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[bookmark: _Toc11252430]
ICTICT3091 Create ICT user documentation
[bookmark: O_709493][bookmark: O_709494][bookmark: _Toc10816646][bookmark: _Toc10818320]Application
This unit describes the skills and knowledge required to create clear and coherent user documentation that is clear audience and easy to navigate and apply.
It applies to individuals who may work under supervision with responsibility to support others in a rangethe entire production process required to create of Iinformation and Ccommunications Ttechnology (ICT) areasuser documentation.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709497][bookmark: _Toc10816647][bookmark: _Toc10818321]Unit Sector
General ICT
[bookmark: O_709498][bookmark: _Toc10816648][bookmark: _Toc10818322]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Determine documentation standards and requirementsPrepare to produce user documentation
	1.1 Discuss and Ddetermine user documentation requirements with client, organisation and manufacturer where applicable
1.2 Investigate and determine documentation and industry standard s for user documentation requirements
1.3 Identify, and determine appropriate application to of user documentation with required personnel
1.43 Design user documentation templates using appropriate required software
1.5 Submit user documentation requirements and template to required personnel
1.6 O and obtain approval from appropriate required personnel and action required changes before user documentation creation

	2. Produce user documentation
	2.1 Conduct a review of the subject ICT system, hardware, software program and m, network 
2.2 Document characteristics and functions of ICT system, hardware, software program and network or application in order to understand its functionality
2.32 Gather Access and examine existing technical, design, or user specifications and supporting documentation
2.4 Design draft user documentation and obtain internal feedback from required personnel
2.53 Create user documentation based onaccording to the template andto record the operation of subject ICT system, hardware, software program and networkthe subject system, program, network or application

	3. Review user documentation and obtain sign-off
	3.1 Submit user documentation to to external target audience for and seek review
3.2 Gather and analyse respond to feedback
3.3 Make Implement user documentation changes and improvements to user documentation
3.4 Submit user documentation to appropriate required personnel and obtain for approval and sign-off

	4. Finalise user documentation creation procedures
	4.1 Confirm all documentation and approval procedures have been performed
4.2 Review and assess impact of user documentation creation
4.3 Evaluate and report on user documentation creation procedures



[bookmark: O_709499][bookmark: _Toc10816649][bookmark: _Toc10818323]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Reading
	Identifies and interprets textual, numeric and diagrammatic information with ICT specific syntax, terminology and formatting into determining e and understand job requirements

	Writing
	Uses correct spelling, grammar and plain English together with the ICT specific terminology in the required format, Iincorporatesing, diagrams, icons and syntax related applicable to the subject matter using correct spelling, grammar and plain English together with ICT specific terminology in required format

	Oral Communication
	Elicits and evaluates information using effective listening and questioning techniques
Uses simple and relevant language to Cconfirms understanding of requirements, identify the ies audience, presents information and obtains feedback using simple and applicable language

	Navigate the world of workInitiative and Enterprise
	Takes some personal responsibility andfor adheresnce to legal and regulatory requirements

	Get the work doneSelf-management
	Understands the purposes, specific functions and key features of common digital systems and tools, and operates them effectively to complete routine tasks
Plans routine tasks with familiar goals and outcomes, taking some limited responsibility infor decisions regarding sequencing and timing

	Technology
	Identifies purpose, specific functions and key features of industry standard digital systems and tools and operates them in completing routine tasks


[bookmark: O_709501][bookmark: _Toc10816650][bookmark: _Toc10818324]Unit Mapping Information
Supersedes and is not equivalent to ICTICT301 Create user documentation.

[bookmark: O_709508][bookmark: _Toc10816651][bookmark: _Toc10818325]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2 
[bookmark: _Toc10816652][bookmark: _Toc10818326][bookmark: _Toc11252431]
Assessment Requirements for ICTICT3091 Create ICT user documentation
[bookmark: O_709503][bookmark: O_709504][bookmark: _Toc10816653][bookmark: _Toc10818327]Performance Evidence
The candidate must 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:
create at least two separate user documents, for different ICT products, on separate occasionsff.

In the course of the above, the candidate must:
access and examine existing technical, design, user specification and supporting documentation 
gather and analyse internal and external feedback
submit, save and back up work
evaluate on user documentation creation procedures. 
[bookmark: O_709505][bookmark: _Toc10816654][bookmark: _Toc10818328]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
identify contentuser documentation features, and requirements
industry standard documentation requirements
including clarity and readability
discuss user documentation design, web design and usability
list the functions and features ofuser documentation templates and style guides
features of technical user documentation .

[bookmark: O_709506][bookmark: _Toc10816655][bookmark: _Toc10818329]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
required ICT system, hardware, software program and networks
user documentation standards
required software tools. for creating documentation
information about the system, platform, network or application being documented.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_709509][bookmark: _Toc10816656][bookmark: _Toc10818330]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2 

 
[bookmark: _Toc10755495][bookmark: _Toc11252432]
ICTICT31005 IdentifyIdentify and use  current industry standard specific technologies 
[bookmark: O_709180][bookmark: O_709181][bookmark: _Toc10816658][bookmark: _Toc10818332]Application
This unit describes the skills and knowledge required to identify, research and apply industry standard specific technologies, and  to enhance and maintain ensure that the quality of the entirean end-to-end business process  is maintained at the its highest level quality possible.
It applies to individuals who work under minimal supervision and support information technology activities in the workplace across a wide range of Iinformation and Ccommunications Ttechnology (ICT) areas, including technical support, network administration, web technologies, software applications and digital media technologies.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709184][bookmark: _Toc10816659][bookmark: _Toc10818333]Unit Sector
General ICT

[bookmark: O_709185][bookmark: _Toc10818334]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to use use industry specific technologies
	1.1 Identify  and evaluate industry standard specific technologies technologies specific to an industry sector
1.2 Determine required industry standard technologies according to task requirements
Acquire and use the industry specific technologies
1.3 Plan process and outcome of use of industry standard technologies according to task requirementsIdentify, classify and use industry specific technologies where appropriate for the benefit of the organisation

	2. Implement and test Use industry specific technologiesy to assist in solving organisational problemaccording to task requirementss
	2.1 Implement technologies according to plan and task requirements 
2.1 Conduct testing of industry specific technology
2.2 Test Use features and functions of industry specific technology according to task requirements 
2.3 Identifies and implements specific technology according to task requirementswithin an organisational context
2.3 Demonstrate depth of knowledge of the enabling technologies to an accepted industry standard
2.4 Access and use sources of information relating to the industry specific technology

	3. Evaluate industry specific technology performance
	3.1 Evaluate and document performance, usability and benefit of industry industry standard specific technologies according to organisational procedures specific technology for performance, usability and benefit to the organisation
3.2 Seek and respond to performance and usability feedback from required personnel, according to organisational Determine environmental considerations involved with using the technologyprocedures
3.3 Lodge document according to organisational proceduresSeek feedback from users, where appropriate



[bookmark: O_709186][bookmark: _Toc10816660][bookmark: _Toc10818335]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	· Investigates, evaluates and applies information from a range of complex and technical texts to and expands own knowledge
·  and Iidentifiesy industry specific technologies that will benefit organisation

	Oral communication
	· RequestsElicits information and feedback by using effective listening and questioning techniques andto identifiesy and evaluates industry specific technologies
· Uses clear , easy-to-understand language, translating industry specific terminology into plain English when talking to usersers and when necessary

	Reading
	· Identifies and interprets technical online and hard copy documentation containing complex terminology and diagrams
·  Ito identifiesy industry specific technologies that will benefit the organisation, and to determines environmental impactsconsiderations

	Planning and organising
	· Takes responsibility for planning and organising own workload, identifying ways of sequencing and combining elements for greater efficiency
· Initiates standard procedures when responding to familiar problems within immediate context

	Self-management
	· Takes personal responsibility infor adheringence to legal and regulatory responsibilities relevant applicable to own work context

	Technology
	· Recognises some Identifies and applies general design and operating principles of digital tools



[bookmark: O_709188][bookmark: _Toc10816661][bookmark: _Toc10818336]Unit Mapping Information
Supersedes and is not equivalent to ICTICT305 Identify and use current industry specific technologies.

[bookmark: O_709195][bookmark: _Toc10816662][bookmark: _Toc10818337]Links
[bookmark: _Toc10717911]Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2
[bookmark: _Toc10755496][bookmark: _Toc10816663][bookmark: _Toc10818338][bookmark: _Toc11252433][bookmark: O_709190][bookmark: O_709191]
Assessment Requirements for ICTICT31005 Identify and use current industry specific technologies
[bookmark: _Toc10717913][bookmark: _Toc10755497][bookmark: _Toc10816664][bookmark: _Toc10818339]Performance Evidence
The candidate must 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:
· identify, implement and determine compatibility of industry standard specific technologies in one organisational area  new and emerging industry specific technologies
· use features and functions of identified industry specific technologies to an industry standard levelin one organisational area.   
evaluate the performance and usability of the technolog

In the course of the above, the candidate must:
· adhere to work health safety (WHS) requirements according to organisational policies and procedures
· evaluate capabilities of identified industry specific technologies 
· adapt implementation of identified industry specific technologies to organisational environment.
[bookmark: O_709192][bookmark: _Toc10816665][bookmark: _Toc10818340]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
· industry standard discuss current technology trends and directions in Information and Communications Technology (ICT)
·  and specifically the major industry technology standards used in specified ICT area
· describe vendor product directions instructions applicablerelating to specified  ICT area
· describe the general features, capabilities and application of current industry standard hardware and software products
· outline information gathering techniques
· organisational procedures
· work health safety (WHS) requirements in ICT..

[bookmark: O_709193][bookmark: _Toc10816666][bookmark: _Toc10818341]Assessment Conditions 
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:

a site where industry specific technologies may be used
· industry standard specific technologies currently used in industry
· documents detailing work health and safety (WHS) standards, environmental guidelines and organisational proceduresrequirements.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_709196][bookmark: _Toc10816667][bookmark: _Toc10818342]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2
[bookmark: _Toc11252434][bookmark: _Toc5271267]
ICTICT311 Customise packaged software applications for clients
[bookmark: _Toc10816669][bookmark: _Toc10818344]Application
This unit describes the skills and knowledge required to analyse, design, implement and review the customisation of packaged software applications delivered to clients, using simple programming constructs...
It applies to those who have achieved a degree ofbasic level of autonomy as information and communications technology (ICT) users and support personnel for software application activities in the workplace. Clients, in this instance, refers to internal as well as external teams and projects.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc10816670][bookmark: _Toc10818345]Unit Sector
General ICT
[bookmark: _Toc10816671][bookmark: _Toc10818346]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Analyse Confirm customisation client requirements
	1.1 Determine and documentDiscuss and determine client requirementss in a requirement specifications file in line with organisational requirements and security requirements
1.2 Confirm that projected specifications meet client requirementsand document client and technical specifications with required personnel, according to organisational procedures
1.3 Determine level of level of documentation necessary needed to meet client requirementss

	2. Develop and apply customisation to packaged software applications
	2.1 Design packaged software applications according to client requirements, taking and take into account system limitations and client needs
2.2 Customise software applications using simple programming constructs, conforming to organisational requirements
2.3 Apply and implement customised packaged software applications and confirm with required personnel
2.34 Obtain feedback from the clientclient feedback following client testing of the customised software applications and apply adjustments 
2.4 Make further changes to software applications to meet client requirements
2.5 Document the changes according to organisational procedures

	3. Provide support for customised applications
	3.1 Review work and finalise documentation according to organisational procedures
3.2 Produce documentation and user guides forand submit to required personnelclient
3.2 Produce help desk documentation for ongoing support
3.3 Obtain clients’ evaluation and feedback to ensure that their requirements have been metand evaluate work with required personnel


[bookmark: _Toc10816672][bookmark: _Toc10818347]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Identifies and interprets a variety of hard copy and online technical information to i
Identifiesy organisational requirements procedures and clarifiesy client requirements

	Oral communication
	Elicits and evaluates information using effective listening and questioning techniques
Uses simple and relevant language to cIdentifies and confirms onfirm understanding of requirements, liaises with the clients and obtains feedback using simple and required language

	Reading
	Identifies and interprets text and determines organisational, security and client requirements 

	Writing
	Produces documents uUsesing correct spelling and grammar, plain English and specific terminology to produce documents according toto organisational guidelines as required by theand task requirements job role
Performs task usingUses the appropriate programming syntax and conventions to perform job role

	Planning and organising
	Takes responsibility infor planning and organising own workload , and identifiesying ways of sequencing and combining elements for efficiency
Takes responsibility for the outcomes of routine decisions related directly to own role

	Self-management
	Takes responsibility in outcomes of routine decisions applicable to own role

	Technology
	Understands Identifies the purposes, specific functions and key features of common industry standard digital systems and tools
Tests and operates common industry standard digital tools and systems to and effectively completes routine tasks


[bookmark: _Toc10816673][bookmark: _Toc10818348]Unit Mapping Information
Supersedes and is not equivalent to ICTICT307 Customise packaged software applications for clients.

[bookmark: _Toc10816674][bookmark: _Toc10818349]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2
[bookmark: _Toc5271268][bookmark: _Toc11252435][bookmark: _Toc10816675][bookmark: _Toc10818350]
Assessment Requirements for ICTICT311 Customise packaged software applications for clients
[bookmark: _Toc10816676][bookmark: _Toc10818351]Performance Evidence
The candidate must 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:
interpret and document client requirements into customisinge software applications for at least two different clients  	Comment by Skills for Australia: Clarification question - Open to public feedback: What is the standard volume/frequency in testing these activities?
design customise at least one packaged software application in accordance with client requirements.

In the course of the above, the candidate must:
design, analyse, implement and review at least one customised packaged software applications
produce documentation of customised software application designed above for the clientaccording to client requirements
obtain feedback from at least one client toand confirm ensure requirements have been met.
[bookmark: _Toc10816677][bookmark: _Toc10818352]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
the general features and capabilities of current industry accepted standard hardware and software products 
functions and features of software applications suitable for client
functions and features of the operating system (OS)
information and communications technology (ICT) structure and system infrastructure
organisational policy and procedures relating applicable to customising software
organisational security procedures and requirements.
[bookmark: _Toc10816678][bookmark: _Toc10818353]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
a site where software applications may be customised
use of industry standard customisable software applications currently used in industry
client requirements documentation
organisational and security requirements
required hardware, software and its components.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.

[bookmark: _Toc10816679][bookmark: _Toc10818354]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2

[bookmark: _Toc11252436]
ICTICT308312 Use advanced features of computer applications	Comment by Skills for Australia: Clarification question - Open to public feedback: Is it appropriate to change ‘computer applications’ to ‘vendor applications’ or just ‘applications’, to ensure it is more flexible and broad in scope?
[bookmark: _Toc10816681][bookmark: _Toc10818356]Application
This unit describes the skills and knowledge required to use computer applications employing advanced features in the preparation and presentation of data. It involves manipulating data and accessing support resources to solve routine problems.
It applies to individuals who have achieved a degree ofbasic autonomy as advanced information and communications technology (ICT) users, and those who support information technology activities in software applications.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc10816682][bookmark: _Toc10818357]Unit Sector
General ICT
[bookmark: _Toc10816683][bookmark: _Toc10818358]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to use advanced features
	1.1 Establish vendor computer application and task requirements
1.2 Identify advanced features required and confirm with required personnel
1.3 Access vendor directions for computer applications

	21. Manipulate data using advanced features
	21.1 Transfer data between applications, linking and embedding required data filesEmploy advanced features of applications in the preparation and presentation of data
21.2 Create and employ objects and templates in routine activities Transfer data between applications, linking and embedding related data files as required
21.3 Use keyboard shortcuts and features in computer applicationsCreate and employ objects, macros and templates for routine activities
1.4 Use shortcuts and features to increase personal productivity

	[bookmark: _GoBack]33. Confirm application features are used to full capability
	33.1 Review compatibility of advanced features to task requirements
33.2 Establish  whether use of advanced features is applicable according to task requirements
33.3 Seek feedback on use of application according to organisational procedures

	4. Access and use support resources
	4.1 Solve routine problems using support resources
4.2 Use online help to overcome difficulties with applications
4.3 Solve task problems with manuals and training booklets
4.4 Access and apply technical support in addressing system problems, using troubleshooting results and alert messages


[bookmark: _Toc10816684][bookmark: _Toc10818359]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	Discusses and resolves problems using technical terms and language, and effective listening and questioning techniques

	Reading
	Identifies and interprets a variety of hard copy, online and software generated technical information 
Interpretscontaining software specific language, syntax and code andto appliesy features and functions of applications to their fullest extent and towhen solveing problems

	Self-management
	Understands Interprets key principles and concepts underpinning the design and operation of digital systems and tools, and applies these when troubleshooting existing technology

	Problem-solving 
	Uses problem-solving techniques in solving routine problems
Accesses support resources and applies them in overcoming problems 


[bookmark: _7yld2csgdbb9][bookmark: _Toc10816685][bookmark: _Toc10818360]Unit Mapping Information
Supersedes and is not equivalent to ICTICT308 Use advanced features of computer applications. 
[bookmark: _Toc10816686][bookmark: _Toc10818361]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2
[bookmark: _1t3h5sf][bookmark: _Toc10816687][bookmark: _Toc10818362][bookmark: _Toc11252437]
Assessment Requirements for ICTICT308312 Use advanced features of computer applications
[bookmark: _Toc10816688][bookmark: _Toc10818363]Performance Evidence
The candidate must 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:
use at least three computer applications employing advanced features and import and export capacities for efficiency and productivity purposes
solve at least three routine problems using support resources.
[bookmark: _Toc10816689][bookmark: _Toc10818364]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
basic features and functions of industry standard  relevant operating systems software and system tools 
keyboard shortcuts and features
relevant vendor product directions in computer applications
commonly available vendor applications, directions and their features.
methods of data transferral between applications
organisational procedures
available support resources. 
[bookmark: _Toc10816690][bookmark: _Toc10818365]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
a site where advanced features of computer applications may be used
industry standard computer applications with advanced features currently used in industryand their functions 
documents and or information containing data suitable required into demonstratinge advanced features of computer applications
support resources, including online, manuals and training booklets.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.

[bookmark: _Toc10816691][bookmark: _Toc10818366]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2
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