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[bookmark: _Toc9944339][bookmark: _Toc11432894][bookmark: O_710386]ICTICT10911101 Operate a personal digital devicescomputer
[bookmark: O_710387][bookmark: _Toc10736115][bookmark: _Toc10736271]Application
This unit describes the skills and knowledge required to operate digitala  devices,personal computer  including (smartphones, tablets, personal computers PCand other digital devices) in a home or small office environment. It , including accessinginvolves accessing files with application programs, sending and retrieving emailsmessages, using the internet, using peripheral devices and applying basic security procedures and power management settings.
It applies to individuals who perform a range of basic functions on different personal digital devices. require entry level information and communications technology (ICT) knowledge and literacy skills to perform a range of simple operation tasks.Personal digital devices can be used in a range of environments and locations, including home, office, educational settings and other environments.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710390][bookmark: _Toc10736116][bookmark: _Toc10736272]Unit Sector
General ICT
[bookmark: O_710391][bookmark: _Toc10736117][bookmark: _Toc10736273]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 the personal digital computerdevices
	1.1 Determine user needs of digital device according to task requirements
1.2 Identify device and device functionality according to task requirements 
1.3 Activate  digital device according to manufacturer instructions
1.4 Confirm and fIdentify physical components and associated peripheral devices of the personal computer to become familiar with the available network
1.2 Check physical connectivity of devices to ensure correct operation and performance of device and  connectivity to internet and power source
1.3 Boot up and follow procedures to activate the computer

	2. Manage Configure basic computer device configurationssettings
	2.1 Alter the computer device settings and display to best suit the useraccording to user requirements 
2.2 Configure power management settings to minimise power consumption as an environmentally sustainable measure
2.23 Identify operating system and the application programs loaded on the computer device toand determine their computer capability
2.34 Install, update and remove basic software applications according to user needs and device capability and capacity
Conduct basic software installation and removal to improve computer capability
2.45 Navigate and manipulate desktop environmentuser interface, and  to create and customise desktop icons and access application programsaccording to user needs


	3. Access and use basic application programs
	3.1 Open a folder with file documents containing basic office applications, make minor changes and save in a different folder
3.2 
Send and retrieve a simple email message using the desktop icon to communicate with other parties
3.3 Access the internet using the web browser to view and conduct basic web information search
3.4 Use firewall and antivirus and malware scans to reduce security risks and threats in the system

	34. Access and use basic digitalperipheral devices 
	3.1 Use basic antivirus and malware scans and confirm device is cyber secure
3.2 Access internet and conduct basic web information search 
3.3 Retrieve and respond to an email message according to task requirements
3.4 Identify, obtain and connect required peripheral device 
4.1 
Access external storage devices to retrieve, copy, move and save information in different media and locations
4.2 
Use printer settings on an installed printer to print a document
[bookmark: _GoBack]4.33.5  Access audio-visual (AV) devices to view and play a multimedia fileTest peripheral device according to user requirements 

	45. Finalise digital device usageShut down computer
	45.1 Retrieve, move, save and store information to digital device location according to task requirements 
4.2 Back up important documents and programsBack up information on digital  device according to manufacturer requirements to minimise risk of data loss
5.2 Save any work to be retained and close open application programs
45.33 Shut down computer digital device and switch off any unused peripheral devices according to manufacturer requirements 
4.4 Store digital device and peripheral devices according to manufacturer and organisational requirements
4.5 Obtain task completion final sign off according to task requirements 




[bookmark: O_710392][bookmark: _Toc10736118][bookmark: _Toc10736274]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
	Recognises Identifies textual information and determines and completes technical functions and messages

	Writing
	Enters information using familiar text types in  a required format appropriate to environment

	Planning and organising
	Plans routine tasks with goals and outcomes, taking limited responsibility in decisions applicable to task sequencing

	Problem solving
	Identifies and responds to predictable routine problems applicable to tasks in immediate context

	Technology
	Determines and implements
 basic security requirements applicable to own tasks


[bookmark: O_710394][bookmark: _Toc10736119][bookmark: _Toc10736275]Unit Mapping Information
Supersedes and is not equivalent to ICTICT101 Operate a personal computer.

[bookmark: O_710401][bookmark: _Toc10736120][bookmark: _Toc10736276]Links
[bookmark: _Toc9944340][bookmark: _Toc10736121]Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2

[bookmark: _Toc11432895]Assessment Requirements for ICTICT109101 Operate a digital devices personal computer
[bookmark: O_710396]
[bookmark: O_710397][bookmark: _Toc10736122][bookmark: _Toc10736278]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:
operate at least two 


digital devices
install at least one basic software program and use hardware and softwareaccess two different websites on a browser
use at least one peripheral device including external printers, modems, sound systems, scanners, audio visual equipment
save and back up results of work to at least two different types of storage locations.

In the course of the above, the candidate must:

scan a device on at least one occasion using existing firewall and antivirus and malware scans
confirm password strength is complex and active on device
navigate around the desktop, using features to perform tasks
save results of work.
comply with task requirements.

Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.
[bookmark: O_710398][bookmark: _Toc10736123][bookmark: _Toc10736279]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:
procedures required in activating digital devices, including:
powering devices
activating required account
purpose and specific functions of a range of digital devices, including:
basic parts of a digital device and hardware components
connecting to a range of peripheral devices and internet 
software operation and application packages
procedures in using different websites
a range of storage devices and service locations
device manufacturer’s instructions and guidelines
basic malware practices and security functions and protocols
WHS Work health and safety practices applicable to usage of mobile devices..
identify basic parts of a computer and various hardware components
explain commonly used software operation and application packages
name basic security functions and computer functions
list a range of peripheral devices that can be used with a personal computer
describe common computer storage devices.

[bookmark: O_710399][bookmark: _Toc10736124][bookmark: _Toc10736280]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:
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. appropriate learning and assessment support when required
required hardware, software and digital devices




peripheral devices and its components personal computer, including printer, mouse, keyboard and monitor
use of basic industry standard software currently used in industry
the internet
cyber security software and malware scans..

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710402][bookmark: _Toc10736125][bookmark: _Toc10736281]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2

[bookmark: O_675503][bookmark: O_675504][bookmark: O_675507][bookmark: O_675508][bookmark: O_675509][bookmark: O_675511][bookmark: O_675518]

[bookmark: _Toc9944341][bookmark: _Toc11432896][bookmark: O_710337]ICTICT102 ICTICT110 Operate word-processing applications
[bookmark: O_710338][bookmark: _Toc10736127][bookmark: _Toc10736283]Application
This unit describes the skills and knowledge required to operate word- processing applications and perform basic operations on documents, including creating,  and formatting, saving and printing  documents. Operations also includes,  creating tables and formatting images within a document. and printing labels.
It applies to individuals in the workplace or personal environments  who use using fundamental knowledge of word-processing under direct supervision or with limited responsibility.. Word-processing applications in this instance refers to applications downloaded onto the hardware of required electronic, digital device as well as accessed on online servers and services.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710341][bookmark: _Toc10736128][bookmark: _Toc10736284]Unit Sector
General ICT
[bookmark: O_710342][bookmark: _Toc10736129][bookmark: _Toc10736285]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

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

	21. Create documents
	21.1 Establish and confirm document purpose with required personnel according to organisational requirements
1.2 Identify and access required hardware and word-processing application 
1.3 Open word-processing application, cCreate document and include data according to task requirementsand add data according to information requirements
2.2 Use document templates as required
2.3 Use simple formatting tools when creating the document
2.41.4 Create file, add documents and sSave document to required location directory

	32. Customise basic document settings to meet page layout conventions
	3.12.1 Open and view different toolbars and Aadjust page layout according to task t to meet information requirements
2.2 Locate and open documents and switch between different document tabs
3.2 Open and view different toolbars
3.3 Change font format to suit document purpose
3.4 Change alignment and line spacing according to document information requirements
3.5 Modify margins to suit the document purpose
3.6 Open and switch between several document2.3 Close and save document to required file and locations

	43. Format Edit documents contents
	4.13.1 Open documents and uUse formatting features and styles as required
4.23.2 Highlight and copyCopy and paste text from another different area in the documentbody of text to required document and save or from another active document
4.33.3 Insert headers,  and footers image and table into document according to task requirements to incorporate necessary data


3.4 Customise image and table size and position according to task requirements 

3.5 Change, resize and delete table cells according to task requirements 
4.4 Save document in another file format
4.5 Save and close document to a storage device

	74. Print documentsFinalise and close documents
	7.14.1  
Preview document in regular and print preview mode
7.24.2 Select basic print settings and print final document according to task requirements 
7.3 Print document or part of document from printer
4.3 Save document in different file format according to task requirements 
4.4 Save and close word-processing application to storage location according to task requirements
4.5 Seek final sign off from required personnel 




[bookmark: O_710343][bookmark: _Toc10736130][bookmark: _Toc10736286]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
	Interprets specific information and to determines and completes work required
Reviews document holistically according to business intent and purpose

	Writing
	Prepares simple correspondence andthat incorporates key information in required a format and style relevant to requirements

	Self-management
	Takes Takes some personal responsibility infor adheringrence to regulatory requirements

	Planning and organising
	Plans routine tasks with familiar goals and outcomes, taking some limited responsibility in for decisions regarding applicable to sequencing
Understands the purpose and specific functions of common digital tools used in work contexts
Recognises and responds to common operational problems when using word-processing applications

	Problem solving
	Identifies and responds to basic operational problems when using word-processing applications
Determines and responds to basic hardware problems


[bookmark: O_710345][bookmark: _Toc10736131][bookmark: _Toc10736287]Unit Mapping Information
Supersedes and is not equivalent to ICTICT102 Operate word-processing applications.

[bookmark: O_710352][bookmark: _Toc10736132][bookmark: _Toc10736288]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2



[bookmark: _Toc9944342][bookmark: _Toc11432897][bookmark: O_710347]Assessment Requirements for ICTICT102 ICTICT110 Operate word-processing applications

[bookmark: O_710348][bookmark: _Toc10736290]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: follow organisational ergonomic work health and safety (WHS) requirements and practices
create, open and retrieve at least one documents using customised basic settingsa word-processing application.
format documents 



In the course of the above, the candidate must: 
adhere to work health and safety (WHS) requirements and practices
add, style and format to document created above by creating tables and adding text, objects and images

save and prints documentscomply with task and organisational requirements.
[bookmark: O_710349][bookmark: _Toc10736291]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: 
functions and components of hardware, including digital devices and its components
describe formatting styles and their effect impact on formatting, readability and appearance of documents
identify organisational requirements for applicable to ergonomics, including work periods and breaks
select organisational style guide to uses
outline purpose, use and function of word-processing software.

[bookmark: O_710350][bookmark: _Toc10736292]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 personal computera digital device compatible with word-processing applications



 
and printerrequired hardware and its components
industry standard word-processing software currently used in industry
documents detailing organisational style guide or and policiesy and work health and safety (WHS) requirements
data, text and digital images suitable for use withcompatible with word-processing packages.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710353][bookmark: _Toc10736293] Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc9944343][bookmark: _Toc11432898][bookmark: O_710299]ICTICT103 ICTICT111 Use, communicate interact and search securely on the internet
[bookmark: O_710300][bookmark: _Toc10736295]Application
This unit describes the skills and knowledge required to connect,  to the internet, securely send and receive emails, search and  the internet using web browsers and interact  securely and in a socially responsible manner with a range of different internet siteson the internet in a socially responsible manner. .
It applies to individuals with limited responsibility, who use business technology to perform a range of routine tasks on a device connected to the internet and is not limited to a specific  in the workplace or home office environment. with limited responsibility.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710303][bookmark: _Toc10736296]Unit Sector
General ICT
[bookmark: O_710304][bookmark: _Toc10736297]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. Connect to and access the internet
	1.1 Connect to internet via existing internet connection and confirm functionality according to task requirements 
1.2 Open internet browser and set home page of personal choice by setting internet optionsaccording to task requirements 
1.3 ConfirmEnsure internet browser software security is enabled according to task requirements 
1.4 Adjust display and toolbar of the internet browser to suitaccording to personal user requirements
1.5 Modify toolbar to meet user and internet browser needs
1.6 Access a particular website, note privacy and other conditions of use, and retrieve data
1.7 Use socially responsible behaviour when sharing information on the internet
1.8 Enter uniform resource locator (URL) in address line of internet browser

	2. Search securely on  internet 3. Search the internet
	32.1 Identify elements of Review organisational guidelines and standards on applicable to searching securely on the internet
32.2 Open internet web application browser, and locate and access s a search engine and locate information according to task requirements  on the internet, and define search expressions based on data required
2.3 
3.3 Enter appropriate key words into the search engine to locate desired information
3.4 Refine a search depending on outcomes of original search3.5 Save search expression results and present them in a report according to information requirements
3.6 Access and create bookmark of required website Create a bookmark within the internet browser or a link for the required web page for the key results
2.4 Check date, properties and author of website according to task requirements 
2.5 Identify, access and review information on specific sites and confirm security standards are met
3.7 Save key results in a bookmark folder
3.8 Modify internet browser options for printing and print a web page
3.9 Close internet browser

	3. Use and interact with websites
	3.1 Search and access required internet based interactive website and 
confirm security of application site according to task requirements 
3.2 Identify and use internet application site and follow instructions, lodge details and gain access and information according to task requirements 
3.3 Enter, check and use functions of application according to task requirements 
3.4 Record and save information from application according to task requirements 

	4.  Finalise internet accessing and interaction tasks 
	4.1 Log out of websites and accounts according to website and task requirements 
4.2 Delete browsing history log according to task requirements 
4.3 Shut down browsers, internet connection and device according to manufacturer and task requirements 



[bookmark: O_710305][bookmark: _Toc10736298]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
	Requests and implements verbal instructions and feedback

	Reading
	Interprets textual information and instructions to efficientlyin undertakinge the task

	Writing
	Uses required format to accurately eEnters information specific to requirements using applicable format
Composes short and specific messages using format, grammar and language required according to for audience

	Planning and organising
	Plans routine tasks with familiar goals and outcomes, taking limited responsibility forin decisions applicable toregarding sequencing

	Problem solving
	•	Identifies and responds to common basic operational problems when using web browsers

	Self-management
	Uses socially responsible behaviour when accessing, using and sharing information on the the internet
Identifies and set outs main responsibilities and boundaries of own role
Takes responsibility infor routine low-impact decisions within familiar situations

	Technology
	Interprets the purpose and specific functions of common digital tools used in work contexts
Implements basic security requirements related to own tasks



[bookmark: _Toc10736299]Unit Mapping Information
Supersedes and is not equivalent to ICTICT103 Use, communicate and search securely on the internet.

[bookmark: O_710314][bookmark: _Toc10736300]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc9944344][bookmark: _Toc11432899]Assessment Requirements for ICTICT103 ICTICT111 Use, communicate interact and search securely on the internet
[bookmark: O_710309]
[bookmark: O_710310][bookmark: _Toc10736302]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:
connect and interact with at least three websites on at least two different occassionsoccasions with at least two different internet browsers.

In the course of the above, the person candidate must: send and receive emails
use at least two different internet browsers
secure internet access and email communications
use search tools to locate information
use at least two different internet search techniques in locating information
research and select appropriate website
undertake online transactions
assess the accuracy, currency, authority and reliability of the site and information located
use cyber safe techniques on the internet, including using safe passwords and identifying malicious websites.

Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.
[bookmark: O_710311][bookmark: _Toc10736303]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: 
list basic technical terminology related to reading help files and prompts
describe the basics of copyright and privacy statements
basic cyber security functions, protocols and guidelines
explain different types of messages that occur, including cookies, error messages and messages to install plug-ins
list different types of search engines and web browsers
list procedures for using email applicationsinteractive websites and applications
list procedures for evaluating and assessing the authority, reliability and authenticity of information
outline internet search functions and toolbars
internet and browser display settings toolbar
describe internet speed and traffic loads related to times of accessing the internet
describe the makeup and structure of internet addresses
list organisational guidelines and responsible behaviour guidelines on internet use.and email use (web etiquette or netiquette)
describe business process related to online transactions
describe web browser update techniques
explain what key words and bookmarks are used for.

[bookmark: O_710312][bookmark: _Toc10736304]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 personal computer or digital device a digital device with internet connectivity
a range of web browsers and search engines currently used in industry
a website
an interactive application
organisational policies and guidelines on internet usage and behaviour on internet.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
Assessors must satisfy NVR/AQTF assessor requirements.
[bookmark: O_710317][bookmark: _Toc10736305]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2






[bookmark: _Toc9944345][bookmark: _Toc11432900][bookmark: O_710251]ICTICT104 ICTICT112 Connect peripheralUse digital devices
[bookmark: O_710252][bookmark: _Toc10736307]Application
This unit describes the skills and knowledge required to use a range of digital devices, including digital cameras, video cameras and , personal digital assistant (PDA) devices to access, configure and use to connect to other devices for anaccording to intended task outcome.
It applies to individuals who require entry level information and communications technology (ICT) knowledge and literacy skills to support their work in a home,  office or small office or virtual environment, with limited responsibility or supervision.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710255][bookmark: _Toc10736308]Unit Sector
General ICT
[bookmark: O_710256][bookmark: _Toc10736309]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 the digital devices
	1.1 Review the instruction manual and ensure identified components are available1 
1.2 Identify and gather  the physical components of the digital device according to manufacturer and task requirements 
1.23 Turn on and activate digital device according to manufacturer and task requirementsfollow access procedures to activate the digital device
1.34 Locate and alter device settings according to task requirements 
Alter the digital device settings to best suit intended use
1.45 Configure power management settings where appropriate to and minimise power consumption, as an environmentally sustainable measure

	2. Set up and use the digital devices
	2.1 Identify and set the basic operating, security and menu settings
2.2 Navigate and manipulate the screen environment
2.3 Customise screen icons and access to applications according to task requirements where applicable
2.4 Use the digital device, and save and edit output according to task requirements where applicable
2.5 Identify more advanced features available and use as required

	3. Access and use basic connectivity devices
	3.1 Connect to external digital devices , such as according to task requirements computer devices or storage devices, to retrieve, copy, move and save information
3.2 Check physical connectivity of computer and devices or storage devices according to manufacturer requirements to ensure operation and performance
3.3 Import, copy, move and save information on external digital device
3.3 4 Connect and to a printer either through a computer device or directly, and use printer settings and print dataprint document according to task requirements 

3.4 5 Access audio-visual devices and to view and play a multimedia file according to task requirements 

	4. Shut down digital devices
	4.1 Save current work and back up important data according to organisational procedures
4.2 Close open programs and applications on any the digital and storage devices and any computer device or storage device
4.3 Disconnect digital device from external digital device
4.43 Shut down digital devices, according to manufacturer instructions




[bookmark: O_710257][bookmark: _Toc10736310]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
	Requests and responds to instructions and feedback 

Implements basic security requirements applicable to own tasks

	Reading
	Reviews on-line and hard-copy text, and interprets and comprehends symbols, text, numbers and letters toin determininge and adheringe to requirements
Interprets textual information and instructions in undertaking task

	Get the work done
	Understands the purposes, specific functions and key features of common digital systems and tools, and operates them effectively to complete routine tasks
Plans a range of routine tasks with familiar goals and outcomes

	Planning and organising
	Plans a range of routine tasks with familiar goals and outcomes

	Problem solving
	Identifies and responds to basic operational problems when using digital devices
Identifies and responds to basic hardware problems

	Technology Problem solving
	Interprets purpose and specific functions of common digital tools used in work contexts
Implements basic security requirements applicable to own tasks Identifies and responds to common operational problems when using digital devices
Identifies and responds to common hardware problems



[bookmark: O_710259][bookmark: _Toc10736311]Unit Mapping Information
Supersedes and is equivalent to ICTICT104 Use digital devices.

[bookmark: O_710266][bookmark: _Toc10736312]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc9944346][bookmark: _Toc11432901]Assessment Requirements for ICTICT1124 Connect peripheral Use digital devices

[bookmark: _Toc10736314]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:
turn on aaccess, configure and navigate at least one digital device

connect digital device to at least one other external device 
save and close results of work in at least two different digital locations.

In the course of the above, the person: 
use the menu features and navigate a graphical user interface
use device features to perform tasks

save the results of work.

Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.
[bookmark: _Toc10736315]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:
outline the functions, capabilities and connectivity requirements of relevant:
audio-visual devicesand digital devices
peripheral devices
navigating tools, including a keyboard, keypad, touch-screen interface and external remote
storage devices and cloud storage services
list basic security functions of hardware and software
explain basic software operation and associated applications
explain digital device functions
explain digital device settings and customisations
power management settings and standards.
basic technical terminology applicable to manufacturer instructions.

[bookmark: _Toc10736316]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:
Gather evidence to demonstrate consistent performance in conditions that are safe and replicate the workplace. Noise levels, production flow, interruptions and time variances must be typical of those experienced in the general information and communications technology (ICT) industry and include access to:
digital devices
a digital assistant device or digital device with required interface, keypad and controller 



required hardware, software, digital devices and required components


industry standard computer
storage devices, cloud solution and storage service
industry standard printer
device-specific application and softwarecurrently used in industry.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
[bookmark: _Toc10736317]Links 
Companion Volume Implementation Guide is found on VETNet:
https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc9944347][bookmark: _Toc11432902]
ICTICT105 ICTICT113 Operate spreadsheet applications
[bookmark: O_710217][bookmark: O_710218][bookmark: _Toc10736319]Application
This unit describes the skills and knowledge required to use basic spreadsheet applications , to perform basic operations on spreadsheets, including creating spreadsheets, formatting spreadsheet displays and data, using formulas, incorporating charts graphs and objects and, and saving and printing spreadsheetswork.
It applies to individuals who perform a range of routine tasks in the workplace using a fundamental knowledge of spreadsheets under direct supervision or with limited responsibility. Spreadsheet applications in this instance refers to applications downloaded onto the hardware of required electronic devices as well as accessed through online services. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710221][bookmark: _Toc10736320]Unit Sector
General ICT
[bookmark: O_710222][bookmark: _Toc10736321]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. Create and configure spreadsheets
	1.1 Identify required spreadsheet application according to task requirements 
1.2 Access Open the spreadsheet application, create spreadsheet files and enter numbers, text and symbols into cells and enter basic information according to task information requirements
1.3 Configure page layout and settings according to user needs and task requirements
1.4 Format spreadsheet according to task requirements 
1.5 Save and back up spreadsheet according to task requirements
1.2 Enter simple formulas and functions using cell referencing when required
1.3 Correct formulas when error messages occur
1.4 Use a range of common tools during spreadsheet development
1.5 Edit columns and rows within the spreadsheet
1.6 Use the auto-fill function to increment data where required
1.7 Save the spreadsheet to a folder on a storage device

	2. Edit spreadsheet contents
	2.1 1.2 Enter required simple formulas and functions according to task requirements using cell referencing when required
2.2 1.3 Test accuracy of formula and data input and update where requiredCorrect formulas when error messages occur
1.4 Use a range of common tools during spreadsheet development
1.5 Edit columns and rows within the spreadsheet
1.6 2.3 Use the auto-fill function andto increment required data where required
2.4 Import and edit object into spreadsheet using formatting features as required
2.5 Create and display graph using required data
2.6 Modify and edit graph into different design and display using required data

	53. Finalise and closePrint spreadsheets
	53.1 Seek and respond to spreadsheet feedback from required personnel  
3.2 Preview spreadsheet in print preview mode
5.2 3.3 Select basic print settings and print spreadsheet according to task requirements er options
5.3 Print spreadsheet or selected part of spreadsheet
5.4 3.4 Submit the spreadsheet to appropriate person for approval or feedbackSave document in required format and close spreadsheet 
3.5 Obtain final task sign off from required personnel


[bookmark: O_710223][bookmark: _Toc10736322]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
	Interprets and comprehends symbolic, textual and numerical information and data
Identifies data specifically needed and applies it in for the spreadsheet tasksfrom information received

	Writing
	UsesEnters both written and verbally received information and data into a format suitable forrequired in spreadsheet analysis
Uses Selects vocabulary, terminology and naming conventions requiredsuitable for the spreadsheet
Begins to use routine forms of written communication applicable to immediate work role, with a limited awareness of requirements and expectations

	Oral Communication
	Confirms user requirements and elicits feedback using Uses simple and relevant required language with listening and questioning skills to confirm user requirements and elicit feedback

	Numeracy
	Adds, subtracts, multiplies and divides whole numbers and decimals and, identifiesying and selectingts required the correct formulas and functions to use
Applies the order of operations in calculations
Identifies and comprehends the specific numeric data needed to create charts

	Interact with others
	Begins to use some routine forms of written communication relevant to immediate work role, with a limited awareness of requirements and expectations

	Planning and organising
	Plans routine tasks with familiar goals and outcomes, taking limited responsibility for in decisions regarding applicable to sequencing
Understands the purpose and specific functions of common digital tools used in work contexts
Takes responsibility for routine low-impact decisions within familiar situations

	Self-management
	Takes responsibility in routine low-impact decisions within familiar situations

	Technology
	Identifies and evaluates purpose and specific functions of common digital tools used in work contexts



[bookmark: O_710225][bookmark: _Toc10736323]Unit Mapping Information
Supersedes and is equivalent to ICTICT105 Operate spreadsheet applications.

[bookmark: O_710232][bookmark: _Toc10736324]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2



[bookmark: _Toc9944348][bookmark: _Toc11432903][bookmark: O_710227]Assessment Requirements for ICTICT105 ICTICT113 Operate spreadsheet applications

[bookmark: O_710228][bookmark: _Toc10736326]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, format and modify  at least one spreadsheet on at least one occasion.s

In the course of the above, the candidate must:
customise basic settings
format spreadsheets
create at least three different basic formulas using selected data
insert at least two different objects and charts graphs in spreadsheets using selected data 
save and print at least one spreadsheet.s.


Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.
[bookmark: O_710229][bookmark: _Toc10736327]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:
list basic technical terminology related applicable to reading help files and prompts
explain the effect offunctions of formatting and appearance on the readability and usability of spreadsheets
basic formulas and basic mathematical principles
outline log-in procedures relating to accessing a personal computer (PC)
describe the purpose, use and function of spreadsheet applications.

[bookmark: O_710230][bookmark: _Toc10736328]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 digital device with required interface, keypad and controller, compatible with spreadsheet applications 



a personal computer (PC) and printerrequired hardware and its components 
industry standard spreadsheet software currently used in industry
documents detailing organisational style guide and policy
documents or and information containing data suitable for creatingapplicable to spreadsheets.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710233][bookmark: _Toc10736329]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2



[bookmark: _Toc11432904]ICTICT11406 Operate presentation packages
[bookmark: O_710149][bookmark: O_710150][bookmark: _Toc10736079][bookmark: _Toc10736331]Application
This unit describes the skills and knowledge required to perform basic tasks using a presentation application package includingand includes creating, formatting and adding effects to presentations.
It applies to individuals employed or engaged in a range of work e environments including work or educational who need to be able to present a set range of data in a simple and direct format.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710153][bookmark: _Toc10736080][bookmark: _Toc10736332]Unit Sector
General ICT
[bookmark: O_710154][bookmark: _Toc10736081][bookmark: _Toc10736333]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. Create presentations
	1.1 Open presentation package and create a simple design according to task requirements design for a presentation according to organisational requirements
1.2 Open blank presentation and add text,  and graphics and existing styles according to task requirements
1.3 Apply existing styles within a presentation
1.4 Use presentation template and slides andto create required a presentation
1.45 Determine editing required in presentation and implement accordingly
Use various tools to improve the look of the presentation
1.56 Save presentation to required the appropriate storage device and folder

	2. Customise basic settings
	2.1 Adjust presentation display according to task requirements to meet user requirements
2.2 Open and view required different toolbars to view presentation options
2.3 Preview presentation document and streamline font and graphics according to task requirements Ensure 
font settings are appropriate for the presentation purpose
2.4 Save and close document 
2.5 Open document and vView multiple slides simultaneously at once

	3. Format presentations
	3.1 IUse and incorporate organisational charts and bulleted lists , and modify according to task s requirementsuired
3.2 Import Add objects and manipulate and modify objects according to task requirements to meet presentation purposes
3.3 Import objects and modify for presentation purposes
3.34 Modify slide layout, including text and colours , to meet according to taskpresentation requirements
3.45 FUse formatting,  duplicate and reorder slides with presentation according to task requirements tools as required within the presentation
3.6 Duplicate slides within and across a presentation
3.7 Reorder sequence of slides and delete slides for presentation purposes
3.8 Save presentation in another format
3.9 Save to storage device and close presentation 

	4. Add slide show effects
	4.1 Incorporate pre-set animation and multimedia effects into presentation according to task requirements as required to enhance the presentation
4.2 Add slide transition effects to presentation to ensureand confirm smooth progression through the presentation
4.3 Test presentation for and analyse overall effect
4.4 Use onscreen navigation tools andto start and stop slide show andor move between different slides as required

	5. Print presentation and notesFinalise and print presentation
	5.1 Seek and respond to presentation feedback from required personnel  
5.2 Preview presentation in print preview mode
5.3 Select basic print settings and print presentation according to task requirements 
5.4 Save and back-up presentation in required format and close 
5.5 Obtain final task sign off from required personnel5.1 Select appropriate print format for presentation
5.2 Select preferred slide orientation
5.3 Add notes and slide numbers
5.4 Preview slides and run spell check before presentation
5.5 Print selected slides and submit presentation to appropriate person
 for feedback


[bookmark: O_710155][bookmark: _Toc10736082][bookmark: _Toc10736334]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

	Numeracy
	Counts, adds and subtracts whole numbers and fractions according tofor sequencing and timing purposes

	Oral communication
	Uses effective questioning and listening techniques, and simple and terminology to cClarifyies requirements and obtains feedback using questioning and listening techniques and simple terminology 

	Reading
	Interprets Reviews on-line and hardcopy text , and identifies organisational and job requirements
Interprets and comprehends symbols, text, numbers and letters necessary forrequired in operating computer hardware and software

	Writing
	Uses appropriate terminology and plain English to Eenhances the presentation and adds notes using required terminology and plain English
Uses basic and routine forms of written communication with a limited awareness of requirements and expectations

	Planning and organising
	Plans routine tasks with familiar goals and outcomes, taking limited responsibility infor decisions regarding applicable to sequencing

	Self-management
	Takes responsibility in  for routine, low-impact decisions within familiar situations

	Technology
	UnderstandsIdentifies and evaluates purpose and specific functions of common digital tools used in work contexts


[bookmark: O_710157][bookmark: _Toc10736083][bookmark: _Toc10736335]Unit Mapping Information
Supersedes and is equivalent to ICTICT106 Operate presentation packages.

[bookmark: O_710164][bookmark: _Toc10736084][bookmark: _Toc10736336]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc9944338][bookmark: _Toc11432905][bookmark: O_710159]Assessment Requirements for ICTICT11406 Operate presentation packages

[bookmark: O_710160][bookmark: _Toc10736086][bookmark: _Toc10736338]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, format and prepare at least two presentation packages presentations for distribution and display
customise basic settings
add slide show effects.
[bookmark: O_710161][bookmark: _Toc10736087][bookmark: _Toc10736339]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:
list basic technical terminology into reading help files and prompts
doutline the different types of presentation considerations including:
formal and informal presentations
audience

explain the effect impact of design and formatting on the readability and usability of presentations

outline presentation pitfalls
identify suitable presentation effects according tofor different audiences.

[bookmark: O_710162][bookmark: _Toc10736088][bookmark: _Toc10736340]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 personal computer (PC) and printerrequired hardware and its components
industry standard presentation software currently used in industry
[bookmark: O_710165]documents detailing organisational style guide and policy.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: _Toc10736089][bookmark: _Toc10736341]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2
[bookmark: _Toc11432906]ICTICT11507 Use personal productivity tools
[bookmark: O_710077][bookmark: O_710078][bookmark: _Toc10736091][bookmark: _Toc10736343]Application
This unit describes the skills and knowledge required to use the features and components of a range of personal productivity tools.
It applies to individuals who perform routine tasks in the workplace and use a range of current technology based personal productivity tools, under direct supervision or with limited responsibility.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710081][bookmark: _Toc10736092][bookmark: _Toc10736344]Unit Sector
General ICT
[bookmark: O_710082][bookmark: _Toc10736093][bookmark: _Toc10736345]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 productivity tool
	1.1 Identify information to be included in productivity tool according to task requirements 
1.2 Identify required productivity tools according to task requirements
1.3 Determine productivity tool features according to task requirements 

	21. Use productivity toolcalendar features
	21.1 Navigate within the calendar of the personal productivity tool and schedule events and appointments
21.2 Set a reminder and customise the reminder according to task requirements 
21.3 Customise productivity tool the calendar views, menus and toolbars , and work within different views
21.4 Delete events and appointments according to task requirements 
21.5 Customise productivity toolsthe calendar’s print according to task requirementsoptions and print the calendar according to format requirements

	32. Use contact management tool
	32.1 Create, edit and delete contacts according to task requirements  as required, recording information in the appropriate fields
32.2 Test email set up and send and confirm receipt of email to required personnelUse contact information for email purposes according to organisational policies related to privacy
32.3 Group contacts into required categories that are consistent and meaningful

	43. Finalise productivity tool activities Use additional features
	43.1 Link activities and contacts according to task requirements when required
43.2 Email Use expense sheets, search facilities and notes to required personnel, notes and email when appropriate
43.3 Seek task feedback and obtain final task sign off Integrate the above features with other applications or the calendar and contacts list




[bookmark: O_710083][bookmark: _Toc10736094][bookmark: _Toc10736346]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

	Numeracy
	Counts, adds, subtracts, multiplies and divides whole numbers and fractions and decimals into schedulinge appointments and usinge expense sheets

	Oral communication
	Requests, interoperates and implements verbal instructions and feedback

	Reading
	Interprets and comprehends a large range of signs, symbols, pictures, text, numbers and letters necessary required toin operatinge a range of personal productivity tools
Interprets instructions containing basic words and sentence structures

	Writing
	Enters written information using simple sentence structure, correct terminology, and writing conventions suitable forapplicable to personal productivity tools

	Planning and organising
	Plans routine tasks with familiar goals and outcomes, taking limited responsibility infor decisions regarding applicable to sequencing and timing

	Self-management
	Follows routine procedures infor using digital technology andto enters, stores and retrieves information directly

	Technology
	Identifies and evaluates Understands the purpose and specific functions of common digital tools used in work contexts



[bookmark: O_710085][bookmark: _Toc10736095][bookmark: _Toc10736347]Unit Mapping Information
Supersedes and is not equivalent to ICTICT107 Use personal productivity tools.
[bookmark: O_710092][bookmark: _Toc10736096][bookmark: _Toc10736348]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2



[bookmark: _Toc11432907][bookmark: O_710087]Assessment Requirements for ICTICT11507 Use personal productivity tools

[bookmark: O_710088][bookmark: _Toc10736098][bookmark: _Toc10736350]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 features, functions and components of at least three types of personal productivity tools for at least three different purposes. 

In the course of the above, the candidate must:use the calendar of the personal productivity tool to schedule events and appointments
create, edit and delete contacts
use at least threethe additional features of on at least three different a particular personal productivity tools. and software.
[bookmark: O_710089][bookmark: _Toc10736099][bookmark: _Toc10736351]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:
outline organisational policies includingregarding:
gathering and storing of contact information email list
internet connection and usage policy
web etiquette
calendar and scheduling tools
use of emailing tools.

[bookmark: O_710090][bookmark: _Toc10736100][bookmark: _Toc10736352]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 personal productivity device
industry standard organising software currently used in industry
organisational policies applicable toon internet usage.

[bookmark: O_710093]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: _Toc10736101][bookmark: _Toc10736353]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2
[bookmark: _Toc11432908]ICTICT11608 Access the internet using digital literacy skillsUse digital literacy skills to access the internet
[bookmark: O_710009][bookmark: O_710010][bookmark: _Toc10736103][bookmark: _Toc10736355]Application
This unit describes the skills and knowledge required to safely and securely use the internet to undertake basic interactive communication.
It applies to individuals who locate, organise, understand, evaluate and analyse information using digital technology in a range of different areas and environments.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710013][bookmark: _Toc10736104][bookmark: _Toc10736356]Unit Sector
General ICT
[bookmark: O_710014][bookmark: _Toc10736105][bookmark: _Toc10736357]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. OPrepare to operate hardware at a basic level
	1.1 Determine required internet connection hardware 
1.2 Identify required work health and safety (WHS) requirements and organisational guidelines Identify hardware components required to connect to the Internet
1.32 Set up and check physical connectivity of devices 
1.3 Use hardware components and comply with work health and safety (WHS) guidelines

	2. Ensure safe and secure online access
3. Research and accessanalyse the internet and online information
	2.1 Connect and access internet site according to task requirements internet sites
2.2 Access email provider site and login to email account, change existing password and log out of email account
Provide an appropriate level of personal information to maintain privacy and security2.3 Send and confirm receipt of self-addressed email and log out of email account
2.3 Comply with copyright and intellectual property legislation
2.4 Ensure an understanding of socially responsible behaviour
2.5 Assess the legitimacy of online requests to make an informed decision
2.6 Interpret and respond to security notifications that display due to browser software security settings or internet use
2.7 Assess email status and determine email security
2.8 Provide appropriate information to manage digital footprint
2.9 Assess security of payments
2.10 Back up data as required through downloading to an external backup device 
2.43.1 Identify and use search engines andto access required relevant internet site according to task requirements s
2.53.2 Search and find relevant information or and content according to task requirements 
2.63.3 Refine search to increase relevance of information or contentaccording to task requirements and specifications
2.73.4 Navigate to a website andto access required the information andor content required
3.5 Assess payment requirements to make sound financial decisions
3.6 Analyse the usefulness and accuracy of located information

	34. Make transactions and participate online
	34.1 Locate payment options on required website 
3.2 Create, register, manage and secure payment an account according to task requirements 
4.2 Observe appropriate user protocol online
34.3 Make secure required transaction s and identify methods of internet fraud
4.4 Identify and invite relevant friends, groups and pages to own website

	45. Use applications and manipulate files
	45.1 Compose email, attach a document and send to required personnel Use basic application skills
5.2 Incorporate attachments to documents
45.23 Back up files to external storage devices
5.4 Upload relevant components to a website
45.35 Download pictures and videoscontent to external device according to task requirements  an external device
4.4 Seek task feedback and obtain final task sign off




[bookmark: O_710015][bookmark: _Toc10736106][bookmark: _Toc10736358]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
	Requests, responds to and implements verbal instructions and feedback

	Reading
	Recognises Identifies and comprehends a large range of signs, symbols, pictures, jargon, text, numbers and letters necessary to required in operatinge web browsers, operating systems, search engines and application packages, and into evaluatinge web page content

	Writing
	Enters text and data using keystrokes and adheresing to the software program requirements
Structures and orders search queries using search conventions, jargon, acronyms, symbols and wildcards into obtaining optimum search results

	Initiative and enterprise
	Takes responsibility infor routine, low-impact decisions within familiar situations

	Planning and organising
	Plans routine tasks with familiar goals and outcomes, taking limited responsibility infor decisions regarding applicable to sequencing

	Self-management
	Takes some personal responsibility infor adheringence to legal and regulatory requirements
Implements basic security requirements related applicable to own tasks

	Technology
	Identifies and evaluates Understands purpose and specific functions of common digital tools used in work contexts




[bookmark: O_710017][bookmark: _Toc10736107][bookmark: _Toc10736359]Unit Mapping Information
Supersedes and is not equivalent to ICTICT108 Use digital literacy skills to access the internet.

[bookmark: O_710024][bookmark: _Toc10736108][bookmark: _Toc10736360]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2



[bookmark: _Toc11432909][bookmark: O_710019]Assessment Requirements for ICTICT11608 Use digital literacy skills to access the internetAccess the internet using digital literacy skills


[bookmark: O_710020][bookmark: _Toc10736110][bookmark: _Toc10736362]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:

access an email account and send and read at least two emails 
create, register, manage and secure at least one secure payment account
upload at least one document 
download at least one piece of content onto external device 
research and select required website on at least two occasions.

In the course of the above, the candidate must:
connect to and access the internet
send and receive emails
secure internet access and email communications
adhere to internet use best practice guidelines
comply with required work health and safety requirements (WHS)
follow organisational guidelines. use search tools to locate information or content
research and select appropriate websites
undertake online interactions
make an informed assessment of the accuracy, currency, authority and reliability of the site and information located.

[bookmark: O_710021][bookmark: _Toc10736111][bookmark: _Toc10736363]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:
list types and basic components of hardware and storage devices
list different categories and authority of domain names and explain how they indicate the integrity of the materials on the web site
identify and explain common automated messages found when accessing the web
outline types of online communication and participation, including transactional
outline basic research techniques
outline basic copyright legislation
explain digital footprint and basic security, safety and legal issues
list work health and safety (WHS) issues, including basic ergonomics of keyboard and computer use
identify device interfaces and 
Identify desk top icons
explain basic principles of web browser search engines and 
outline internet protocols.
explain basic principles and features of web browsers and search engines.

[bookmark: O_710022][bookmark: _Toc10736112][bookmark: _Toc10736364]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, industry standard hardware
 with internet access
industry standard search search engines currently used in industry.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710025][bookmark: _Toc10736113][bookmark: _Toc10736365]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


