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[bookmark: _Toc5725186]

[bookmark: _Toc11338202]ICTICT201 ICTICT213 Use computer operating systems and hardware 
[bookmark: _Toc11252694]Application
This unit describes the skills and knowledge required to select, install, configure and use computer operating systems and basic computer hardware, including. This involves  configuring the operating system to work with a variety of hardware peripherals and types of information and communications technology (ICT) equipment.
It applies to those who may work under supervision and provide support to others.  This includes individuals who apply a range of configuration skills to use and solve issues in operating systems and hardware.
using a range of skills to identify and resolve issues.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc11252695]Unit Sector
General ICT
[bookmark: _Toc11252696]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. Identify operating system and hardware components 
	1.1 Identify and discuss differences between industry standard computer operating systems 
1.2 Determine ICT organisational requirements and specifications 


Determine ICT organisational requirements and specifications
1.32 Identify and sIdentify and select the operating system and application software according to required task
1.43 Identify appropriate internal and external hardware components
1.4 Identify internal hardware components

	2. Install and configure and configure operating system,  and application software and with hardware components
	2.1 Identify relationship between application software, operating system and hardware
2.2 Install and configure the operating system to meet according to organisational requirements
2.32 Identify functions associated with the operating system and associated boot process
2.3 Configure power management settings to minimise power consumption, as an environmentally sustainable measure
2.44 Use both the graphical user interface and the command line interface and to perform basic tasks according to task requirements
2.55 Install andor upgrade configure application software onto the operating system and hardware configuration
2.6 Configure operating system to work with required hardware components according to organisational procedures
2.6 Determine the relationship between an application program, the operating system and hardware
2.7 Identify general differences between different computer platforms and their respective operating systems

	3. Optimise operating system and hardware components and seek feedback
	3.1 Optimise operating system using tools and vendor utilities, using included tools or third-party utilities
3.2 Customise the graphical user interface and command line interface using command line techniques

3.3 3.3 Use techniques unique to the command line interface
3.4 Set up and configure external hardware components and check functionality
3.5 Install  driversidentified hardware drivers as appropriate and check functionality
3.4 Seek review and feedback from required personnel and confirm actions were completed 


[bookmark: _Toc11252697]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 reviews both on-line and hard-copy text containing simple sentences with terminology applicable relevant to the ICT industry and applies this knowledge in using and configuring computer operating systems
Interprets and comprehends diagrams, icons, symbols, text, numbers and letters required necessary into installing and configuringe operating systems, software and hardware

	Writing
	Inputs commands usingUses systems related syntax, text and numbers to input commands
Uses requiredcorrect terminology, text, letters and numbers into responding to computer generated prompts

	Planning and organising
	Plans routine tasks with familiar goals and outcomes, taking limited responsibility in for decisions regarding sequencing and timing

	Technology
	Understands Identifies purposes and uses , specific functions and key features of common basic digital systems and tools


[bookmark: _Toc11252698]Unit Mapping Information
Supersedes and is equivalent to ICTICT201 Use computer operating systems and hardware.

[bookmark: _Toc11252699]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc5725187][bookmark: _Toc11338203]Assessment Requirements for ICTICT201 ICTICT213 Use computer operating systems and hardware
[bookmark: _Toc11252701]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 an operating system in a variety of scenarios and across functions, including:
scheduling, loading, initiating, and supervising the execution of programs
allocating storage
select, configure and use a computer operating system 
install, configure and run at least one software and one application using at least one hardware component initiating and controlling input and output operations
handling errors
identify and install suitable hardware components
install and upgrade application software.
optimise at least one operating system using tools, drivers and vendor utilities.
[bookmark: _Toc11252702]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 basic specifications of current industry accepted operating systems, hardware and applications software products

the compatibility and functions of an operating systems, in respect to other versions
operating system optimisation tools and vendor utilities 
functions and features of boot process
command line techniques
vendor utilities
explain the function of single-user and multi-user operating systems
explain interoperability between operating systemsorganisational guidelines, procedures requirements and specifications.
outline work health and safety (WHS) principles and responsibilities, including ergonomic principles to avoid injury associated with using computer systems.
[bookmark: _Toc11252703]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:
hardware components including required software and drivers

work health and safety (WHS) standards and organisational policy and procedures
an operating system currently used in industryindustry standard operating system and application software
software configuration guides.
documents detailing operating system control panel and configuration data.

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

[bookmark: _Toc11252704]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


ICTICT21403 Operate application software packages
[bookmark: _Toc8911275][bookmark: _Toc11252706]Application
This unit describes the skills and knowledge required to identify, select and operate three commercial software packages, including a word-processing and a spreadsheet application package.
It applies to individuals who utilise different software applications within a small to large office environment to produce diverse documents.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc8911276][bookmark: _Toc11252707]Unit Sector
General ICT
[bookmark: _Toc8911277][bookmark: _Toc11252708]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 operate software packages Use appropriate workplace health and safety (WHS) office work practices
	1.1 Set up workstation according to work health and safety standards and organisational requirements 
1.2 Determine word-processing software task requirements 
1.3 Determine spreadsheet software task requirements 
1.4 Determine and compare different commercial software packages according to task requirements 1.1 Use safe work practices to ensure ergonomic, work organisation, energy and resource conservation requirements are addressed
1.2 Use wrist rests and document holders where appropriate
1.3 Use monitor anti-glare and radiation reduction screens where appropriate

	2. Use appropriate word-processing software
	2.1 Select word-processing software according to task requirements appropriate to perform activity
2.2 Identify document purpose, audience and presentation requirements, and clarify with required personnel personnel as required
2.3 Determine text-based business document style guide requirements Identify organisational requirements for text-based business documents, and design document structure and layout to ensure consistency of style and image
2.4 Match document requirements with software functions to provide efficient production of documents Finalise documents using 
2.5 Use software and technical functions , other data and formatting to finalise documentsaccording to task requirements
2.5 Name, save and print document according to task requirements 6 Ensure the naming and storing of documents in appropriate directories or folders and the printing of documents to the required specifications

	3. Use appropriate spreadsheet software
	3.1 Select spreadsheet software according to task requirements appropriate to perform activity
3.2 Identify document purpose, audience and presentation requirements, and clarify with personnel as required
3.3 Enter simple formulas and functions and customise spreadsheet settings according to task requirements using cell referencing where required
3.4 Name, save and print document Customise spreadsheet settings to meet requirements
3.5 Ensure the naming and storing of documents in appropriate directories or folders and the printing of documents to the required specifications

	4. Use a third application software package
	4.1 Select software application package according to task requirements appropriate to perform activity
4.2 Determine Identify purpose, audience and presentation requirements, and clarify with personnel as required
4.3 Use technical functions, other data and formatting to finalise documents
4.4 Name, save and print document Ensure documents are named and stored in appropriate directories or folders and printed to required specifications




[bookmark: _Toc8911278][bookmark: _Toc11252709]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
	Adds, subtracts, multiplies and divides whole numbers and decimals, identifying and selecting the correct formulas and functions to use
Applies the order of operations in calculations

	Oral communication
	Clarifies work requirements uUsinges simple, relevantrequired language, effective questioning, and active listening techniques to clarify work requirements

	Reading
	IRecognises and interprets textual information andto determines organisational standards and job requirements
Interprets and comprehendsIdentifies and applies symbols, icons and text associated with applications software

	Writing
	Enters both written and verbally received information and data into a format suitable applicable tofor the software application
Selects vocabulary, syntax, terminology, labelling and naming conventions suitable applicable tofor the program

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

	Self-management
	Follows routine procedures infor using digital technology andto enters, stores and retrieves information directly relevant applicable to own role

	Technology
	UnderstandsIdentifies and evaluates purposes, specific functions and key features of common basic digital systems and tools
Oand operates digital systems and tools them effectively into completinge routine tasks and , adapting some functions to improve personal efficiency




[bookmark: _Toc8911279][bookmark: _Toc11252710]Unit Mapping Information
[bookmark: _Toc11252711]Supersedes and is not equivalent to ICTICT203 Operate application software packages.

[bookmark: _Toc8911280][bookmark: _Toc11252712]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


Assessment Requirements for ICTICT21403 Operate application software packages
[bookmark: _Toc8911282][bookmark: _Toc11252714]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:
produce workplace documents using at least three different software application packages.

In the course of the above, the candidate must:

open, amend and save files and documents according to organisational requirements
apply workplace health and safety (WHS) principles and responsibilities
follow organisational requirements. for ergonomics, such as work periods and breaks
use help manuals and online help.
[bookmark: _Toc8911283][bookmark: _Toc11252715]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:
· organisational identify application software packages  used by the organisation and list the purpose of each
· explain basic technical terminology related applicable to reading help files and responding to system help prompts
· industry standard outline current business practices related applicable to preparing reports using software to prepare reports
· list features and functions of commercial computing packages
· describe import and export software functions
· describe the process of linking documents
· outline WHS principles and responsibilities for ergonomics, such as work periods and breaks
· explain the purpose of input and output devices.

[bookmark: _Toc8911284][bookmark: _Toc11252716]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 device
industry standard software
software currently used in industry
documents detailing organisational style guide and policy
data documents or information containing data suitable required infor developing software application documents.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: _Toc8911285][bookmark: _Toc11252717]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc11338204][bookmark: O_709664]ICTICT21504 Operate a digital media technology packages
[bookmark: O_709665][bookmark: _Toc8911287][bookmark: _Toc11252719]Application
This unit describes the skills and knowledge required to identify, select and use a digital media package and supporting technologies to produce a variety of media rich documents.
It applies to individuals who may work under supervision within a small to large office environment and have responsibility infor completingon of designated tasks, using a range of practical skills and basic technical knowledge.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709668][bookmark: _Toc8911288][bookmark: _Toc11252720]Unit Sector
General ICT
[bookmark: O_709669][bookmark: _Toc8911289][bookmark: _Toc11252721]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 operate a digital media package Use appropriate workplace health and safety (WHS) office work practices
	1.1 Set up workstation according to work health and safety standards and organisational requirements Use safe work practices to ensure ergonomic, work organisation, energy and resource conservation requirements are addressed
1.2 Identify requirements of design brief and user environment
Use wrist rests and document holders where appropriate
1.3 Determine required digital media package 
1.4 Determine required data set according to task requirements Use monitor anti-glare and radiation reduction screens where appropriate

	
	2.1 Identify the basic requirements of a design brief, including user environment
2.2 Research and review suitable available digital media packages
2.3 Select an appropriate digital media package to meet design brief requirements

	2.3. OperateUse digital media package
	3.1 Procure or create suitable data to meet requirements of the brief
32.12 Manipulate and adapt data according to task requirements 
2.2 Incorporate graphics, moving images and sound according to task requirements 
using digital media package tools
32.3 Name and save Ensure naming and storing of documents in  appropriate file format and in directories or folder s

	34. Review digital media design 
	43.1  Evaluate design for creative, dramatic and technical quality, file size, and suitability to meet the brief
4.2 Test digital media presentation and run any incorporated graphics, moving images video andor sound   as part of a digital media presentation
3.2  and Ppresent digital media package to required personnelesigns in the appropriate format
3.3 Seek and respond to digital media package presentation feedback from required personnel
43.4 3 Review final product against design brief and obtain final sign off from required personnel 




[bookmark: O_709670][bookmark: _Toc8911290][bookmark: _Toc11252722]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
	Adds and subtracts whole numbers, fractions and decimals into calculatinge time, audio output, graphic dimensions and file size

	Oral communication
	Uses plain English, listening and questioning techniques 
Presents information to audience using tone, grammar and syntax

	Reading
	IRecognises and interprets textual and diagrammatic information to select appropriate digital media packages
Interprets systems related icons, text and diagrams

	Writing
	Enters written and verbally received information and data into a format required suitable byfor the digital media package
Selects vocabulary, syntax, terminology, labelling and naming conventions into  meet program and design requirements

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

	Self-management
	TakesTakes some personal responsibility in for adheringence to legal and regulatory requirements
Follows routine procedures in for using digital technologytechnology and  to enters, stores and retrieves information directly applicablerelevant to own role

	Technology
	UnderstandsIdentifies and evaluates purposes, specific functions and key features of common basic digital systems and tools
O, and operates basic digital systems and tools in them effectively to completinge routine tasks and , adapting some functions to improve personal efficiency



[bookmark: O_709672][bookmark: _Toc8911291][bookmark: _Toc11252723]Unit Mapping Information
Supersedes and is not equivalent to ICTICT204 Operate a digital media technology package.
[bookmark: O_709679][bookmark: _Toc8911292][bookmark: _Toc11252724]Links
Companion Volume Implementation Guide is found on VETNet: Insert link to: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc11338205]Assessment Requirements for ICTICT21504 Operate a digital media technology packages
[bookmark: O_709674]
[bookmark: O_709675][bookmark: _Toc8911294][bookmark: _Toc11252726]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 and define data set, incorporate data set into media technology package and present output on one occasion.
 
In the course of the above, the candidate must:
interpret basic requirements of a design brief
use digital media package to meet organisational requirements using digital media package
apply workplace health and safety (WHS) principles and responsibilities for ergonomics, such as work periods and breaks
use help manuals and online support. help when appropriate
use digital media technologies to support design brief requirements.

Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.
[bookmark: O_709676][bookmark: _Toc8911295][bookmark: _Toc11252727]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:
explain the basic principles of visual design
outline the functions and features of digital media packages and technologies
identify graphic design and stylistic language conventions
outline WHS principles and responsibilities for ergonomics, such as work periods and breaks
outline the principles of digital imaging and file formats, video and sound file formats, file management and transfer systems
identify vendor product directions in digital media hardware and software
explain how to visualise and interpret creative information, scripts (text) and images.

[bookmark: O_709677][bookmark: _Toc8911296][bookmark: _Toc11252728]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 printer
required industry standard hardware and software
documents detailing organisational style guide and policy
documents or information containing data suitable required infor  developing software application documents.

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

[bookmark: _Toc8911297][bookmark: _Toc11252729]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2



[bookmark: _Toc5725188][bookmark: _Toc11338206]ICTICT217 216 Design and create basic organisational documents using computing packages
[bookmark: _Toc11252731]Application
This unit describes the skills and knowledge required to design, create and produce basic organisational documents using application software within according to organisational guidelines,  and procedures and policies.
It applies to those who need to use foundation information and communications technology (ICT) skills to produce documents in a wide range of varying industry occupations.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc11252732]Unit Sector
General ICT
[bookmark: _Toc11252733]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 organisational documents to meet business needs Design documents to meet organisational needs
	1.1 1.1 Establish and confirm document requirements according to business need 
1.2 Determine applicable organisational document and style guidelines and procedures 
1.3 Determine basic design guidelines and requirements
1.23 Research and Sselect appropriate application software according to organisational procedures
1.3 Use application software to design and configure document templates for use in a business environment

	2. Use application software to developDevelop organisational documents
	2.1 Use application software as per specifications to develop documents
2.2 Design and configure document template using application software according to task specifications
2.2 Create organisational document using a range of features from application software  
2.3 Edit and amend document design according to business need
Access, retrieve, manipulate and save document files
2.3 Amend designs according to organisational requirements
2.4 4 Finalise, save and back up document Store documents for wider access and editing as required according to organisational procedures

	3. Evaluate organisational documents and incorporate feedback
	3.1 Obtain Review document and obtain feedback sign-off from appropriate personfrom required personnel
3.2 Incorporate feedback and update document according to business need 
3.3 Save and close working documents and tools according to organisational procedures


[bookmark: _Toc11252734]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
	Takes measurements and performs calculations for document layout

	Oral communication
	Clarifies work requirements and obtains feedback usingUses simple, relevant required language, effective  questioning, and active listening techniques to clarify work requirements and obtain feedback

	Reading
	Recognises Identifies and interprets text into determineing organisational guidelines and requirements, and application software specifications

	Writing
	Uses appropriate and required clear language and organisational protocols in for labels and filenames when designing templates and developing documents

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

	Technology
	Follows routine procedures infor using digital technology andto enters, stores and retrieves information directly relevant applicable to own role
UnderstandsInterprets  purposes, specific functions and key features of common basic digital systems and tools, and operates them effectively into completinge routine tasks and, adaptinging some  functions 
to improve personal efficiency
Uses the main features and functions of digital tools to cCompletes work tasks and accesses information using the main features and functions of digital tools


[bookmark: _Toc11252735]Unit Mapping Information
Supersedes and is equivalent to ICTICT205 Design basic organisational documents using computing packages.
[bookmark: _Toc11252736]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc5725189][bookmark: _Toc11338207]Assessment Requirements for ICTICT217 ICTICT216 Design and create basic organisational documents using computing packages	
[bookmark: _Toc11252738]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:
develop and produce at least two required organisational a workplace documents, with minimal design instruction.


In the course of the above, the candidate must:   using a range of features
edit documents according to at least two different feedback suggestions
save and back up documents in at least two different locations
comply with style guidelines and organisational procedures.

develop several workplace documents with minimal instruction on their design from end user or supervisor.
[bookmark: _Toc11252739]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:
features of application packagesoftware tools and featuress
current business practices related to preparing organisational documentstyle guidelines and proceduress
industry standard input and output devices
organisational documentation and style guides
organisational storage and retrieval procedures.
[bookmark: _Toc11252740]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:
organisational requirements guidelines and a template for the documents
a personal computer (PC), scanner and laser printerrequired hardware devices, application software and its features.
word-processing facilities
presentation software applications.

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

[bookmark: _Toc11252741]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc5725190][bookmark: _Toc11338208]ICTICT2072187 Integrate commercial computing packages	Comment by Elizabeth Sheh: PWG Question: Would it be appropriate to change this title to ‘Integrate commercial software application packages’?

[bookmark: _Toc11252743]Application
This unit describes the skills and knowledge required to manipulate, convert and integrate data between two or more different commercial software applications.
It applies to those who require foundation skills and knowledge to use information and communications technology (ICT) in any ICT business or office environment.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc11252744]Unit Sector
General ICT
[bookmark: _Toc11252745]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 work task requirements
	1.1 Identify the task requirementaccording to business need
1.2 Research and sSelect appropriate required software and file formats to perform required workaccording to business need
1.3 Obtain organisational documentation and required instructions, such as procedures, manuals and guides, and use when appropriate

	2. Integrate data across different software application packages
	2.1 Gather and create a list of required data using a database, spreadsheet or address book 
2.2 Manipulate data using required software application packages 
2.3 Convert data from one format to another using software application package conversion tools
2.4 Save data to new converted file format according to organisational procedures
2.5 Import objects from another software application package and modify as required 
2.6 Export data to another software application package 
2.7 Integrate and create a linkage between software application packages used according to organisational procedures
2.1 Create a mailing list using a database, spreadsheet or address book, and merge mailing list with another document
2.2 Use software application package conversion tool to convert data from one format to another to enable additional work on the converted data
2.3 Save data to a new file format
2.4 Import objects from another software application package and modify as required to produce a required outcome
2.5 Export data to another software application package to produce a required outcome
2.6 Create a link between one software application package and another, and use this to update information to a document

	3. Save and retrieve data with the aid ofand use help functions
	3.1 Save data to diskrequired location according to organisational procedures
3.2 Convert data to a new file format
3.32 Re-access data and check information
3.34 Access user help documentation andor other resources and apply knowledge in solving for basic difficulties with software application package
3.4 Confirm integration of software application packages was performed according to task requirements with required personnel


[bookmark: _Toc11252746]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
	Uses effective listening and questioning techniques to Eelicits  information about task requirements andto resolves basic difficulties using listening and questioning techniques

	Reading
	Recognises Identifies and interprets text with ICT specific terminology and to determines task requirements, organisational guidelines and uses application software

	Problem solving
	Recognises Identifies and responds to predictable routine problems related applicable to role in the immediate work context

	Self-management
	Generally fFollows the explicit protocols immediately applicablerelated to role
With assistance, determines Determines priorities and sequences the steps involved in clearly defined , familiar tasks , and identifies and assembles the resources required under direct supervision and assistance

	Technology
	Understands Identifiesthe purpose and specific functions of common basic digital tools used in work contexts
Follows routine procedures in for using digital technology andto enters, stores and retrieves information directly relevant applicable to role


[bookmark: _Toc11252747]Unit Mapping Information
Supersedes and is equivalent to ICTICT207 Integrate commercial computing packages.
[bookmark: _Toc11252748]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc5725191][bookmark: _Toc11338209]Assessment Requirements for ICTICT218 ICTICT217 Integrate commercial computing packages 	Comment by Elizabeth Sheh: PWG Question: Would it be appropriate to change this title to ‘Integrate commercial software application packages’?
[bookmark: _Toc11252750]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:
manipulate and integrate data between two commercial software applications.

In the course of the above, the candidate must: 


use at least three software application package conversion tools	Comment by Elizabeth Sheh: PWG Question: What is the standard volume/ frequency in testing the use of software application package conversion tools?
follow organisational procedures. select appropriate software and file formats
create mailing list and merge with another document
manipulate and integrate data between commercial application software following organisational procedures.
[bookmark: _Toc11252751]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:
current business practices related to preparing reports
business practices applicable to report preparation
operating databases, spreadsheets and address books
industry standard software application packages
conversion tools
features and functions of commercial computing packages
import and export software functions
processes in for linking documents
workplace health and safety (WHS) principles, procedures, manuals and guides
organisational proceduress and responsibilities for ergonomics
software packages used by the organisation
strategies infor integrating commercial computing packages.
the use of input and output devices.
[bookmark: _Toc11252752]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 printer
industry standard commercial software applications currently used in industry
required hardware devices
documents detailing organisational style guideprocedures and policy
documents andor information containing data suitable applicablefor use with to multiple computing software application packages.

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

[bookmark: _Toc11252753]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc11338210][bookmark: O_709588]ICTICT21808 Operate accounting applications
[bookmark: O_709589][bookmark: _Toc8911299][bookmark: _Toc11252755]Application
This unit describes the skills and knowledge required to operate industry standardcommon accounting software packages andin order to maintain enterprise financial records.
It applies to individuals working with little supervision who use Iinformation and Ccommunications Ttechnology (ICT) skills and knowledge to support the financial area within a small to large office environment.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709592][bookmark: _Toc8911300][bookmark: _Toc11252756]Unit Sector
General ICT
[bookmark: O_709593][bookmark: _Toc8911301][bookmark: _Toc11252757]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 operate accounting applications Customise software
	1.1 Determine accounting data set according to task requirements 
 1.2 Determine requiredSelect accounting software to 
meet business requirements
1.32 Load , register and configure accounting software according to operating instructions and task requirements 

	2. Create enterprise data
	2.1 Establish chart of accounts according to business and legislative requirements
2.2 Create and add data on customers and sales data according to task requirements 
2.3 Create and add required data on suppliers,  and purchases and inventory details
2.4 Create and add payroll details according to organisational requirements 
2.5 Create and add inventory details
2.5 6 Add required or suitable tax codes 

	3. Record and track transactions
	3.1 Generate invoices and track their progress according to task requirement 
3.2 Record customer payments and update customer details according to task requirements
3.3 Record and track purchases according to organisational requirements 
3.4 Record payment of wages, allowances, taxation and superannuation
3.5 Update business data as required

	4. Save and back up data
	4.1 Update business data according to task requirements
4.2 Save accounting data according to organisational requirements to disk
4.32 Make  a regular backup copy of accounting data and store in required n a safe location

	5. Generate reports
	5.1 Reconcile accounts according to task requirements 
5.2 Generate and print accounting data financial reports based on accounting data
5.3 Quality check accuracy and completeness of Check financial reports 
for errors and discrepancies
5.4 Submit final financial report and obtain final sign off from required personnel Discuss errors with appropriate person and rectify as required




[bookmark: O_709594][bookmark: _Toc8911302][bookmark: _Toc11252758]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
	

	Numeracy
	Interprets numerical information containing whole numbers, decimals and percentages, and a
Applies a range of mathematical calculations and confirms to ensure organisational financial requirements are met

	Oral communication
	Uses plain English, effective listening and questioning techniques and , where necessary, finance specific terminology into eliciting information and discussing issues

	Reading
	Identifies and interprets textual and numerical financial information necessary into maintainingn organisational accounting records
Interprets textual information from relevant applicable sources andto identifiesy specific the most appropriate software to use, and business and legislative requirements

	Writing
	Enters written and verbally received information and data into required accounts reporting and documentation formats
Selects vocabulary, syntax, terminology for accounts reporting and documentation 

	Planning and organising
	Plans a range of routine and some non-routine tasks, accepting stated goals and aiming to achieve them on timeefficiently
Uses familiar digital systems and tools to access, organise, analyse and display information relevant to role

	Problem solving
	Accesses, organises, analyses and displays information applicable to role using digital systems and tools

	Self-management
	Identifies Appreciates the implications of legal and regulatory responsibilities related to own work

	Technology
	UnderstandsIdentifies the purpose, specific functions and key features of common basic digital systems and tools, and operates them effectively into completinge routine tasks




[bookmark: O_709596][bookmark: _Toc8911303][bookmark: _Toc11252759]Unit Mapping Information
Supersedes and is equivalent to ICTICT208 Operate accounting applications.

[bookmark: O_709603][bookmark: _Toc8911304][bookmark: _Toc11252760]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc11338211][bookmark: O_709598]Assessment Requirements for ICTICT21808 Operate accounting applications
[bookmark: O_709599][bookmark: _Toc8911306][bookmark: _Toc11252762]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:

load and configure accounting software
create and maintain at least three different enterprise financial records as per business and legislative requirements 
load and configure accounting software on at least one occasion.

In the course of the above, the candidate must:

record and track transactions
back up data
reconcile accounts and generate reportscomply with legislative requirements
follow organisational requirements and procedures.
[bookmark: O_709600][bookmark: _Toc8911307][bookmark: _Toc11252763]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:

discuss basic accounting concepts, including:
assets
cost of sales
creditors, 
debtors
equity
expenses
income
liabilities
identify basic accounting devices, including:
accounts
chequebook register and 
general ledger
invoices and 
purchases
sales and transaction journals
transaction journals
outline current legislative requirements relating to enterprise requirements, including:
goods and services tax
income tax rates
pay as you go
superannuation
discuss the features and functions of common basic accounting reports, including:
balance sheet
business activity statements
chart of accounts
profit and loss
outline the features and functions of industry standard common accounting software.

[bookmark: O_709601][bookmark: _Toc8911308][bookmark: _Toc11252764]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 printer and personal computer (PC) with appropriate specifications to run the software
industry standard commercial accounting applicationssoftware and applicable hardware
documents detailing business requirements
legislative requirements if required.

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

[bookmark: _Toc8911309][bookmark: _Toc11252765]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2



[bookmark: _Toc11338212][bookmark: O_709569]ICTICT21909 Interact and resolve queries with ICT clients

[bookmark: O_709570][bookmark: _Toc8911311][bookmark: _Toc11252767]Application
This unit describes the skills and knowledge required to provide routine Information and Communications Technology (ICT) support to clients in a professional manner.
It applies to individuals who, while working under a level of supervision, have responsibility in a frontline technical support. It applies to those who  capacity to exercise discretion and judgement using appropriate knowledge to provide assistance to clients in an ICT environment.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709573][bookmark: _Toc8911312][bookmark: _Toc11252768]Unit Sector
General ICT
[bookmark: O_709574][bookmark: _Toc8911313][bookmark: _Toc11252769]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 interact with clientsDeliver support to ICT clients
	1.1 Determine ICT clients and communication methods  Provide support for ICT clients in a courteous and professional manner according to organisational requirementspolicy
1.2 Establish and confirm nature of client’s ICT queryconcerns 
using active listening and questioning
1.3 Lodge client query according to organisational requirements
1.4 Determine query and complaint management process
1.5 Determine remediation options according to organisational requirements   Maintain client contact and provide progress information until the problem is resolved

	2. Respond Reto spond to ICT client queriescomplaints
	2.1 Determine required remediation actions according to task requirements
 Respond to ICT client’s concerns and issues, demonstrating a positive, sensitive and helpful attitude
2.2 ReEscalate and refer and escalate client queryconcerns to requiredsupport personnelperson if required, explaining the nature of issues involved
2.3 Plan rResolution process ve ICT according to task requirements client complaint using
 recommendations from the support person
2.4 Seek and respond to resolution process plan feedback from required personnel Document and record ICT client concerns and solutions, according to organisational guidelines

	3. Finalise client query process Evaluate received ICT client complaints
	3.1 Document and record resolution process according to organisational requirements Analyse recent ICT register
3.2 Communicate client query resolution with client according to task requirements 
3.3 Respond and rectify client feedback
3.4 Seek final sign of from required personnel Propose proactive training to appropriate person




[bookmark: O_709575][bookmark: _Toc8911314][bookmark: _Toc11252770]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
	Uses effective questioning and active listening techniques to eElicits information and clarifiesy client queries, concerns and complaints using questioning and active listening techniques
Contributes to an effective working environment by communicating in a courteous manner and using clear, easy-to-understand and non-discriminatory language and behaviour

	Reading
	Evaluates textual information containing ICT specific terminology to establish proactive training needs

	Writing
	Completes documentation necessary infor work tasks and reporting requirements by using clear, concise and accuraterequired grammar and language, and relevant applicable ICT terminology

	Planning and organising
	Plans a range of routine and some non-routine tasks, accepting stated goals and aiming to achieve them on time

	Problem solving
	Recognises and responds to predictable routine problems related to role in the immediate work context

	Self-management
	FGenerally follows the explicit protocols immediately related to own role

	Technology
	Uses the main features and functions of common basic digital tools in everyday work contexts



[bookmark: O_709577][bookmark: _Toc8911315][bookmark: _Toc11252771]Unit Mapping Information
Supersedes and is not equivalent to ICTICT209 Interact with ICT clients.

[bookmark: O_709584][bookmark: _Toc8911316][bookmark: _Toc11252772]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc11338213]Assessment Requirements for ICTICT21909 Interact and resolve queries with ICT clients
[bookmark: O_709579]
[bookmark: O_709580][bookmark: _Toc8911318][bookmark: _Toc11252774]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, record and document at least one client query. 
remediate and communicate at least one solution to a client.

In the course of the above, the candidate must:

provide routine Information and Communications Technology (ICT) client support in a professional manner
refer client concerns to support person if requiredaccording tocomply with organisational requirements
follow escalation procedures
resolve client complaints.
document and record client concerns and solutions according to organisational guidelines.

[bookmark: O_709581][bookmark: _Toc8911319][bookmark: _Toc11252775]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 current industry standard accepted hardware and software products, and describe their general features and capabilities
describe the ICT client business domain and business critical functions
discuss the organisational systems and working environment
outline organisational policies for external and internal client contact.

[bookmark: O_709582][bookmark: _Toc8911320][bookmark: _Toc11252776]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 computerrequired hardware devices, software and documentation 
relevant organisational guidelines.
relevant documentation
a site where routine ICT client support may be demonstrated.

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

[bookmark: _Toc8911321][bookmark: _Toc11252777]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc5725192][bookmark: _Toc11338214]ICTICT2201 Operate database applications
[bookmark: _Toc11252779]Application
This unit describes the skills and knowledge required to operate database applications and create and develop simple relational databases using pre-existing data.	Comment by Georgia Ryburn: PWG Question: Is pre-existing data needed? Do we need to specify this throughout the unit or is it explicit? 
It applies to those who provide administrative support working under direct supervision or and with limited responsibility within a wide range of industry occupationsbusiness and industry contexts.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc11252780]Unit Sector
General ICT
[bookmark: _Toc11252781]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 and select database application according to business requirements Create database
	1.1 Identify purpose of database according to business need
1.2 Select and open database application  Open a database application and design a two-table, simple relational database incorporating basic design principles
1.2 Develop a table with fields and attributes according to database usage, as well as user requirements
1.3 Create a primary key and establish an index for each table
1.4 Modify table layout and field attributes as required
1.5 Create a relationship between the two tables
1.6 Add and modify data in a table according to information requirements
1.7 Add and delete records as required
1.8 Save and close down database to storage area

	2. Customise basic settings
	2.1 Adjust page layout to meet user requirements
2.2 Open and view different toolbars
2.3 Format font as appropriate for the purpose of the database entries

	2. Create database
	2.1 Adjust and format basic database settings according to user and business need
2.2 Design a two-table, simple relational database incorporating basic design principles
2.3 Develop table with fields and attributes according to business needs 
2.4 Create a primary key and establish an index for each table
2.5 Create relationship between the two tables using application tools
2.6 Add data and modify table layout and field attributes according to information requirements
2.7 Save and back up database according to organisational procedures

	3. Create reports and forms
	3.1 Design reports to present data in a logical sequence according to organisational document and style procedures
3.2 Modify reports to include or exclude additional user requirements, according to organisational procedures
3.3 Distribute reports to appropriate personrequired personnel in a suitableaccording to organisational procedures format
3.4 Create a simple form using a wizard, according to user and business requirements
3.5 Open existing database and modify records using a simple form
3.6 Rearrange objects in form according to user needs

	4. Create forms
	4.1 Use a wizard to create a simple form
4.2 Open existing database and modify records through a simple form
4.3 Rearrange objects within the form to accommodate information requirements

	45. Retrieve information and feedback
	45.1 Access existing database and locate required records
45.2 Create simple query and retrieve required information
45.3 Develop query with multiple criteria and retrieve required information
45.4 Select and display data retrieved from database according to organisational proceduresand display appropriately
4.5 Back up database according to organisational procedures 
4.6 Obtain feedback from requirement personnel and incorporate feedback into work


[bookmark: _Toc11252782]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
	Identifies and comprehends the specific numeric data needed
, and uUses logical functions, mathematical symbols and applies the order of operations in calculations when developing queries

	Oral communication
	Uses simple, relevant language, effective questioning, and active listening techniques to cClarifyies user requirements , confirm understanding and when liaising with the appropriate required personnel using questioning and active listening techniques 

	Reading
	Identifies and analyses a wide range of hard copy and on-line forms, reports and other end-user documentation to 
iIdentifiesfy end-user needs and data

	Writing
	Uses database related terminology and protocols when designing tables, queries, reports and forms
Uses clear plain English appropriate for end-users when labelling fields within reports and forms and communicating with others

	Planning and organising
	Plans a range of routine tasks and aims to achieve them efficientlyon time

	Problem solving
	Begins to iIdentifiesy and implements standard solutions infor a number of routine problems

	Self-management
	Selects required the appropriate form, channel and mode of communication for a specific purpose relevant to own role
Takes responsibility infor routine, low-impact decisions within familiar situations
Follows routine procedures using digital technology and enters, stores and retrieves information 

	Technology
	Understands Identifies the purpose and specific functions of common digital tools used in work contexts
Follows routine procedures for using digital technology to enter, store and retrieve information directly relevant to role


[bookmark: _Toc11252783]Unit Mapping Information
Supersedes and is equivalent to ICTICT210 Operate database applications.
[bookmark: _Toc11252784]Links
Companion Volume Implementation Guide is found on https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc5725193][bookmark: _Toc11338215]Assessment Requirements for ICTICT2201 Operate database applications
[bookmark: _Toc11252786]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:
design and develop at least one  simple database using a standard database package. 

In the course of the above, the candidate must:
adhere to basic design principles
follow organisational document and style procedures.
add data
create and use a query with multiple criteria
create and modify reports and forms.

[bookmark: _Toc11252787]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 database design principles
database features and tools including:
wizards
primary keys
indexes
the purposes forms, tables report and query functions and tools of forms, reports and queries for retrieving and displaying information
the reasons for relationships between tables (cardinality)
the purpose, uses and functions of database software and applications

organisational and style documents and procedures.
[bookmark: _Toc11252788]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 PC and printerrequired hardware devices

industry standard database software currently used in industry
documents detailing organisational style guide and policy
organisational documents or and information guidance.containing data suitable for creating a database.

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

[bookmark: _Toc11252789]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2



[bookmark: _Toc11338216]ICTICT22111 Identify and use specific  use basic current industry standard specific technologies
[bookmark: O_709531]
[bookmark: O_709532][bookmark: _Toc8911323][bookmark: _Toc11252791]Application
This unit describes the skills and knowledge required to engage in a basic ongoing review and research of industry specific technologies in order to identify and apply these technologies oand r techniques to improve aspects of an organisation’s activities.
It applies to individuals who work under minimal supervision and are responsible for ensuring that the quality of the business processes is are maintained at the highest level possible, through the appropriate application of industry specific technologies.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709535][bookmark: _Toc8911324][bookmark: _Toc11252792]Unit Sector
General ICT
[bookmark: O_709536][bookmark: _Toc8911325][bookmark: _Toc11252793]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 basic industry specific technologies
	1.1 Identify organisational technology upgrades and advancement requirements 
1.1 Identify technologies specific to an industry sector
1.2 2 Identify technologies required to meet organisational requirements Acquire and use the industry specific technologies
1.33 Identify, Cclassify and use industry specific technologies according to organisational requirementsfor the benefit of the organisation

	2. Implement Use basic industry specific technologies to assist in solving organisational problems
	2.1 Implement and test Conduct testing of industry specific technologies according to task requirements 
2.2 Use  features and functions of industry specific technologies according to task requirements  within an organisational context
2.3 Demonstrate depth of knowledge of enabling technologies to an accepted industry standard
2.34 Access and use sources of information according to task requirements relating to the industry specific technologies

	3. Evaluate performance of basic industry specific technology
	3.1 Evaluate performance, usability and benefit to organisation of implemented technologiesindustry specific technologies for performance, usability and benefit to the organisation
3.2 Determine and document environmental considerations of implemented technologies 
involved when using the technology
3.3 Seek and respond to user according to organisational requirements feedback from users where appropriate




[bookmark: O_709537][bookmark: _Toc8911326][bookmark: _Toc11252794]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 expand own knowledge and identify industry specific technologies that will benefit the organisation

	Oral communication
	Requests Elicits information and feedback by using  effective listening and questioning techniques andto identifiesy and evaluates industry specific technologies
TrUses clear, easy-to-understand language, and translates industry specific terminology into plain English where necessary

	Reading
	Identifies and interprets technical online and hard copy documentation containing complex terminology and diagrams
 Interprets technical information to to identify industry specific technologies that will benefit the organisation, and to determines environmental considerations

	Self-management
	Organises own work load aligned to Recognises organisational expectations and follows explicit protocols and procedures
Identifies Determines priorities and sequences the steps involved in clearly defined familiar tasks, and identifies and assembles the resources required resources

	Technology
	Demonstrates theIdentifies  purposes, specific functions and key features of basic common digital systems and tools, and operates them effectively to complete routine tasks



[bookmark: O_709539][bookmark: _Toc8911327][bookmark: _Toc11252795]Unit Mapping Information
Supersedes and is equivalent to ICTICT211 Identify and use basic current industry specific technologies.

[bookmark: O_709546][bookmark: _Toc8911328][bookmark: _Toc11252796]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2


[bookmark: _Toc11338217][bookmark: O_709541]Assessment Requirements for ICTICT22111 Identify and use specific industry standarduse basic current industry specific technologies

[bookmark: O_709542][bookmark: _Toc8911330][bookmark: _Toc11252798]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 basic new and emerging industry specific technologies and techniques
use basic features and functions of identified industry specific technologiesidentify, implement and evaluate at least three industry standard technologies
use at least one feature and at least one function of each industry standard technology above to an industry standard..

In the course of the above, the candidate must: 
comply with task and organisational requirements.
[bookmark: O_709543][bookmark: _Toc8911331][bookmark: _Toc11252799]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 industry standard current technology trends and directions in Information and Communications Technology (ICT), and  specifically of the major industry technology standards used in the specified area
outline vendor product directions
describe current industry standard hardware and software products and , with broad knowledge oftheir  general features and capabilities, and their application
outline information gathering methodologiestechniques.

[bookmark: O_709544][bookmark: _Toc8911332][bookmark: _Toc11252800]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 specificrequired industry standard technologies and features and functions within
required hardware, software and its components.currently used in industry
documents detailing work health and safety (WHS) standards, environmental guidelines and organisational requirements.

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

[bookmark: _Toc8911333][bookmark: _Toc11252801]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2





[bookmark: _7yld2csgdbb9][bookmark: _1t3h5sf][bookmark: _Toc10755493][bookmark: _Toc11338218]ICTICT222 Incorporate Research and share ICT Indigenous needssolutions for Indigenous users and perspectives into ICT environment
[bookmark: O_709512][bookmark: O_709513][bookmark: _Toc11252803]Application
This unit describes the skills and knowledge required to to identify and use current information and communications technology (ICT) within Indigenous communities and to researchresearch, identify and collaboratively discuss alternative ICT solutions that meet the specific needs of Indigenous learners users. 
It applies to individuals Indigenous and non-Indigenous individuals who work with Indigenous individuals and communitiesunder a level of supervision and  and use a range of specialised technical knowledge and knowledge of Indigenous learning styles and cultural systems to provide advice on ICT solutions. ICT solutions refers to hardware and electronic resources including software applications, Wi-Fi, connected networks and online websites.

No licensing, legislative or certification requirements apply to this unit at the time of publication.
Note: delivery and assessment against this unit of competency must comply with Indigenous community protocols and guidelines, and be supported by Elders andor custodians of Country. The unit recognises that there is no single Australian Indigenous culture and emphasises the importance of culturally appropriate behaviour and local community consultation.
[bookmark: O_709516][bookmark: _Toc11252804]Unit Sector
General ICT
[bookmark: O_709517][bookmark: _Toc11252805]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. Identify Research the uses of ICT systems and resources in thefor Indigenous communityusers
	1.1 Identify local community organisations, including Indigenous community organisations and other relevant Indigenous and related agencies, that use ICT
1.12 Determine Research and identify Indigenous user requirements for specific context
1.3 2 Identify Confirm most industry standardcommon communication technologies, software applications and hardware solutions used in the local communitywith required Indigenous users and community stakeholders 1.4 Identify the use of ICT in local community organisations, including Indigenous community organisations and other relevant bodies

	2. Identify and review and uses of specific ICT resources relevant required to for Indigenous people users 

	2.1 Identify a range of methods of accessing accessing Indigenous and non-Indigenous electronic resources for an Indigenous user for research and learning
2.2 Identify and access relevant Indigenous and ICT websites and other online resources2.2 Research and identify alternative electronic resources, software and hardware solutions
2.33 Following community consultation,Review and confirm  discuss and compare the relevance of a range of Indigenous websites electronic resources and solutions to Indigenous communities

	3. Identify Share appropriate ICT resources solutions and to meets the needs of Indigenous people users and communities

	3.1 Use the most common local communication technologies, software applications and hardware solutions
3.2 Research and identify possible alternative communication technologies, software applications and hardware solutions
3.3 1 Discuss required most suitable ICT resources solutions with local Indigenous user communityaccording to task requirements , 
3.2 Communicate and demonstrate function and use of an ICT solution to  Indigenous user 
3.3 Communicate purpose and intent of ICT solutions in Indigenous contexts
3.4 Seek and respond to feedback from required personnel  




[bookmark: O_709518][bookmark: _Toc11252806]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 culturally specific information and applies information to benefit Indigenous users

	Oral communication
	Elicits information using Uses effective questioning and active listening techniques
s to elicit information
Interacts with Indigenous community members usingUses specific language and applies culturally appropriate communication skills
 and to ensures satisfactory interactions with Indigenous community members
Participates in a verbal exchange of ideas/solutions and clarifies and presents information usinges requireddetailed and clear language to clarify and present information

	Reading
	Identifies and interprets both hard copy and on-line texts from both Indigenous and non-Indigenous sources to obtain information about the use of ICT in Indigenous communities

	Planning and organising
	Begins to identifyIdentifies and assembles resources required into undertakinge tasksthe rol

	Technology
	Interprets purposes, specific functions and key features of basic digital systems and tools and operates them in completing routine tasks


[bookmark: O_709520][bookmark: O_709527][bookmark: _Toc11252807]Unit Mapping Information
Supersedes and is not equivalent to ICTICT212 Incorporate Indigenous needs and perspectives into ICT environment.

[bookmark: _Toc11252808]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=a53af4e4-b400-484e-b778-71c9e9d6aff2



[bookmark: _Toc10755494][bookmark: _Toc11338219][bookmark: O_709522]Assessment Requirements for ICTICT222 Research and share ICT solutions for Indigenous usersICTICT212 Incorporate Indigenous needs and perspectives into ICT environment
[bookmark: O_709523][bookmark: _Toc11252810]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 toEvidence of the ability to:
identify common communication technologies, software applications and hardware solutions used in the local Indigenous community
identify specific Indigenous customs and practices that impact on the use of information and communications technology (ICT) within the community
use assess and demonstrate use of at least three different current communication technologies, software applications and hardware solutions 
research information for at least one Australian Indigenous user and their community, in a culturally appropriate way.

In the course of the above, the candidate must: 

identify specific Indigenous customs and practices impacting use of an ICT solution
consult with relevant Indigenous community members including local community organisations, including Indigenous personnel, community organisations, agencies and other required bodies
and develop alternative ICT solutions
identify Indigenous laws, family relationships and languages..


Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.
[bookmark: O_709524][bookmark: _Toc11252811]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 ofTo complete the unit requirements safely and effectively, the individual must:
provide a summary of operating system, functions, features and uses of required hardware, and software products, applications and websites
customs and practices of Indigenous users and communities 
discuss ergonomic principles to avoid back, wrist and eye strain
discuss work health and safety (WHS) principles and responsibilities relating to ICT specific to Indigenous community customs and practices
identify important Iindigenous cultural communications attributes..
appropriate ICT resources 
[bookmark: O_709525][bookmark: _Toc11252812]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 ICT industry, and include access to:
arequired hardware device and software applications PC

relevant hardware componentsthe internet, including connectivity, internet browser and website access
WHS standards and organisational policies and procedures
relevant software applications
.

common communication technologies.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
[bookmark: O_709528]
[bookmark: _Toc11252813]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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