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This course is the natural progression from Office IT2000 and takes selected skills to a more advanced stage.  Our intention is to ensure that there is an awareness of how most administrative, figure-related and design tasks likely to be encountered in a business environment can be completed to a high standard of presentation.  This unit is primarily concerned with document production and text processing techniques.

There is practical training in a variety of day-to-day business tasks covering the activities listed below.

Course contents

Enhanced text processing 

Page layout

Tables

Transfer of items between applications

Columns

Illustrated leaflets or brochures

Incorporating web site images and data

Art & design

Enhancement of documents

Where to obtain images

Changing existing artwork

Production of original artwork

Image enhancement and editing techniques


On completion of this unit an individual should be able to

Enhanced text processing

· Demonstrate control of page layout using features such as: gutters, adjusted margins, alternative orientation of paper, columns, alternative tab settings

· Automatic include a filename and other appropriate information in a header or footer

· Transfer supplied data to a word processing application in the form of a table

· Use border and shading features

· Transfer a chart from a spreadsheet application to a text document

· Report briefly on a range of keyboard shortcuts, such as AutoText, AutoCorrect, format painter, right click options and custom toolbar techniques to quicken or automate selected tasks

· Create a leaflet or brochure to set dimensions and layout featuring text, graphic items and data or further information obtained from a web site

· Identify and correct errors

Art & design

· List a range of sources for prepared images, including those within installed applications, available on CD and accessible on the Internet

· Obtain a prepared image and use image enhancement techniques

· Produce an original design or piece of artwork to be utilised in a printed document

· Save an image in a range of different graphic image formats with a note of file location, size and application utilised

Length of course

2 hours a week for 12 weeks

Individuals would also be able to practice with exercise material or on their own projects at other times at home or at College.

Assessment

There is no exam. Individuals will be asked to keep examples of their completed tasks and notes from sessions in a portfolio which will be reviewed during and at the end of the course. This, together with tutors' observations of individuals' progress and activity during the course, will form the basis for the assessment as to whether all the criteria have been met for a certificate to be issued

Qualification

One OCN credit at Level 3 is available for this unit.
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