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Produce simple word processed documents


	Task No & Title:

Unit 7



	Unit Descriptor Unit Descriptor This unit covers preparation and production of short routine letters, notes, memos and records using word processing software

	Title:
	BSBCMN213A Produce simple word processed documents

	Suitable for Classes:

	Certificate II Business

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 1 Lesson

	Date Due:


	  Today

	Task Brief:
	

	Files Required
	


Items highlighted in yellow are tasks for you to complete
Items in Purple are help tips

	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
	30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	


Typing Speed Tests

Gain at least 40 WPM print screen showing your score and add it to this page. Then take a test as instructed by your teacher. Test 3 Minutes
http://speedtest.10-fast-fingers.com/
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TYPING TEST

After completing training

http://www.goodtyping.com/default.htm 

When instructed to do so

Type the requested document       you have three minutes to type 
When stop is called 

Hit tools word count and print screen

For marks look up   07_04 Typing_Speed_Test.xls
Test 1 Type the following you have three minutes to type the hit tools word count and print screen when STOP is called

The Grand Prix 

[image: image1.png]The Grand Prix is a championship for racing drivers that takes place in
different locations all over the world. The race is made up of sixteen
events, each held in a different place in the world. Each event consists
of qualifying heats from which the starting field of about thirty cars is
determined. The circuit now includes Adelaide, which brings the event
closer to home for Australian citizens to enjoy.

It is a global event that is seen in the nationality of the competitors, car
manufacturers, sponsors and finally the various placesin the world
where the different events are run. Obviously, it is a very expensive
sport and has been criticized for being environmentally detrimental.
However the time, energy and resources that companies are willing to
put into the sport are justified because engine manufacturers use the
different types of motor racing to develop and improve their cars.

Hence,

the long run or





Screen shot of word count

Test 2 Type the following you have three minutes to type the hit tools word count and print screen when STOP is called
[image: image2.png]Lrates recently gave a speech at a
High School about 11 things they did not and il notearm in school.

He talks about how fecl-good, politialy correct teachings created
gensration of kids with no concept of reality and hov this concep set
them up for falure in the eal world

Rule I: Life is ot fir - getused to t!

Rule 2: The world won't care about your slf-steem. The workd will
expest you o accomplish something BEFORE you feel good sbout yourset
Rule 3: You will NOT make S60.000 a yer right out of high school. You
wantbe a vice-president with a car phone unti you cam both

Rule 4. Ifyou thnk yourteacher s tough, wit il you gt a boss.

Rule 5: Fipping bugers s not benath your dignity. Your Grandparents
hid s diffrent word for burger flpping:they called it opportunity.

about your mistakes. Toarn fromm them|




Screen shot of word count

TEST 3 Type the following you have three minutes to type the hit tools word count and print screen when STOP is called

Perth Western Australia

[image: image3.png]British settlers established a free settler colony in 1829 as part of the Swan
River Colony. The setiement was given the name "Perth" after the city of
Perth, Scotland, the hometown of Sir George Murray, the British Colonial
Secretary at that time. From 1850, an influx of convicts boosted the size of the
colony and their labour helped shape the early architecture of the city. The
discovery of gold in the 1890s triggered a boom, which with subsequent
mineral discoveries, has been key to the city's economy. As capital of the
state Western Australia, Perth joined the Commonwealth of Australia in 1901.
Once a small isolated city, the mining boom in Wester Australia following
the end of World War 2 has led to a high rate of migration to Perth, which
allowed its population to overtake that of Adelaide in the 1980's. While the
actual mining takes places in distant, more remote parts of the state, much of
the mining-related services sector is based in Perth. Today, Perth remains
Australia's fastest growing city, and in recent years has transformed from a
relatively laid back city to a fairly vibrant one. Due to the fact that Perth's
population growth was relatively recent, it lacks the dense Victorian core of
the eastern cities, but makes up for it with its own charm, particularly seen in
the numerous parks and other green spaces within close proximity of the
CBD.

Despite its isolation and relatively small population, Perth is a surprisingly
culturally diverse city. Due to the high rate of migration to Perth, slightly less
than half of Perth's residents were bor outside Australia. lts proximity to
Southeast Asia and Africa has led to an influx of migrants from countries such
as Malaysia, South Africa and Thailand, and this is reflected in the diversity of
cuisine available in Perth. If you wish to experience a cosmopoltan culture
without the hustle and bustle of larger cities, perhaps Perth would be your cup
of tea.




Screen shot of word count

TEST 4 Type the following (Correct to Exactly copy the following)

You have three minutes to type, the hit tools word count and print screen when STOP is called

Life in School

[image: image4.png]Rule 7: Before you were bom, your parents weren't as boring a they are
Do, They ot thatway from paying your bils cleaning yourclothes and
istening toyou talk sbout how cool you thought you were. So before you
save the ain forest from the parasitcs of your parent’s generation. try
delausing the closetn your own roomn.

Rule 8: Your school may have done away with winners and losers,but life
HAS NOT. In some schools. they have sbolished faling erades and they Il
i you s MANY TIMES as you want to get theright answer. This docsn't
hearthe slghtest resemblance 0 ANYTHING in real e

Rule 0 Life is not divided o semesters. You don't gt summers o

and very few employersare inerested in helping you FIND YOURSELF. Do
thaton your own time.

Rule 10: Television s NOT real if. I ral i people actually have

1, leave the coffce shop and go to jobs.

Rule 11: Be nic to nerds. Chances are youll end up working for one

[ you can read this - thank a tescher!




Screen shot of word count

Typing Test on line

http://www.goodtyping.com/default.htm
Save the work



	Student Name:
	Date submitted:

	I declare this evidence to have been produced by me the undersigned.

Candidate’s signature:

	Title of Portfolio evidence presented Enter title here
BSBCMN213A Produce simple word processed documents Section 07:???

	□
Outcomes from learning programs (including self-learning and online learning)

□
Assessment feedback (from a trainer or assessor)

□
Observation checklists (from a workplace supervisor or assessor)

□
Written statements or references (including workplace supervisors, community leaders)

□
Job descriptions

□
Work journal

□
Work samples

□
Finished products

□
Product descriptions or specifications (supporting the product samples included) 

□
Statutory declarations

□
List others (or delete any from above not provided)

· All work submitted to be word processed and spell checked.

· There must be at least two samples of evidence for each 

Element within the Unit of Competency.                 This is sample    1 / 2

· All work submitted must be of a high quality and meet the 

requirements of the Unit of Competency.

	Other evidence (List each piece):

	Assessor to complete

Evidence is     Valid     Sufficient     Authentic    Current


       □
    □
    □      □
Assessor signature: _________________________________Date: _____________

Peter Faulks,  BA Soc Sci, Grad Dip Ed, Cert IV AWT
Certificate II in Business     assessor/teacher

	Assessor to complete

Student is declared                       Competent    Not Yet Competent 

                                 □         □
Keep a copy of this report with your file for evidence


�
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