offers a set of control buttons to make the feature more useful. Click Close to exit Print Preview mode.

Protection: You can lock selected parts of a worksheet to protect those parts from being altered by an outside source by activating the Protection feature under the Tools menu.

Protection Card: The Protection card in the Format Cells dialog box allows you to specify which cells can be changed.

Protection Password: Protection Passwords give you additional control over who can access locked cells. But be careful! If you lose the password, theres no way to pry it out of Excel.

Range: A range is a block of cells that can be selected, manipulated, named, or formatted as a group.

Range Address: A range address identifies a range by the cells located at diagonally opposed corners. For example, F3:G59 identifies a range that starts in cell F3 at the upper left and extends through cell G59.

Range References: A range reference, such as C3:G76, identifies a set of cells as part of a formula in Excel. An easy way to create a range reference is to drag-select the range while you are editing the formula.

Record: A record is a series of fields in a database that pertains to one item in the list, such as a customer or an order. In Excel, records appear in rows.

Relative Addresses: A relative address is a standard cell reference that appears like this: A1, E15, M42. A relative address changes if you copy a formula that contains it to a new location on the worksheet. Think of it like saying "in two weeks" - the date will always be different (or relative) depending on the current date.

Row Headings: The row headings are the grey boxes containing sequential numbers along the left side of the worksheet. They can be used to select or identify a row.

Row Indicator: The row indicator appears when you use the vertical scroll box to scroll through the worksheet. It shows the current row as you scroll.

Row Number: A row number is the number that designates a specific worksheet row. The row numbers appear along the left side of the worksheet.

Rows: Rows are the horizontal divisions of a worksheet that are identified by numbers.

Row-Select: Use row-select to select the entire range of cells in a row by clicking the row header.

Save: Save is a command that stores a file or changes to a file onto a disk.

Save As: Save As is a command that stores a new file or an existing file under a new name onto a disk.

Scaling: Scaling is the Excel tool for shrinking or enlarging the items on a page for a better fit.

Screen Element: A screen element is an object on the screen, such as a button or a toolbar. Screen elements will vary depending on the Excel settings.

Scroll Bar: The scroll bar is a panel for moving the display horizontally or vertically within a window.

Scroll Bar Arrows: The scroll bar arrows, located at the ends of the scroll bars, may be clicked to slowly move the view within a window up, down, or across.

Scroll Box: The scroll box is the box within a window's horizontal or vertical scroll bar that indicates your position within the window.

Scrolling: Scrolling is the process of navigating up-and-down or side-to-side through a worksheet. Excel has horizontal and vertical scroll bars, with three methods for scrolling: Slide a scroll box to move through a worksheet at your own pace. Click above or beneath the scroll box to move through a screen-sized block of cells. Click a scroll arrow to move one row or column at a time.

Search: Search scans the rows or the columns of a document for information that you have requested.

Select: In order to work with an object, you must first select or activate it. One way to select an object is by clicking it once with the mouse.

Selecting: Selecting is highlighting an object or data to perform a command or operation.

Series: Building a worksheet often requires that you enter a series, which is the sequential ordering of text or numbers. Here are some examples of series that Excel recognizes: 1995, 1996, 1997, 1998, January, February, March, April, Zero, Five, Ten, Fifteen.

Sheet Tabs: Sheet tabs contain the names of the worksheets in a workbook at the bottom of the working screen. You can click the sheet tabs to show their corresponding worksheets.

SHIFT+Click: [SHIFT+Click] is the process of holding down the [SHIFT] key while pressing the left mouse button.

Sizing Handles: Sizing handles are the small black boxes on the top, sides, and bottom of a selected object that can be used to resize the object.

Slice: A slice is a wedge-shaped portion of a pie chart that represents a percentage of the whole. For example, in a pie-chart detailing expenses, the rent figures would be represented as a slice of the pie.

Sorting: Sorting is putting data in order alphabetically, numerically, or chronologically. You can sort in either ascending or descending order.

Spreadsheet: Spreadsheet is the generic term for applications, such as Excel, that you can use to enter, analyze, and calculate data. It performs mathematical calculations and projections based on data entered. Common spreadsheet uses include analysis, charting, and budgeting.

Spreadsheet Solutions: Spreadsheet Solutions are templates that speed up common tasks, such as creating purchase orders and expense statements. Some come with Excel and others are available commercially.

Status Bar: The status bar is located at the bottom of the screen and provides information about the operation in progress. The right side of the status bar contains information regarding CAPS LOCK, NUM LOCK, and AutoCalculate.

Status Box: The status box is an informational panel on one end of the Taskbar that provides information about the system.

Subtotals Mode:  Subtotals mode is an easy way to summarize information in an Excel list. Subtotals mode automatically calculates subtotal and grand total values, inserts and labels the total rows, and outlines the list for you.

Sum: Adds the values in the function argument or the values in the cell references in the argument.

Summary Function: A summary function is the workbook function used by Excel to interpret the data in a pivot table. The Pivot Table Field dialog box lets you adjust summary functions.

Syntax: The syntax of the function refers to the order of the functions’ arguments. In some functions, the order of the arguments determines how Excel solves the function.

Templates: Templates are workbooks used to create identical workbooks or worksheets when you need them.

Templates Folder: Save a template to the Templates folder to make it readily available from a shortcut menu.

Title Bar: The title bar shows you the name of the current workbook and contains the standard Windows control buttons.

Toolbars: Toolbars contain buttons, menus, or combinations of both, that can be used to quickly perform actions in Excel.

Truncated: Truncated text is the shortening or abbreviation of text due to limited display space.

Unlocked: Unlocked cells can be changed.

Values: When a cell contains a formula, the resulting number shown on the screen is called a value.

View Formulas: View Formulas let you display the formulas in cells instead of the values that the formulas produce. You can do this by selecting the Formulas check box located on the View card of the options dialog box.

Width Pop-up Box: The width pop-up box appears and shows the width of the column as you are dragging it.

Windows Clipboard: The Windows Clipboard is a holding place in a computer's memory where information is stored after you use the Cut or Copy commands.

Workbook: A workbook is the Excel file that stores your information. Each workbook may contain numerous worksheets.

Working Screen: When you start Excel, the application opens to the working screen. The screen contains the application and document windows.

Worksheet: A worksheet is an electronic spreadsheet that lets you enter, analyse, and calculate data. Within a workbook, worksheets can share information, and calculations pertaining to several worksheets can be performed at one time. The default number of worksheets in a new workbook is three.

Wrap Text: Wrap Text is a cell formatting option that forces text to break into lines within a cell.

WYSIWYG: WYSIWYG is an acronym for What You See Is What You Get, meaning that what you see on the screen should be what prints on the page.

Zoom Box: The Zoom box lets you change the magnification of your document by clicking the down-arrow and selecting a percentage listed. The lower the percentage, the smaller the view. The Zoom box only affects the magnification of the worksheet on your screen. It does not affect how the worksheet prints.

Word-processing

Attribute: A characteristic of a text or graphic object that can be altered, such as bold, italic, shadowed etc.

Autocorrect: A feature that corrects commonly misspelled words automatically as they are typed.

Bookmark: A method to mark locations within a document so that they can be easily returned to later.

Bullet: A small graphic, commonly a large dot, that starts each item in a list.

Character Style: A style for selected words and lines of text within a paragraph.

Charts: Graphs that use lines, columns, and pie shapes to represent numbers and data.

Data Source: A document that is combined with the main document in a mail merge operation

Desktop Publishing: The ‘big brother’ of word processing, the process of using a word processor type package to create things such as newsletters, flyers, brochures etc. combining both text and graphics.

Digital Signature: A secure electronic stamp of authentication on a document.

Drawing Canvas: An area that contains drawing shapes and pictures.

Embedded Object: An object that becomes part of the destination file and is no longer a part of the source file.

Endnotes: Notes or references that appear at the end of the document.

Entry: An index listing.

Fill Effect: The pattern, colour, or texture in a graphic object or chart.

Font: A set of characters that all use the same basic design.

Font Effects: A way to change the appearance of text such as bold, italics, underline etc.

Font Size: The size of a font, usually expressed as a number of points.

Footer: Text or graphics that are printed on every page or section, usually at the bottom but can be anywhere on a page.

Footnotes: Comments or references that appear at the end of each page.

Forms: Printed or online documents.

Graphic: A picture or drawing object.

Header: Text or graphics that are printed on every page or section, usually at the top but can be anywhere on a page.

Indent Markers: Markers along the ruler that control how text wraps on the left or right side of a document.

Index: A list of the topics, names and terms used in a document along with the corresponding page numbers. An index is usually found at or near the end of a document 

Landscape: A term used to describe page orientation, where the page is wider than it is tall.

Linked Object: An object such as a graphic which is included within a document in such a way that it is linked to the source file, so that whenever the source changes, the object automatically updates.

Macro: A recorded series of commands, menu selections and key presses that automate repetitive tasks.

Mail Merge: The process of combining a standard ‘form’ letter with a set of names and addresses to create many letters that appear to be individually written.

Main Document: The standard ‘form’ letter used in a mail merge process.

Manual Page Break: A page break inserted into a document by the author at a specific position rather than one created automatically when a page has no more room for text.

Merge Field: A placeholder that indicates where Word inserts information from a data source during a mail merge

Module: The location within a VBA project where a macro is stored.

Normal View: The default editing view which is usually used to write and edit documents.

Note Separator: The line that divides the notes from the body of the document.

Note Text: The content of a footnote or endnote.

Office Clipboard: A storage area that allows the user to temporarily store snippets of information and retrieve them later.

Orphan: The first line of a paragraph printed by itself at the bottom of a page.

Outline View: A view that shows the structure of a document which consists of headings and body text.

Page Orientation: The way in which pages are laid out in a printed document.

Paragraph: A piece of text that has had the enter key pressed before its first line, and after its last.

Paragraph Styles: Styles for entire paragraphs, including their fonts, tabs, alignments etc.

Point: A measure of the size of text for a font. One point is approximately 0.35 of a millimetre.

Portrait: A page orientation where the page is taller than it is wide.

Print Layout View: A view that shows how a document will appear when it is printed.

Reference Mark: A number or character in the main text of a document that indicates additional information is included in a footnote or endnote.

Reviewing Pane: A pane that shows information regarding the changes made to a document.

Section Break: A section of the document that can be formatted differently to other parts of the document.

Selection Area: A blank area to the left of a documents left margin that you can click to select parts of the document.

Soft Page Break: A page break that is automatically inserted into a document by Word when a there is too much text to fit on the current page.

Spelling and grammar checker: A feature that attempts to check and correct errors in spelling and grammar that the writer may have missed.

Style: A collection of formatting choices that can be applied throughout a document.

Tab Leader: An index format that separates the entry from the page number associated with it.

Tab Stop: A location along the ruler that you use to align text.

Table AutoFormat: A set of predefined styles that are intended to make table formatting easier.

Table of Contents: A list of the main headings and sub-headings that indicate to the reader the contents of a document.

Template: A document that stores formatting, text styles and document information that is then used as the basis for another document.

Theme: A unified look in a document that incorporates heading and text styles.

Thesaurus: A feature that looks up alternative words with the similar meanings.

Watermark: Semi-transparent text or picture that are ‘behind’ the main text of the document.

Widow Line: The last line of a paragraph that appears at the start of a page on its own.

WordArt: A tool within Microsoft Office that allows you to manipulate text in a variety of different, graphical ways.

Word Processing: The process of creating, editing and printing a computer written text document.

Word Wrap: The movement of text to the next line when typing goes beyond the right margin.

Section 2 - Assessment tools
Assessment is all about collecting evidence and making decisions as to whether a learner has achieved competency. Assessment confirms that the learner can perform to the expected workplace standard, as outlined in the units of competency.

This section contains the summative assessment tools that are to be used in assessing this unit of competency.  The assessment tools have also been mapped against the requirements of unit assessment. Assessors can use this mapping information to complete required assessment records.

It is an important responsibility of assessors to complete the assessment records themselves. This ensures all additional assessment activities deemed appropriate or required by the assessor, in addition to those within this document, are included in these records.

Section Two contains the following information:

2.1   
Summative assessment

2.2
Solutions – general guidance

2.3 
Solutions – summative assessment

2.4
Evidence of competency

2.5
Assessment records
2.1
Summative assessment

Separate each assessment tool as required in the assessment process.
Task Overview

The competency in these elements and performance criteria may be demonstrated across several tasks.
A list of tasks associated with the selected business applications is below: 
Word - Task 1, Task 2, Task 3, Task 5, Task 6, Task 7, Task 8, Task 9, Task 10

PowerPoint - Task 1, Task 5, Task 9

Outlook - Task 2, Task 4, Task 5, Task 10

Excel -Task 6, Task 9
Note the candidate must demonstrate competency in two of the tasks for each business application.
2.2
Solutions - General guidance
Assessors should review the solutions provided and adapt and/or contextualise them (and assessment activities themselves where necessary) to suit the training and assessment context as part of their moderation activities. This will ensure consistency of assessment.
The solutions to assessment activities serve as a reliable guide to the type of information that should be included in the assessment candidate’s response. Refer to the assessment activities when assessing learner responses or evaluating assessment evidence. The answers provided by the assessment candidate will vary due to several factors, including the:

· candidate’ s own experiences

· candidate’ s workplace experiences

· training situations and strategies presented by the trainer

· interpretation of the assessment activity by the assessment candidate/assessor

· type of organisation, work practices, processes and systems encountered by the candidate.

The nature and variety of the tasks presented means that in some cases there will be numerous correct responses, and the solutions provided cannot cater for all contexts and eventualities.

In general terms:

· For questions with a single answer, this guide provides the correct answer.

· For questions that do not have a single answer, it is understood that answers will vary within certain parameters.

· For questions where the candidate has to list a certain number of items, the RTO has provided a more comprehensive listing from which candidate responses may be drawn. This list may not in all cases be definitive, and assessors should account for other possible correct responses.

· For activities that involve responding to a case study, the RTO has provided an example of how the candidate may respond. Depending on the question, the terminology used will indicate either what the candidate should have included in their response or may have included. However, different phrasing may be used by the candidate, or different responses that may be equally correct are also possible.
· For activities that take place in the workplace or involve workplace documentation, the RTO can only provide an example response. Assessors should consider whether the candidate has achieved the intent of the activity within the candidate’s workplace context.

· For activities that involve writing reports or completing documentation provided, the RTO can only provide an example response. Assessors should again consider whether the candidate’s response is appropriate to the task within the context of the candidate’s training and/or workplace.

2.3
Solutions – Summative assessment
The student response will vary so assessor judgement is required. 

The competency in these elements and performance criteria may be demonstrated across several tasks.

The assessor is to check the candidate’s outcomes across the other tasks to judge whether competency has been achieved in this unit of competency.

The rules governing this judgement are:

· The candidate must demonstrate competency in at least three of the listed business applications.

· The competency may be demonstrated in any of the listed tasks for that software application.

· There are multiple opportunities for demonstrating competency, however the candidate needs to do this in two of the tasks for each business application.

2.4
Evidence of competency

Evidence is information gathered that provides proof of competency. While evidence must be sufficient, trainers and assessors must focus on the quality of evidence rather than the quantity of evidence.

Rules of evidence

There are four rules of evidence that guide the collection of evidence. Evidence must be:

· valid – it must cover the performance evidence and knowledge evidence
· sufficient – it must be enough to satisfy the competency

· current – skills and knowledge must be up to date

· authentic – it must be the learner’s own work and supporting documents must be genuine.

Principles of assessment

High quality assessments must be:

· fair – assessments are not discriminatory and do not disadvantage the candidate

· flexible – assessments meet the candidate’ s needs and include an appropriate range of assessment methods

· valid – assessments assess the unit/s of competency performance evidence and knowledge evidence
· reliable – there is a common interpretation of the assessments.

Types of evidence

Types of evidence that can be collected, sighted or validated include:

· work records such as position descriptions, performance reviews, products developed and processes followed and/or implemented

· third-party reports from customers, managers and/or supervisors

· training records and other recognised qualifications

· skills and knowledge assessments

· volunteer work.

Gathering evidence

Evidence can be gathered through:

· real work/real-time activities through observation and third-party reports

· structured activities.

Evidence can also be gathered through:

· formative assessments: where assessment is progressive throughout the learning process and validated along the way by the trainer – also known as assessment for learning

· summative assessment: where assessment is an exercise or simulation at the end of the learning process – also known as assessment of learning.

Evaluating evidence

The following steps may help you evaluate evidence.

	Step 1: Evidence is gathered.
	
	
	
	


	Step 2: Rules of evidence are applied – evidence is valid, sufficient, current and authentic.
	
	
	


	Step 3: Evidence meets the full requirements of the unit/s of competency.
	
	


	Step 4: The assessment process is valid, reliable, fair and flexible.
	


	Step 5: The trainer or assessor makes a straightforward and informed judgment about the candidate and completes assessment records.


2.5
Assessment records

Learners must provide evidence of how they have complied with the performance and knowledge evidence requirements outlined in the unit of competency. These requirements should be assessed in the workplace or in a simulated workplace; assessment conditions are specified in each unit of competency.

You can use the following assessment forms to record the learner’s evidence of competency: 
· The Assessment Instructions Checklist helps the trainer/assessor provide clear instructions to the candidate as to which assessment activities to complete.

· The Pre-Assessment Checklist helps the trainer determine if the learner is ready for assessment.

· The Self-Assessment Record allows the learner to assess their own abilities against the requirements of the unit of competency.

· The Performance Evidence Checklist facilitates the observation process; it allows trainers to identify skill gaps and provide useful feedback to learners.

· The Knowledge Evidence Checklist can be used to record the learner’s understanding of the knowledge evidence; it allows trainers to identify knowledge gaps and to provide useful feedback to learners.

· The Portfolio of Evidence Checklist helps the trainer annotate or detail aspects of the learner’s portfolio of evidence.

· The Workplace Assessment Checklist can be used by the learner’s supervisor to show workplace-based evidence of competence.
· The Observation Checklist/Third Party Report records the candidate’s performance in the workplace.

· The Record of Assessment form is used to summarise the outcomes of the assessment process in this unit.

· The Request for Qualification Issue is used by the assessor to inform the RTO authorities that the process for issuing a Statement of Attainment or Qualification may commence. 

Assessment instructions – BSBTEC201
Use this form to record the planned assessment pathway of student.

	Candidate’ s name:       
Unit of competency:  BSBTEC201 Use business software applications 
Trainer/assessor:       
Date:       

	The candidate must complete the following assessment activities, provided by the trainer/assessor:

	
	Y/N
	Whole activity/ specific questions

	Candidate Self-assessment
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Portfolio
	
	     

	Workplace Assessment 
	
	     

	Workplace Assessment (video)
	
	     

	Competency Conversation (using RPL)
	
	     

	Workplace Observation
	
	     

	Third Party Report
	
	     

	Other assessment activities as detailed below:
	
	

	     
	
	     

	     
	
	     

	     
	
	

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Pre-assessment checklist – BSBTEC201
Use this form to record the planned assessment pathway of student.

	Candidate’ s name:            
Unit of competency:  BSBTEC201 Use business software applications
Trainer/assessor:           

Date:           

	Checklist

	Talked to the candidate about the purpose of the assessment
	 Yes 
 No     

	Explained the unit of competency
	 Yes 
 No     

	Discussed the various methods of assessment
	 Yes 
 No     

	In consultation with trainer/assessor, the following assessment methods will be used:

	   Question/answer
	   Observation/Demonstration
	   Log, Journal, Diary

	   Case study
	   Portfolio, work samples
	   Third Party Reports

	   Reports
	
	

	Assessment environment and process

When will assessment occur?       
Where will assessment occur?       
Special needs (if any)       
How many workplace visits are required (if appropriate)?       
What resources are required?      

	Information has been provided on the following:

	   Confidentiality procedures
	   Re-assessment policy
	   Appeals process

	   Regulatory information
	   Authenticity of candidate’ s work

	Discussed self-assessment process
	 Yes 
 No     

	Summarised information and allowed candidate to ask questions
	 Yes 
 No     

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Self-assessment record – BSBTEC201
Use this form to have the student conduct a self-assessment against the workplace actions associated with this competency.

	Candidate’ s name:       
	Part D

	Unit of competency:  BSBTEC201 Use business software applications
Trainer/assessor:      
Date:      

	Tasks
	I do the workplace task…
	Candidate’s comments

	
	…very well
I’m sure I can do the task
	…quite well
I think I can do the task
	…no, or not well
I don’t (or can’t) do the task
	

	I can send and receive emails.
	
	
	
	     

	I can follow organisational requirements and strategies when working with emails, on-line forums and other forms of digital communication.
	
	
	
	     

	I can send, receive and open attachments to emails.
	
	
	
	     

	I can identify what business application is necessary to complete assigned tasks.
	
	
	
	     

	I can follow the set organisational policies and procedures when preparing documents, presentations working with digital data and records.
	
	
	
	     

	When I need assistance, I refer to user documentation, manuals and online help.
	
	
	
	     

	I can construct a range of documents, presentations, spreadsheets and forms of text based digital communications.
	
	
	
	     

	I can name and store digital files according to our organisational policies and procedures.
	
	
	
	     

	I can adjust my work environment to suit my ergonomic requirements.
	
	
	
	     

	I can maintain the software I use for business purposes.
	
	
	
	     

	I maintain my digital records and files in a structured and clearly organised manner.
	
	
	
	     

	I ensure my use of business programs makes use of our organisational templates.
	
	
	
	     

	I use business applications in a professional manner.
	
	
	
	     

	I can systematically name and store digital records to the standard required by my workplace.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – BSBTEC201
Use this form to record your decision of competency/sufficiency in the unit’s performance evidence.
	Candidate’s name:            

Unit of competency:  BSBTEC201 Use business software applications
Trainer/assessor:           

Date:           

	Did the candidate demonstrate the following performance evidence at least two times?
	Yes
	No
	N/A

	· Select and use at least three business software applications in the appropriate context.
	
	
	

	· Select and use technology safely and according to organisational requirements.
	
	
	

	· Identify and address faults according to requirements.
	
	
	

	· Follow organisational policy and procedures when managing all aspects of use of business applications, including the naming, storing and filing of business records generated by me.
	
	
	

	In the assessment/s of the candidate’s performance evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Knowledge evidence checklist – BSBTEC201
Use this form to record your decision of competency/sufficiency in the unit’s knowledge evidence.
	Candidate’s name:            

Unit of competency:  BSBTEC201 Use business software applications 
Trainer/assessor:           

Date:           

	Did the candidate show their knowledge of the following?
	Yes
	No
	N/A

	Identifying the use of appropriate business applications for an assigned task.
	
	
	

	Working at an intermediate level in identified business applications.
	
	
	

	Organisation’s work health and safety requirements relevant to own role.
	
	
	

	Organisation’s requirements for file naming and storage.
	
	
	

	In the assessment/s of the candidate’s knowledge evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Portfolio of evidence checklist – BSBTEC201 
Encourage students to use this form to detail the contents of their portfolio and submit as a cover sheet with the portfolio.
	Candidate’s name:       
	Part E

	Unit of competency:  BSBTEC201 Use business software applications
Trainer/assessor:                

Date:                

	Description of evidence to 
include in portfolio
	Assessor’ s comments
	Tick* 

	
	
	V
	S
	C
	A

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


* V = Valid; S = Sufficient: C = Current; A = Authentic
Workplace assessment checklist – BSBTEC201 
This form can be given to a workplace supervisor to gather their views on the knowledge and performance of the student.
	Candidate’s name:       
	

	Unit of competency:  BSBTEC201 Use business software applications
Trainer/assessor:                

Date:                

	Name of organisation:        
Address:       
Telephone:       
Email:        
Workplace supervisor:       

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	Select and use at least three business software applications in the appropriate context.
	     

	
	Select and use technology safely and according to organisational requirements.
	     

	
	Identify and address faults according to requirements.
	     

	
	Follow organisational policy and procedures when managing all aspects of use of business applications, including the naming, storing and filing of business records generated by me.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	Identifying the use of appropriate business applications for an assigned task.
	     

	
	Working at an intermediate level in identified business applications.
	     

	
	Organisation’s work health and safety requirements relevant to own role.
	     

	
	Organisation’s requirements for file naming and storage.
	     

	Workplace supervisor’ s signature:
	     
	Date:
	     


	TEIA Ltd

	Observation Checklist/Third Party Report

	This is a confidential report. It is for the perusal of the supervisor, the candidate and the assessor. 
This form can be given to a workplace supervisor or other person able to provide valid and reliable third-party comment on the candidate’s competency. .

	Name of candidate:
	     

	Units of competency:
	 BSBTEC201 Use business software applications


As part of the assessment for the units of competency above we are seeking evidence to support a judgement about the above candidate’s competence. This report may be completed as either an Assessor Observation Checklist or a Third Party Report where the candidate has access to a suitable work environment. Multiple reports may be completed where a single person is unable to verify all elements.

Note that assessors may also use this document to record and confirm competency in routine tasks associated with a learning program over an extended period, i.e. accumulated evidence.


	This report is being completed as:
	   Assessor Observation

    Third Party Report

	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     

	Has the purpose of the candidate's assessment been explained to you?
	  Yes         No

	Are you aware that the candidate will see a copy of this form?
	  Yes         No

	Are you willing to be contacted should further verification of this statement be required?
	  Yes         No

	What is your relationship to the candidate?
	     

	How long have you worked with the person being assessed?
	     

	How closely do you work with the candidate in the area being assessed?
	     


	What is your experience and/or qualification(s) in the area being assessed? (Include teaching qualifications if relevant.)
	     



	Does the candidate consistently perform the following workplace activities?
	Yes
	No

	Identify appropriate business applications for the task assigned to them
	
	

	Follow organisational policy and procedures when managing the use of business applications, e.g. privacy, use of types of software, expectations of language, limitations of use, templates, etc
	
	

	Complies with the expectations of the business in terms of correspondence format
	
	

	Applies approved templates in all situations where these are appropriate
	
	

	Identify most appropriate software applications.
	
	

	Correctly names, stores and files digital documents, presentations and other files
	
	

	Task 1
· Compile a portfolio of work from three business applications that you use within your workplace over a five day work period. Categorise your collection so that it is ‘business like’ and could be referred to easily.
	
	

	Comment (if relevant):
     

	Does the candidate:
	Yes
	No

	· perform job tasks to industry standards?
	
	

	· manage job tasks effectively?
	
	

	· implement safe working practices?
	
	

	· solve problems on-the-job?
	
	

	· work well with others?
	
	

	· adapt to new tasks?
	
	

	· cope with unusual or non-routine situations?
	
	

	·      
	
	

	Overall, do you believe the candidate performs to the standard required by the units of competency on a consistent basis?
	    No  Yes        

	Identify any further training in this area that the candidate may require:

	     

	Comments:

	     

	Supervisor’s Signature: 
	Date:      


	Record of Assessment 

 BSBTEC201 Use business software applications

	Name of candidate
	     

	Name of assessor
	     

	Use the checklist below as a basis for judging whether the candidate’s document and supporting evidence meets the required competency standard.

	
	Yes       No

	1. Select and prepare to use technology
	      

	1.1 
Identify task purpose, audience, format and presentation requirements, and clarify with relevant personnel, where required

1.2 
Select relevant technology and software applications to achieve requirements of the task

1.3 
Adjust workspace, furniture and equipment to suit own ergonomic requirements
	

	
	

	2. Input and process information or data
	      

	2.1 
Identify and open application, according to task and organisational requirements

2.2 
Enter information or data into application according to organisational requirements

2.3 
Ensure information or data is checked and amended according to organisational and task requirements

2.4 
Format information or data using appropriate application functions according to organisational and task requirements

2.5 
Use relevant help functions to overcome simple issues
	

	
	

	
	

	3. Finalise and store document
	      

	3.1 
Review and edit final information or data, and prepare for storage in accordance with organisational and task requirements

3.2 
Name and store document and exit application
	

	Does the candidate meet all the unit of competency’s requirements?

	
	Yes
	No

	· Critical evidence requirements met
	       

	· Underpinning knowledge and understanding demonstrated
	       

	· Key competencies / Employability skills demonstrated at appropriate level
	       

	· Sufficiency of evidence
	       

	


	Evidence provided for this unit of competency is…
	Valid
	Authentic
	Current

	
	
	
	


	Candidate is:

	Competent  
	
	Not competent currently       
	

	Withdrawn after participation
	
	Withdrawn without participation  
	

	Not seeking assessment  
	
	
	

	Signed by the assessor:                                                                          Date:       


	Feedback to candidate

       


Request for Qualification Issue

As the assessor this course working with this learner, my records indicate the following Statements of Attainment/Qualification should be issued as detailed below:
	Student’s Name:
	 

	Organisation:
	 


Qualification/Statements of Attainment Details

	Statement/s of Attainment
Units of Competency to be issued  

	  
Tick if SOA required
	Full Qualification

BSB20120 Certificate II in Workplace Skills

	
Tick if Qualification required

	
	BSBWHS211*
Contribute to the health and safety of self and others
	
	BSBWHS211*
Contribute to the health and safety of self and others

	
	BSBOPS201*
Work effectively in business environments
	
	BSBOPS201*
Work effectively in business environments

	
	BSBCMM211*   
Apply communication skills
	
	BSBCMM211*   
Apply communication skills

	
	BSBPEF202*
Plan and apply time management
	
	BSBPEF202*
Plan and apply time management

	
	BSBSUS211*
Participate in sustainable work practices
	
	BSBSUS211*
Participate in sustainable work practices

	
	BSBOPS203 
Support personal wellbeing in the workplace
	
	BSBOPS203 
Support personal wellbeing in the workplace

	
	BSBTEC202   
Use digital technologies to communicate in a work environment
	
	BSBTEC202   
Use digital technologies to communicate in a work environment

	
	BSBTEC203
Research using the Internet
	
	BSBTEC203
Research using the Internet

	
	BSBOPS203 
Deliver a service to customers
	
	BSBOPS203 
Deliver a service to customers

	
	BSBTEC201
Use business software applications
	
	BSBTEC201
Use business software applications

	
	
	
	

	
	
	
	


Qualification requirements:  5 core units (asterisk) and 5 elective units
Assessor’s Review 

	As the assessor I have…
	Yes
	No

	Checked that all units of competency listed have been judged Competent.

	
	

	Checked other Training Package requirements have been addressed (e.g. foundation skills, essential elements, etc.)

	
	

	Confirmed Literacy and Numeracy requirements as per qualification have been achieved.
	
	

	Comments:
     


	Assessor’s Name:
	

	Assessor’s Email:
	     
	Assessor’s Telephone:
	     

	Authorised by School/Institution Representative:
	

	Date:
	

	Processed at RTO by:
	     

	Date:
	     


Note:  The issuing of the qualification incurs a fee.  This may change so contact TEIA for the most current arrangement. An invoice will accompany the printed documents and be returned by post to either the candidate or the funding organisation.

Glossary

This glossary explains common terminology used in the VET sector and in this trainer’s and assessor’s guide.

Access and equity: Applying access and equity principles to training and assessment means meeting the individual needs of learners without discriminating in terms of age, gender, ethnicity, disability, sexuality, language, literacy and numeracy level, etc.

Assessment: Assessment means collecting evidence and making decisions as to whether or not a learner has achieved competency. Assessment confirms the learner can perform to the expected workplace standard, as outlined in the units of competency.

Assessment mapping: Assessment mapping ensures assessments meet the requirements of the unit/s of competency through a process of cross-referencing.

Assessment records: Assessment records are the documentation used to record the learner’s evidence of competency.

Assessment tools: Assessment tools are the instruments and procedures used to gather, interpret and evaluate evidence.

AQTF: The AQTF is the Australian Quality Training Framework. It was superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011. 
AQTF standards: The AQTF standards are national standards designed to ensure high-quality training and assessment outcomes. They were superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011.

ASQA: ASQA is the Australian Skills Quality Authority, the national regulator for Australia’s vocational education and training sector. ASQA regulates courses and training providers to ensure nationally approved quality standards are met.

Authentic/authenticity: Authenticity is one of the rules of evidence. It means the learner’s work and supporting documents must be genuinely their own.

Competency: Competency relates to the learner’s ability to meet the requirements of the unit/s of competency in terms of skills and knowledge.

Current/currency: Currency is one of the rules of evidence. It means ensuring the learner’s skills and knowledge are up to date.

Delivery plans: Delivery plans are lesson plans that guide the process of instruction for trainers.

Dimensions of competency: The dimensions of competency relate to all aspects of work performance. There are four dimensions of competency: task skills, task management skills, contingency management skills and job/role environment skills.

Fair/fairness: Fairness is one of the principles of assessment. It means assessments must not be discriminatory and must not disadvantage the candidate.

Flexible/flexibility: Flexibility is one of the principles of assessment. It means assessments must meet the candidate’s needs and include an appropriate range of assessment methods.

Knowledge evidence: Knowledge evidence is specified in the unit of competency. It identifies what a person needs to know to perform the work in an informed way.

Performance evidence: Performance evidence is specified in the unit of competency. It describes how the knowledge evidence is applied in the workplace.

Principles of assessment: Principles of assessment ensure quality outcomes. There are four principles of assessment – fair, flexible, valid and reliable.

Recognition: Recognition is an assessment process where learners match their previous training, work or life experience with the performance and knowledge evidence outlined in the units of competency relevant for a qualification.

Reliable/reliability: Reliability is one of the principles of assessment. It means that assessment must have a common interpretation.

Rules of evidence: Rules of evidence guide the collection of evidence. There are four rules of evidence – it must be valid, sufficient, current and authentic.

Skill sets: Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. They build on a relevant qualification.

Standards for NVR Registered Training Organisations 2011: The Standards for NVR Registered Training Organisations superseded the AQTF in some jurisdictions in July 2011. They are designed to ensure nationally consistent, high-quality training and assessment services for the clients of Australia’ s vocational education and training (VET) system.

Sufficient/sufficiency: Sufficiency is one of the rules of evidence. Sufficiency of evidence means there is enough to satisfy the unit/s of competency.

Training and assessment strategy: A training and assessment strategy must be developed by training organisations for all their training programs. It is a framework that guides the learning requirements.

Valid: The term valid relates to the rules of evidence and principles of assessment. It means meeting the unit/s of competency’s performance and knowledge evidence requirements.

Validation of assessment: Validation of assessment means a range of assessors must review, compare and evaluate assessments and assessment processes on a regular basis to ensure they meet the unit/s of competency assessed. The evaluation process must be documented and form part of the RTO’s continuous improvement process.

VET Quality Framework: The VET Quality Framework superseded the AQTF in some jurisdictions in July 2011. It is aimed at achieving greater national consistency in the way providers are registered and monitored and in how standards in the VET sector are enforced.
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